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Creating a Prepaid Voucher using a Cash Type of Office Revolving Fund, Agency Trust, or General Cash 1.0

Supplemental Job Aid

Date: 07/10/2014

Target Audience:  Department AP Processor

Purpose: This Supplemental Job Aid provides Department AP Processors the instructions to create a Prepaid Voucher with a Cash Type of Office Revolving Fund, Agency Trust, or General Cash.  

Creating a Prepaid Voucher using a Cash Type of Office Revolving Fund, Agency Trust, or General Cash
In this example, we will create a Pre-Paid voucher using a Cash Type of ORF (Office Revolving Fund).
Step 1: Navigate to the Regular Entry page.
Navigate to Accounts Payable  Vouchers  Add/Update  Regular 

[image: ]

Step 2:  Click the Add a New Value tab. On the Add a New Value tab, the following will be defaulted:
· Business Unit:  User’s Business Unit (BU)
· Voucher ID:  NEXT (Do not alter or update)
· Voucher Style:  Regular
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Step 3:  In the Voucher Style dropdown list, select “Prepaid Voucher”.  Once the “Prepaid Voucher”style is selected, the voucher entry page will change to display the fields necessary to create Prepaid Voucher.  
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Step 4:  Choose the vendor that you are creating the voucher for by looking up either the Short Vendor Name or the Vendor ID number. 

Short Vendor Name (Example):
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Voucher ID (Example):
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Step 5:  Complete the remaining fields on the Voucher page :
· Invoice Number
· Invoice Date
· Gross Invoice Amount

Then click the Add button.
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After clicking the Add button, the Voucher page is displayed.  
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Step 6: Update the Pay Terms field by clicking on the Pay Terms icon.   
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Step 7: The Payment Terms page will be displayed.  The following items can be updated as needed:
· Payment Terms ID:  Payment terms – For Prepaid Vouchers the Payment Terms should be “00” (Expedite)
· Basis Date Type:  “User Date”
· Basis Date:  Date invoice received in the department for Prompt Payment calculation.  The User may either key in the date or click on the calendar icon for date look up.
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Step 8: After entering the applicable information, click the Back To Invoice link at the top of the page. 
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Step 9:  The Invoice Lines section lists the details for each invoice line displayed and/or documented. Each invoice line can have 1 or more Distribution Lines.  The Distribution Lines capture the Chartfield values.  Enter the Chartfield information as applicable for your Business Unit.  

For Prepaid Vouchers the default Account will be a “Prepaid Expense Account”.  

Note: Change the type of prepaid account to go with the type of prepaid voucher you are creating. For example:
· Travel Advance = Travel expense account
· Vendor Payment = Vendor Advance account

Fund is the Bank Account your are requesting the check be drawn from.  This will be the same as the Bank Account used on the Payments tab.  
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Step 10: On the Payments tab choose one of the following Cash Types:

Cash Types:
· Office Revolving Fund
· Agency Trust Cash
· General Cash

Note: Although “Warrant” is available in the dropdown list, it should never be selected when creating a Prepaid Voucher. The choice of Warrant will trigger workflow to State Controller’s Office for approval and the issuance of a Warrant instead of a department issued check.  

These Cash Types will be department-issued and printed checks.  
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Step 11: Enter the appropriate Payment Options of:
· Bank: “State”
· Account: Appropriate Bank Account
· Method:  “CHK”
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[bookmark: _GoBack]Step 12: Save the voucher by clicking the Save button at the bottom on the page.  Once saved, a unique Voucher ID will be assigned to the voucher by FI$Cal.
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Step 13:  Once saved, the voucher now must be:
· Budget checked – using a batch process
· Approved – AP Approver 1 & 2 only for Department issued checks
· Voucher Posted – using a batch process
· Paycycle complete and check printed
· Payment Posted – using a batch process
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