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Closing the Balance on a Prepaid Voucher Job Aid 1.0

Supplemental Job Aid

Date: 07/11/2014 

Target Audience: AP Processors (ORF Processors)

Purpose: This Supplemental Job Aid provides the AP Processor with step-by-step instructions on closing out an outstanding balance on a prepaid voucher

Closing the Balance on a Prepaid Voucher:
This job aid describes the process for creating a regular voucher to offset an existing Prepayment Balance for a vendor. 
In this scenario, an employee has provided a personal check to offset the remaining prepaid balance. The deposit has been recorded and an offsetting voucher is needed to clear the outstanding balance. 
Prepayment vouchers are used to:
· Pay a Travel Advance
· Pay a Vendor 
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Step 1: Navigate to the Add/Update Voucher page:
· Navigation: Main Menu  Accounts Payable  Voucher   Add/Update Regular Entry
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Step 2: Complete the remaining fields on the Voucher page (as applicable for your invoice):
· Invoice Number
· Invoice Date
· Gross Invoice Amount
· Freight Amount  
· Sales Tax Amount
· Misc Charge Amount
· Tax Exempt Flag
· Estimated No. of Invoice Lines

Then click the Add button.
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Step 3: On the Invoice Information tab, update the Pay Terms and enter the Basis Date Type by clicking the transfer to Pay Term Detail button:
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The Payment Terms page displays. The following items can be updated as needed:
· “Payment Terms ID”: Payment terms, such as NET 45 or NET 10 
· “Basis Date Type”: User Date
· “Basis Date”: Enter the date the invoice was received in the department for Prompt Payment calculation. Type in the date or click the calendar icon for date look up.
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Step 4: After entering the applicable information, click the Back to Invoice link at the top of the page:
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Step 5: “Invoice” and “Distribution Lines”: Enter the department-specific ChartFields values:
NOTE: Since this prepaid closure requires an offset to the Refunds Clearing Account that was used on the deposit, the department user would use the “Refunds Clearing Account (1200900)” on the voucher distribution line. 
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Step 6: Click the Payments and verify the following:
· Budget checked – carried out using a batch process
· “Cash Type” – Warrant
· “Bank” – STATE
· “Account” – 0000 (indicates the warrant account)
· “Method” – CHK 
· Once completed, click the Save button
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Step 7: The voucher now must be:
· Budget checked – carried out using a batch process
· Approved – AP Approver 1 and 2 and SCO Approvals 
· Voucher Posted – carried out using a batch process
· Payment Posted – batch process

NOTE: After approvals, the voucher is posted and available to offset the prepaid voucher providing a zero dollar balance.  
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[bookmark: _GoBack]You have successfully closed out an outstanding balance on a prepaid voucher.
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