Disbursement Voucher (DV)
Training



Things You’ll Need Before Starting a DV:

e Vendor ID

* If the vendor is not in the Kuali Financial System (KFS), you will need to obtain
a complete W-9 from them and send it to the Office of Purchasing

 Verify the correct address is listed for your vendor
* Contact the Office of Purchasing with any questions or to update information

 KFS Account Number & Object Code

* Contact the Office of Accounts Payable with any questions

* Invoice, Contract, Receipts, Official Function form(s), Scanned & Saved

Save the Vendor ID, Account Number, and Object Code for your records
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* Description : Explanation :

Organization Document Number :

In this box, you
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format:
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Payment Information

Click this
Magnifying
Glass to enter
& select payee
information
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" Payment Reason Cog

* Payee
nvoice Number :
* Address 1:

* City:
Country:

™ Check Amount : | 0.00

Payment Type

* Payment Method :

* Check Stub Text :

Is this a foreign payee : No

" |5 this payee an employee :

Submit

Save Close

* Documentation Location Code :

Cancel
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* Payea Name:

nvoice Date:

Address 2 :

State:

Postal Code :

" Due Date:

Other Considerations:

Copy
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Payment Information
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* Payment Reason Code: Vendor Tax Number:
v [|

Person First Name: Person Last Name:

Vendor Name: Employee 1D:

Vendor # Artiva™™
Select your Vendor #: Active::

®Yes O Ne O Both
«“
Payment

Reaso n Search Clear Cancel

Code” here

In this box, you’ll enter
your “Vendor Number”
and click search



Payment Information
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* Payment Reason Code:

G - Membership dues

Person First Name:

Vendor Name:

Vendor #:
49%52-0
After this
screen
appears,
click Search Results
“w eturn Value Payee Name
REturn return value COLO COUMCIL ONM MURSING EDUCATION
Value”

Export options: CSV | spreadshest | XML

Search
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Vendor Tax Number:
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Payment Information
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Province:

Attention:

Vendor Fax Number:
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Click “Return
Search Results
Value” to
. Address Type Description Address 1
|mp0 rt the PURCHASE ORDER CAMPUSBOX 72
information TAX 6352 SCOVENTRY LN
return value PURCHASE ORDER Front Range Community College
from the Export options: CSV | spreadshest | XML
“Purchase

Order” into
the DV

O Both

Search

Address 2
POBOX 173362

Country:

URL:

Email Address:

Clear Cancel

State
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Colo Council on Nursing 4616 5 Shields CO
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DENVER
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Payment Information
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Fill out the

. PAYMENT INFORMATION
following
areas aPayment Reason Code: G- T meieasghio dues
. I L ayvee [D: 49%52-0
accordi ngly Payee T * Payee Name : COLO COUNCIL ON NURSING EDUCATION

Invoice Mumber : Invoice Date: %

* Address 1: CAMPUS BOX 72
* City : DENVER
Country : United States

Address 2: POBOX 173342
State: CO
Postal Code: 80217-3362

* Check Amount : | 0.00 ;DueDate: 07/18/2020 @ [

stz 2 foreien payee: No In this box,
enter the
“Invoice
Number”. If
- Check Stub Text: there isn’t
one, enter
s oz N oz s [ oo the “Account

Number”

O CheckEnclos

Is this payee an employee : No Other Considerations:
W-2/W-8BEN Complete

Payment Type:

I this an employee paid outside of payroll : No

* Payment Method : v * Documentation Location Code : | AP - Accounts Payable +

rarura coloctata adu /e nrd fushannd  / Nanalbfo —Lbord ic caloctzta adu 881 chama

In this box, enter the following: “CSU Pueblo Account Number, & Invoice Number”.
**|f there is no Account/ Invoice Number, provide a description of what is being paid.
For example: “CSU Pueblo Membership Fees For Jane Smith”.



Payment Information

Fill out the
following
areas
accordingly

Submit Save Close Cancel Copy
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* Contact Name: MARROW, DEMETRIUS
* Phone Number : 719-549-2855
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Notes & Attachments
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Ad- Hoc Recipients
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Submit Save Close Cancel Copy
After you’ve entered the proper
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document to them for approval



Find Ad-Hoc Recipients Net ID- PART 1
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Find Ad-Hoc Recipients Net ID- PART 2

Person Lookup

Enter your
« . Principal Name: ﬂ:
reclplents Principal ID:
1 Entity 1D+
first name =i :
P> First Naige: [‘GERALDNE )
Wlth an * Middle Name:
Last Name: |
befo re a nd Email Address: |
Phone Number:
after the — L
Employee ID:
name and Campus Code:
. Primary Department Code: |
CI ICk Employee Status Code: GV EE
Sea rCh Employee Type Code: GV EE
Active Indicator: | ® ves O no O Both
search clear cancel
One item retrieved,
Return Valia Principal ID Principal Name Name Entity ID Campus Code
return value 2001555 C83325326560@csupueblo.edu TRUJILLO-MARTINEZ, GERALDINE & 45121 PC

~—

Once your recipients
name appears here, click
“Return Value” to
populate the Net ID into
the document

Primary Department Code

Employee ID

PB-P304

PIDO5355%



Action Buttons

“Submit” your
document after you
have gone through to
check for accuracy.

Submit Save Close Cancel Copy

Always “Save” your
document before
submitting it.



What if my doc gets DISAPPROVED?

* If the document is disapproved, for starters, it will appear in your
“Action List”. Then, is when you complete the following:
* Go to your “Action List” and open the document
Read “Note” for the disapproval reason, click “Copy”
Change or correct what is needed
Submit and record new document number
Go back to your “Action List” and open the disapproved document again

Make a note in “Notes and Attachments” section to say the following:
e “Resubmitted on (ENTER NEW DOCUMENT NUMBER)”

Click “Acknowledge”



Questions, Comments, and/or Concerns?

* Business Financial Services * Purchasing
 Juanita Pena, Director of BFS/Controller * Geraldine Trujillo-Martinez, Purchasing Agent V
e 719-549-2943/ Juanita.pena@csupueblo.edu e 719-549-2054/ g.trujillomartinez@csupueblo.edu
* Robin Arwood, Senior Accountant * Deirdre Gonzales, Procurement Compliance
e 719-549-2356/ robin.arwood@csupueblo.edu e 719-549-2355/ Deirdre.Gonzales@csupueblo.edu

* Nicole Lara, Accounts Payable Specialist
e 719-549-2238/ Nicole.lara@csupueblo.edu
* Carolina Gonzalez, Staff Accountant
e 719-549-2952/ carolina.Gonzalez@csupueblo.edu
* Ariana Cassio-Weldon, Staff Accountant
e 719-549-2937/ Ariana.cassioweldon@csupueblo.edu
* Vick Becker, Payroll Specialist
e 719-549-2801/ vicki.becker@csupueblo.edu
* Cashier’s Office
* 719-549-2107
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