SMART Sytems & W

How to create a voucher payment to vendors from order placed in Express
When you receive the invoice and are transferring to a voucher you will have two options.

Option 1 is to change the vendor on the transfer screen:
Create a new voucher.

Key in the PO number.

Click on the transfer button.

On the transfer screen change the vendor number.
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Select the lines you wish to transfer on to this voucher. The voucher will be created with the new vendor
number and on the bottom part of the header field you will see the original PO vendor name.
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Option 2 is to change the vendor on the voucher screen after the transfer is complete:

Create a new voucher.

Key in the PO number.

Click on the transfer button.

Select the lines you wish to transfer on to this voucher.

After you have completed the process and are back to the voucher entry screen, change the vendor
number on the voucher screen and click on save. On the bottom part of the header field you will see the
original PO vendor name.
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If you have any questions about Cooperative Purchasing, Express, or integrating with SMART Systems,
contact express@purchasingconnection.org or call 888-739-3289.



