VOUM Instructions
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Select Mnemonic VOUM

To create a voucher, type "a" to add a voucher in Datatel
To call up a previously created voucher, type the vouch
number**

Voucher LookUp or (A)dd
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VOUM Instructions
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Datatel automatically generates a
Voucher ID #. Write this number down
on your invoice.

Invoice Number cannot
exceed 16 digits

Voucher Date and Invoice Date
should be identical; this date
should be the date of service or
delivery noted on the invoice.

Type in vendor
name; Datatel will
converttoa
Vendor ID
Number**
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If paying with...
General Revenue =
GO04L
: Newr Rcor Agency = LOCA
©___| Click hereto Rgstricted = REST
advance to the
next screen**
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Click h'ere to advance to the next
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VOUM Instructions

2a8Ea)

R ——
2 e w B
£ S

1st line ONLY of
description will
print on the
remittance (along
with the Invoice #
on screenl).
Customer ID is the
best information to
include here; if
none exists, type
the purpose of the
voucher payment.

Any other

descriptions helpful '
for your records C
can be added here

Click here and select
(S) single or (M)
multiple if items are a
fixed asset.

Enter 22 digit account number. You may
expense different object codes on the same
voucher; you may NOT expense different
fund sources on the same voucher.
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VOUM Instructions

VOUM: Voucher Maintenance

UNIVERSITY No Active Context
Tilinais' first public wniversity

do JP Morgan Chase Bank NA
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VOUM Instructions

No Active Context

Vendor JP Morgan Chase Bank NA

). 4/ Save All M X Cancel M X CancelAll ) (-

Datatel is now working our way back to the
first tab.

Select Save (or F9)

And then select Update (or hit Enter)
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One final Save selection will bring up the
following pop-up window below. Select

cher Date 08/25/15 OK, and then Update at the next pogpup. |, PVS082815
D 0007811

e 1 | JPMorg;

Carol Stream

ype | UCSH University Cash
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Other Questions...

Online User's Manual can be found at:

http://accountingoffice.illinoisstate.edu/datatel/manual

More helpful Datatel information can also be
found at the bottom page of this link:

http://accountingoffice.illinoisstate.edu/datatel

Entering Purchase Orders
Eric Boerngen 8-7916
Mary Ellen Backlund 8-5031

Office Max Charges
Brianne Larke 8-0626

Entering Bank One Vouchers
Sue Fish 8-3373

Vendors in Datatel
Lauri Joynt 8-5751

Postage/Printing/Fleet/Facilities Charges
Erika Jones 8-4540

Running Reports in Datatel
Steve Chinski 8-5733


http://accountingoffice.illinoisstate.edu/datatel/manual
http://accountingoffice.illinoisstate.edu/datatel
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