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Create Regular Voucher for a Reportable Payment  1.0

[bookmark: _GoBack]Supplemental Job Aid


Date: 07/07/2014

Target Audience: Dept AP Processor

Purpose: This Supplemental Job Aid provides Departmental AP Processors with instructions on how to create a payment that will be 1099 reportable. 

Create Regular Voucher for a Reportable Payment:
In order for the payment to be reportable to the Internal Revenue Service (IRS) in the yearly 1099 process, the vendor must be marked as a Withholding vendor on the Vendor Master File, and the payment to the vendor must be classified as Reportable. The system will identify if the payment is reportable based on the vendor and the type of account used on the transaction. 


Note: To view if a vendor is classified as a Withholding vendor, view the Identifying Information tab on the Vendor Record. If the vendor is classified as a Withholding vendor, the Withholding checkbox will be checked.  
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Create a Regular Voucher using a reportable Account in the ChartField values.  
Step 1: Navigate to the Regular Entry page:
· Navigation:  Main Menu  Accounts Payable  Vouchers  Add/Update  Regular Entry. 

Click the Add a New Value tab.
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Step 2:  On the Add a New Value tab the following information will be defaulted:
· Business Unit: User’s BU
· Voucher ID: NEXT
· Voucher Style: Regular
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Step 3:  Choose the vendor for whom you are creating the voucher by looking up either the Short Vendor Name or the Vendor ID. 

Click the Short Vendor Name Look Up button.
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Or click on the Vendor ID Look Up button.
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Step 4: Complete the remaining fields (as applicable for your invoice):
· Invoice Number
· Invoice Date
· Gross Invoice Amount
· Freight Amount  
· Sales Tax Amount
· Misc Charge Amount
· Tax Exempt Flag, check the box if applicable
· Enter the number of lines on the invoice in the Estimated No. of Invoice Lines field.
Click the Add button.
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The Invoice Information page displays.
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Step 5: Update the Pay Terms by clicking on the Pay Terms icon.   
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The Payment Terms page displays. The following items can be updated as needed:
· Payment Terms ID: Payment terms – i.e., net 45, net 10
· Basis Date Type: User Date
· Basis Date: Enter the date invoice was received in the department for Prompt Payment calculation. Type in the date or use the calendar for date look up.
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After entering the applicable information, click on the Back to Invoice link at the top of the page. 
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Step 6: The “Invoice Lines” section captures information for each invoice line item. Each invoice line can have one or more “Distribution Lines”. The “Distribution Lines” capture the ChartField values. Enter the ChartField information as applicable for your Business Unit. 

In order for the payment created from this voucher to be eligible for reporting to the IRS through the yearly 1099 process, the Account that is used in the “Distribution Lines” must be classified as reportable.  

Note: The system will determine if a ChartField is reportable. To see if an Account is classified as reportable, you can refer to the COA Account listing.   
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Step 7:  On the Payments Tab verify the following:

· Cash Type – use “Warrant” 
· Warrant – issued from State Controller’s Office
· Office Revolving Fund, Agency Trust Cash, General Cash - Department issued check
· Bank:  “STATE”
· Account: 
· 0000 – warrant account issued from State Controller’s Office
· 0### - Revolving Fund, Agency Trust Cash, General Cash accounts
· Method: “CHK” (Check)
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Step 8: Click the Save button at the bottom of the page. Once saved a unique Voucher ID is assigned by FI$Cal. 
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Step 9:  The voucher now must be:
· Budget checked – batch process
· Approved – AP Approver 1 and 2, and SCO Approver, if warranted
· Voucher Posted – batch process
· Paycycle complete (check/warrant printed) – department for checks/SCO for warrants
· Payment Posted – batch process

On the Summary tab you can view Approval Status, Post Status, and Budget Status.
[image: H:\Job Aids\rv12.PNG]


On the Payments tab you can view the Payment Date and the Reference. 
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On the Related Documents tab you can view the Payment Details.
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You have successfully created a voucher for reportable payment. 
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