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This guide provides step-by-step instructions including example screens for the 

BSA Food & Beverage Voucher option in PeopleSoft Financials. 

Navigation 

Department Admin 

Log onto PeopleSoft Financials > Dept Admin Home Page > Select BSA Miscellaneous 

Payments 

Step 1- Select Add a New Value Tab 

Step 2- Click the Add Button 
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Step 3- Select Dept Code and Misc. Type “BSA FOOD BEV VCHR” 

Status – Open 

Note: Press the Tab Key to advance to the next field(s). BSA Misc. Payment No. is 

auto-assigned when saved. 

Step 4- Event Type: Select how the Food & Beverage Vouchers will be emailed. 

Combine Email (Myself) – will email the person that has logged on and created the 

voucher(s). It will combine all meal vouchers into one email which can be printed and 

distributed to the employees, visitors, guests, students, etc. to redeem. 

Email to Employees – will email employee(s) a meal voucher that can be printed by them 

to redeem. Note: If an employee, visitor, guest, student, etc., does not have an email 

address, it will send it to the person that logged on and created the voucher(s) to distribute. 

Individual Email (Myself) – will email the person that has logged on and created the meal 

voucher which can be printed and distributed to the employee, visitor, guest, student, etc. 

to redeem. 

Step 5- Description and Business Purpose - Enter description and purpose (more 

detailed information) for the Meal Voucher 
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Step 6– Expiration Date – enter the expiration date you want meal voucher(s) to expire 
(use within a certain time frame). 

Step 7- Click the Item Lines Button 

 After selecting Item Lines Button, screen below displays a line with the Expiration Date 

(populated from Misc. Payment Entry tab) and Status – Not Emailed. 
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Step 7a- Empl ID – Select or Enter Employee ID. Note: If the person does not have an 

Employee ID, select or enter Visitor, press the Tab Key and in the Name field enter the 

person’s name (last name, first name) as shown in the example below (Visitor - Bright, 

Rainbow). 

Step 7b – Amount – Enter a value for the voucher. Note: This is the max amount that will be 

applied to the order. The bearer will be responsible for any amount exceeding the voucher 

value. Any unused balance will be forfeited and is not redeemable for cash or credit. 

Note: The Meal Ticket No. is auto-assigned when saved. It will display as follows: For an 

employee, the Meal Ticket No. consists of Misc. Payment No.- Life No. For a Guest, Misc 

Payment No.- Guest No., and for a Visitor, Misc Payment No. – and no. as shown on page 8. 

The Expiration Date populates the date from the entry screen. Status “Not Emailed” 

displays because the email for the meal voucher has not been sent. 
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If you need to add additional people to receive meal vouchers, click the Plus sign on the 

left side of the screen. If you made an error, click the Minus sign. 

Step 8- Click Return Button – to go back to the previous screen 

Step 9- Misc Payment Entry Screen – Click the Distribution Lines Button 

Step 10- Select Project 

Step 10a- Once project has been selected, click Return Button 

Step 11– System returns you to Misc Payment Entry Screen. Click Save. Misc Payment 

No. is assigned. Note: Project is required before you can save. 
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Step 12– When ready to approve, go to Misc Payment Status Tab and click the Green 

Checkmark Icon to approve. 

System prompts, “Do you wish to enter comments yes or no”. 

If yes, a comment box displays to enter info as shown below. Status changes from “Open” 

to “Approved”. 

If after entering, and clicking the Return Icon status changes from “Approved” to “Dept 

Meal Vchr Mgr”.  An email is sent to the Dept Meal Voucher Manager to log on, review 

and approve. 

Dept Admin can exit the system. 
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If no comment, select No, the comment box will not display and status changes from 

“Open” to “Dept Meal Vchr Mgr”. An email is sent to the Dept Meal Voucher Manager to 

log on, review and approve. Dept Admin can exit the system. 

Department Meal Voucher Manager 

Step 13- The Dept Meal Voucher Manager receives email as shown below 

To log on, use Click Here link, sign in, review the Misc Payment Entry Tab, Description, 

Business Purpose, select the Item Lines button to review those that will receive vouchers, 

and select the Distribution Lines button to view the project being charged. . 
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Checkmark Icon. 

Item Lines Screen 

Distribution Lines Screen 

Step 13a- When ready to approve, go to the Misc. Payment Status Tab and click the Green 

System prompts, “Do you wish to enter comments yes or no”. 
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If yes, a comment box displays to enter info. After entering, use Return Icon to go back to 

the previous screen. 

Click the Green Checkmark Icon to approve. Status changes from “Dept Meal Vchr Mgr” 

to “Approved”. An email is sent to the Dept Admin (Creator) that the Misc Payment has 

been approved by the Dept Meal Vchr Mgr. 

If no, the comment box will not display, click the Green Checkmark Icon, status changes 

from “Dept Meal Vchr Mgr” to “Approved”. An email is sent to the Dept Admin (Creator) 

that the Misc Payment has been approved by the Dept Meal Voucher Manager. 
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The screen below displays Status “Approved”.  You can exit the system. 

