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Purpose

The purpose of these reports is to provide you with detailed information on purchase orders and vouchers issued for your cost center(s) for an easier, more efficient financial reporting process. 

Report Layout

The voucher report contains eleven fields of data, while the PO report includes 10. Each of the report fields are defined below. 

Exporting Report Data

You can export data from each report by choosing Copy All from the Edit menu and pasting the selection in Excel.

Using the Wildcard Character (%) in Prompts

You can search for groups or for partial input on vendor, creator or executor name by using the wildcard character, the percent sign: %. When entering a vendor, executor, or creator name, you only need to enter the first few characters followed by the % to see the possible matches within your center range. The account number prompt works in a similar fashion.  You cannot use the wildcard character with date or center prompts.  
Using the Select All Character (*) in Prompts

You can select all available options for a search criterion by entering an asterisk, which represents “select all,” in a prompt field. You have the option to select all when entering an account number, vendor, creator, or executor for a report.

Selecting Multiple Criteria for a Prompt

This report uses standard Windows functionality for multi-selecting input: 

To select contiguous items from a list provided, press the Shift key and click on the first and last items desired from the list. This action will include all items within the range you select.

To select non-contiguous items from a list provided, press the Ctrl key and click each item you want included in your report. This action will include only the items you specify in the report query.

Link to Voucher Report Data Fields
Link to PO Report Data Fields
Voucher Report Data Fields
Center Number
The unique, ten-digit number that identifies a cost center. A cost center represents a home department or project, a low-level center used for tracking expenses in accounting.
Account Number
The five-digit number used to identify assets, liabilities, revenues, expenses, or balances in financial reporting.
Vendor name
The name of the company or party selling goods or services to Vanderbilt.
Center/Accounting amount
The amount which will be charged to the center/account combination in the General Ledger. This amount includes the value of the merchandise plus any charges related to freight and tax, minus any discounts.
Effective date
The first possible date that the invoice can be charged to the General Ledger. This date will not always equal the General Ledger entry date, primarily due to two factors: (1) The invoice will not be charged to the General Ledger until it has passed matching, and (2) No entries are made in the current month until after the fourth working day in order to close the prior month.
Voucher number
The unique numeric identifier for a Disbursement voucher.
Invoice number and date
The Invoice number is a unique numeric identifier for a vendor’s itemized bill. The Invoice date refers to the date found on a vendor’s itemized bill.
PO number
The unique numeric identifier for a purchase order (PO) or other type of Disbursement form.
Creator
The name of the person at Vanderbilt who initiated the eProcurement purchase.
Executor

The name of the person at Vanderbilt responsible for approving the eProcurement purchase.
Match Status
Indicates whether or not the invoice matches the purchase order (PO). Possible results for this field include "N," if the dollar amount is not on a PO; "E," meaning match exceptions exist; and "M," for matched.
PO Report Data Fields
Center number
The unique, ten-digit number that identifies a cost center. A cost center represents a home department or project, a low-level center used for tracking expenses in accounting.

Account number
The five-digit number used to identify assets, liabilities, revenues, expenses, or balances in financial reporting.

Vendor name
The name of the company or party selling goods or services to Vanderbilt.

Transaction amount

The amount of the total order which will appear in the General Ledger for the account/center combination. This amount includes the value of the merchandise only. 

PO number
The unique numeric identifier for the purchase order (PO) used in the applicable transaction.
PO date
The date on which the purchase order (PO) was created.
Requisition ID

Alphanumeric identifier assigned by the eProcurement system.

Creator name
The name of the person who initiated the eProcurement purchase.

Executor name
The name of the person responsible for approving the eProcurement purchase.
Buyer name and phone number
The name and phone number of the person responsible for purchasing items in specific product categories for Vanderbilt.
