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Creating a SpeedChart 1.0

[bookmark: _GoBack]Supplemental Job Aid

Date: 07/01/2014 

Target Audience: Department AP Maintainers, Department AP Processors

Purpose: This Supplemental Job Aid provides the instructions for Department AP Maintainers to create SpeedCharts and for Department AP Processors to use the SpeedCharts and import multiple ChartField combinations into voucher distribution lines.

Creating a SpeedChart:
In this example, we have three ChartField combinations that are commonly used on vouchers. To reduce manual entries, a SpeedChart will be created, serving as a template with the three ChartField combinations that can be imported into voucher distribution lines.


Step 1: Navigate to the SpeedChart page:

· Navigation: Main Menu  Set Up Financials/Supply Chain  Product Related  Procurement Options  Management  SpeedChart
[image: H:\Job Aids\SC\sc1.PNG]


The SpeedChart page is displayed.
[image: ]
Step 2: Click the Add a New Value tab and enter the following information:
· SetID – “0820” Please Note: User should select their specific BU.
· SpeedChart Key – Unique identifier for the SpeedChart of maximum 10 character length.
· Effective Date – Provide a date when the SpeedChart will begin to be active.






Step 3: To assign User ID to a single user:
· Click on the Lookup icon for User ID.
· In the “Look Up User ID” box, provide User ID and Description criteria to search for a User ID. 
· Select the intended user to use the SpeedChart.
· Click the Close(x) to close the box.

	







[image: ]Step 4: The User ID is populated. Click the Add button.








T

Step 5: On the SpeedChart page:
· Enter a Description
· Select a Definition, either select to distibute by percentage or unit of measure. 








Step 6: To add additional SpeedChart lines:

· Scroll all the way to the right of the first SpeedChart line.
· Click the Add a Row (+) button at the end of line.
At this point, you will see another line added to the SpeedChart.  
· Scroll to the far right and click the + button to add the third and final line.

The image below shows the three lines.
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Step 7: 
· Enter the Percent values that each line will represent on the “Distribution” lines 
· Populate the desired ChartField combinations into all three SpeedChart lines.
· Click the Save button once complete to finish creating the SpeedChart. 
 
Please Note: The percent values for the SpeedChart lines will need to sum to 100.




Using a SpeedChart while Creating a Regular Voucher

Step 1: As a Department AP Processor, navigate to the Regular Entry page:
· Navigation: Main Menu: Accounts Payable Vouchers Add/Update  Regular Entry 
[image: ]c



Step 2: Click the Add a New Value tab: On the Voucher page, the following information will be defaulted:
· Business Unit: User’s Business Unit (BU)
· Voucher ID: NEXT (Do not alter or update)
· Voucher Style: Regular Voucher

[image: H:\Job Aids\RV2.PNG]


Step 3: Choose the vendor for whom you are creating the voucher by looking up either the Short Vendor Name or the Vendor ID number. 

· Click the Short Vendor Name lookup button.  

[image: H:\Job Aids\RV3.PNG]



Or
Click on the Vendor ID lookup button.

[image: H:\Job Aids\RV15.PNG]



Step 4: 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




· Click the Add button.


The Invoice Information page displays.  

[image: ]



Step 5: Update the Pay Terms field by clicking on the Pay Terms icon.   













Step 6: The Payment Terms page displays. 
Update the following items 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 the date or click the calendar icon for date look up. 






Step 7: After entering the applicable information, click the Back to Invoice link at the top of the page to return to the Invoice Information page.

























Step 8: The Invoice Lines section captures information for each invoice line item. 

· Click the magnifying glass by SpeedChart and select the relevant SpeedChart.

[image: ]













Once the SpeedChart has been selected, the distribution lines will populate with the ChartField combinations specified on the SpeedChart. Additional required ChartFields that are not on the SpeedChart will need to be added to the distribution lines listed.  





Step 9: Click the Payments tab. On the Payments page verify the fields contain the following values:
· Cash Type: Warrant
· Warrant – issued from State Controller’s Office
· Bank:  STATE
· Account: 0000 – Warrant Account
· Method:  CHK






Step 10: Click the Save button at the bottom of the page. 
Once saved, a unique Voucher ID number is assigned by FI$Cal.    




Step 11: Once saved, the voucher now must be:
· Budget checked – carried out using a batch process
· Approved – AP Approver 1 and 2 and SCO Approver if warranted
· Voucher Posted – carried out using a batch process
· Paycycle Completed (check/warrant printed) – department for checks/SCO for warrants
· Payment Posted – carried out using a batch process

You have successfully used a SpeedChart when creating a Regular Voucher.
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