The Dept Admin can proceed (Step 14). 
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Step 14- The Dept Admin can log on and retrieve the BSA Misc Payment for the BSA Food 
& Beverage Voucher, status Approved. An Email Voucher Button displays as shown on 

the Misc. Payment Entry Tab below. 

Step14a- Click the Item Lines Button to review voucher list that will be created. An email 

will be received based on the email option that was selected on the Misc Payment Entry 

tab screen. 

Click Return Button to go back to the Misc. Payment Entry screen. 

Step 14b- Next, click on Email Meal Voucher Button 
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Message displays do you wish to email all Meal Vouchers? Yes or No – Select Yes 

To see that voucher(s) were emailed, you will need to wait for the system to Refresh. Leave 

the screen for a minute and go back to the Misc Payment Entry tab. Click the Item Lines 

Button to view. It will display Date and Status – “Emailed” as shown below. 

Since the email option was “Individual Email to Myself”, the email was sent to the Dept 

Admin (creator) which included the meal voucher(s) in pdf attachment(s) as shown below 

to print and distribute to the visitor. 



13 

An example of the printed Food & Beverage Voucher (pdf) for the visitor is shown below. 

You can exit the system. 

The example shown below is an email that notifies the BSA Process Manager that when 

this voucher has been redeemed, it can be processed for posting. 

After the Food & Beverage Voucher has been processed, you will be able to view the 

Amount and Reference No. on the BSA Misc. Payment. 
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Reject Icon 

The Reject Icon  located on the Misc Payment Status tab can be used by the Dept 

Admin or Dept Meal Voucher Manager if something needs to be changed after it has been 

approved. Whoever rejects the Misc Payment should alert the other person about the 

change even though an email is sent when rejected. 

Step 1: Click the Reject Icon - Status changes to “Rejected”. 

Step 2:  Enter required comments.  An email indicating the Misc Payment was rejected is 

Step 4: The Misc Payment is now in Open status, the Dept Admin (creator) can make the 

change and save. 

Step 5: Dept Admin selects the Misc Payment Status tab and repeats the steps to 

reapprove. Next, Dept Meal Voucher Mgr. reapproves. The Dept Admin can log on and 

email meal voucher(s). 

Note: If the Dept Meal Voucher Mgr. rejects, it will still have to go through the same steps. 

After change is made, Dept Admin and Dept Meal Voucher Mgr. reapproves. Dept Admin 

can log on and email meal voucher(s). 
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Issuing Another Meal Voucher Lost or Misplaced 

If someone does not receive or have lost their Meal Voucher: First, contact the Processing 

Manager to inform them of the misplaced or lost Meal Voucher. Then do the following: 

Step 1- Go back to the original BSA Misc. Payment, click on Reject Button 

Step 2- Enter required comments (reason for issuing another meal voucher) and click 

Return Button 
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Status changes to “Open”. 

Step 3- Go to the Misc Payment Entry Tab 

Step 4- Select the Item Lines Button 
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Step 6 - Go to the Misc Payment Status Tab and Click Green Checkmark to Approve 

Step 5- Change the person from Emailed to “Not Emailed” 

Step 7 – As explained previously, if yes, a comment box displays to enter info. After 

comment, return back to the previous screen to click the Green Checkmark Icon to 

approve. Status changes from “Approved” to “Dept Meal Vchr Mgr”. An email is sent to 

the Dept Meal Voucher Manager to approve. 

If no comments are needed, click the Green Checkmark Icon to approve. Status changes 

to Dept Meal Voucher Manager to approve. 

After it has been approved by the Dept Meal Voucher Manager, go to the next step. 



18 

Step 8- Go back to Misc Payment Entry Tab and click Email Meal Voucher Button. The 

same as original steps. Email is sent to Dept Admin (Creator) with Meal Voucher attached 

based on Event Type email option. 

Remember: To view from the Item Lines screen that the voucher has been emailed, wait 

for system to Refresh, go out and return to screen. Click on the Item Lines Button, an 

indicator of another ticket being issued for the same person will have BSA Misc Payment 

No., Life No. followed by an indicator no. (i.e., 00405882-XXXXX–1), or if a Visitor, BSA 

Misc Payment No. followed by an indicator no. (i.e., 00405882-1, 2 and so on). 
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How to Close a Food & Beverage Voucher 

If a meal voucher needs to be closed (has not been used or expiration date has passed). 

Do the following steps to close voucher(s): 

Step 1: Select the BSA Misc Payment No. to close. 

Step 2: Click the Reject Icon on the Misc Payment Status Tab and enter required 

comment. 

Step 3: Select the Item Lines Button from the Misc Payment Entry Tab 

The Close Meal Tickets Button displays based on voucher not processed, and/or pass 

Expiration Date as shown above. 

Step 4: Click the Close Meal Tickets Button. Message displays, “Do you wish to Close All 

Meal Tickets that receipt has not be received and Expiration Date +8 days has not been 

reached?” Select Yes 

BSA Misc. Payment is closed. 
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BSA Misc Payment Entry Tab – status “Closed” is shown below 


