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Invoice Coding – New!

1. Reference/Description 
Field moved to below the 
GL Codes

2. New GL Codes

3. Dept is ALWAYS Operating. 
(Even if you’re using a Reserve 
GL)



Invoice Coding – New!

1. Reference/Description 
Field moved to below the 
GL Codes

2. New GL Codes

(Generally the same number     
and a -###)

3.  Dept is ALWAYS Operating 
(Even if you’re using a Reserve 
GL)



Invoice Search
Use the Vendor text box – not the 
drop down list. 

Enter the entire name or partial 
name followed by an asterisk. 

Chose a Date Range to narrow 
down the results.



Payment Search
Use the Vendor text box – not the 
drop down list. 

Enter the entire name or partial 
name followed by an asterisk. 

Chose a Date Range to narrow 
down the results.



Vendors/Service Providers?

• The list shrunk from 22,000 in Jenark to 2,700 in Vantaca
• We removed vendors who haven’t been paid since before 2018

• Vantaca does not use the Vendor Codes that Jenark did. 

• Verify the vendor’s mailing address before approving every invoice!

• If you need an existing vendor added, use the Vantaca action item 
New Service Provider Update > Step 20.



Invoice Field Mappings

Added to Vantaca

Not Added to Vantaca currently


