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Using Session Defaults 

  

 

Session Defaults enable users to apply the same set of values to vouchers entered during a Core-

CT session. These defaults are set on the Sessions Default page and will apply to all vouchers 

entered by a user while signed in to Core-CT. The defaults are not saved when users sign out of 

Core-CT. Session Defaults must be reset. 

 

Session Defaults are particularly useful when users have a large number of vouchers to enter that 

contain identical information, e.g., vendor and distribution. Core-CT automatically enters the 

defaults for each voucher. 

Procedure 

 
Navigation: Accounts Payable > Vouchers > Add/Update > Regular Entry 
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Step Action 

1. Accept the default values. Other values are not required to use the Sessions Defaults 

feature.  

 

Click the Add button. 

 

 

 
 

Step Action 

2. Click the Session Defaults link. 
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Step Action 

3. Use the Session Defaults page to enter values that will default on all vouchers 

entered during the current session. 

 

The values will not be saved after the user has signed out of Core-CT. 

4. Enter 0000000002 into the Vendor field. 

5. Click the Look up Location button. 

 

6. Click the MAIN link. 

 

7. Click the Look up Address button. 

 

8. Click the 253 MAIN ST link. 

 

9. Enter STATE into the GL Unit field. 

10. Enter 11000 into the Fund Code field. 

11. Enter AES48011 into the Department field. 

12. Enter 10020 into the Special ID field. 

13. Enter 00000 into the Program Code field. 

14. Enter 54060 into the Account field. 

15. Enter 2013 into the Budget Reference field. 

16. Enter NONPC into the PC Business Unit field. 

17. Enter AES_NONPROJECT into the Project field. 
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Step Action 

18. Click the Ad Hoc button to save the default values for the current session. 

 

19. Users can use the the Clear button to clear session defaults and then then enter a 

new set of defaults. 

20. Click the Return to Main Page link. 
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Step Action 

21. The default values will not apply to the current voucher. They will apply the next set 

of vouchers that are added during the current session. 

22. Click the scrollbar to move to the bottom of the page. 
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Step Action 

23. Click the Add button to add a new voucher. 

 

 

 
 

Step Action 

24. The Short Vendor Name, Vendor ID, Vendor Location, and Address Sequence 

Number fields populate with the values selected on the Session Defaults page. 

 

These values will populate for every voucher entered during the current session. 

25. Enter 2212456 into the Invoice Number field. 

26. Enter 11/19/2012 into the Invoice Date field. 

27. Enter 100 into the Gross Invoice Amount field. 
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Step Action 

28. Click the Add button. 
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Step Action 

29. The Receipt Date field does not default to the current date and must be entered in 

order to save the voucher. 

 

Enter 11/19/2012 into the Receipt Date field. 

30. Enter Supplies into the Description field. 

31. Click the scrollbar. 

 

 
 

Step Action 

32. The chartfields in the Distribution Lines grid populate with the chartfield values 

entered for the Session Defaults. 

33. Enter 1 into the Quantity field in the Invoice Lines group box. 

34. Enter 1 into the Quantity field in the Distribution Lines group box. 
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Step Action 

35. Click the Save button. 
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Step Action 

36. This message will display when a Non-PO Voucher is created. 

 

Click the Yes button. 

 

 

 
 

Step Action 

37. Core-CT auto generates a Voucher ID. 

 

The Non-PO voucher is ready for approval, budget check, and voucher posting. 

Non-PO vouchers do not go through the Match process.  

38. Click the Sign out link to end the current session. 
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Step Action 

39. The user has signed in to Core-CT again, beginning a new session, and has 

navigated to the Voucher Add a New Value page. The Short Vendor Name, 

Vendor ID, Vendor Location, and Address Sequence Number fields are not 

populated. The previously created Session Defaults do not carry over the new 

session. 

 

Click the Add button. 
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Step Action 

40. Click the scrollbar to move to the bottom of the page. 

 

 
 

Step Action 

41. The chartfields in the Distribution Line grid are empty. The default values 

established in the previous session have not carried over to the new session. 
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Step Action 

42.  

End of Procedure. 

 

 


