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PURPOSE AND DESCRIPTION 

 

Purpose 

This document explains the key activities involved in managing INFORMS Accounts Payables 
transactions. It provides an overview of the sub-processes involved, as well as step-by-step 
procedural guidance to perform the activity. 
 

Description 

The key activities involved in processing Accounts Payable Adjustment Vouchers, and the 
corresponding receipt and PO activities.  
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ACCOUNTS PAYABLE – ADJUSTMENT VOUCHER  

1. The Captiva Operator will scan the invoice and will not enter the PO ID#. 

2. Quick Invoice gets created and Central Finance Compliance Officer will need to make 

adjustment. 

3. Batch process will generate a voucher in a RECYCLE Status. This voucher will be adjusted by 

the Department. 

Step Action 

 CENTRAL FINANCE STEPS 

1.  Log into INFORMS. 

2.  

Navigate to Quick Invoice Pending VCH Build page 

▪ Finance / Supply Chain (FSCM) > Payables Operations > Accounts Payable 
WorkCenter > Queries > Public > Quick Inv Pending VCH Build  

3.  

 
• Enter the Business Unit in the Unit field. 

• Enter “%” in the remaining empty fields. 

• Select View Results. 
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4.  

 
• Look for the credit invoice. 

• Select the Voucher hyperlink. 
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5.  

 
• Remove any information in the Copy From Source Document and Voucher Build 

Association sections. 

• Select Line Details. 

6.  

 
• Select Distribution.  
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7.  

 
• Enter the Merchandise Amount. Make sure this number is negative. 

• Select OK. 

8.  

 

 
• Change the Build Status to Build Voucher. 

9.  End of Process. 

 DEPARTMENT STEPS 

1.  Log into INFORMS. 

2.  
Navigate to the Add/View Vouchers page: Finance / Supply Chain (FSCM) > Payables 

Operations > Accounts Payable WorkCentre > Links> Vouchers> Regular Entry 
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3.  

 
• Select Find an Existing Value. 

4.  

 

 
• Enter the Business Unit. 

• Enter the Voucher ID #. 

• Select Search. 
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5.  

 

 
• Select the Invoice Information tab. 

6.  

 

 
• Expand the Copy From Source Document section. 
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7.  

 

 
• Select the Lookup Icon and search for the Voucher ID (Original Voucher that 

generated the credit/adjustment). 
• Note:If the original voucher was processed in the legacy system (FAMIS), the “copy from 

source” option will not display the voucher. The user must manually enter all the chartfield 
information 

• Select Copy to Voucher. 

 
• Note: If this section is Grayed Out. Select “Copy from Worksheet” Hyperlink and 

search for Voucher ID (Original Voucher that generated the credit/adjustment). 
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• Under the Select Voucher Lines Main Information Tab, Check the box under 
“Select” and Click on “Copy Selected Lines”  
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8.  

 

 

• Invoice Lines and Distribution Lines are copied from the original voucher. 

• On the Invoice Line make following changes  

• Quantity (must be negative) 

• Unit Price (must be positive) 

• Line amount will be calculated, it should be negative. 

• Distribution Merchandise Amount to match the amount indicated on credit 
memo. Please note this amount must be a negative (-). 

• Click on “Associate Receiver(s)” 
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9.  

 

 
 

• Enter Adjusted Quantity (must be negative) or Merchandise Amount (must be 
negative) 

• Click “OK” 

• On the voucher Click Save 

10.  End of Process. 

11.  

Once the Adjusment Voucher has been approved, You must inform your Supply Chain 

Team to update the receipt to the correct Quantity or Amount.  

Updating the receipt is important to allow proper PO liquidation if and when needed, 

which allows funds to be returned to the contract. Also, updating the receipt is 

important for the PO Activity summary to show the correct information for the PO 

amount, received, invoiced, and matched.  

DEPARTMENT RECEIVER STEPS 
1. Log into INFORMS. 

2. 
Navigate to the Add/View Receipts page: Finance / Supply Chain (FSCM) > Purchasing > 

Receipts > Add/Update Receipts. 
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3. 

 
• Select Find an Existing Value 

4. 

 

• Enter the Business Unit. 

• Enter the  corresponding Receipt Number 

• Select Search. 
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5. 

 

Scenario 1: If the adjustment voucher is equal to the receipt quantity or receipt amount, the 

receipt needs to be canceled.  

 

 
 

Access the ‘Add/Update Receipt’ Informs page to cancel/amend the required receipt: 
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Scenario 2: If the adjustment voucher is less than the receipt quantity or receipt amount, the 

receipt needs to be adjusted accordingly.  
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Access the ‘Add/Update Receipt’ Informs page to amend the required receipt: 

 
 

Calculation based on the Adjustment Voucher amount/quantity: 

 
 

Click ‘Save’ to confirm your changes. 
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Notice how the ‘Receipt Match Status’ changes when amending the receipt amount/quantity to 

the adjustment voucher amount/quantity: 

 

Before: 

 
 

After: 

 
 

 
 


