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Creating a Regular Voucher for ORF Replenishment 1.0

Supplemental Job Aid

Date: 07/11/2014

Target Audience: Department AP Processor

Purpose: This Supplemental Job Aid provides Department AP Processors the instructions for creating a regular voucher for ORF replenishment.  

Title: Create an ORF Replenishment Voucher 
[bookmark: _GoBack]

Step 1: Navigate to the Regular Entry page:
· Navigation: Main Menu  Accounts Payable  Vouchers  Add/Update  Regular Entry
· Click the Payments tab and create a Prepaid Voucher and select the appropriate Cash Type: Office Revolving Fund; Agency Trust Cash; or General Cash. In this example, “Office Revolving Fund” is selected. 
· In the Payment Options section, enter:
· Bank: “State” 
· Account: The Appropriate Bank Account
· Method: “CHK” (Check)
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Step 2: Click the Voucher Attributes tab and in the Prepayment section, click the Automatically Apply Prepayment checkbox.

[image: H:\Job Aids\ORF3.PNG]


NOTE: The voucher must be:
· Budget Checked with a “Valid” status
· Approved
· Voucher Posted
· PayCycle Complete (check printed)
· Payment Posted

Once all of the above steps are complete, the Regular Voucher can be created for ORF Replenishment.
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Step 3: Create a Regular Voucher and on the Invoice Information tab, use the same values used in the Prepaid Voucher for the following fields:
· Vendor ID
· Invoice No
· “Replenish” should precede the invoice number due to duplicate checking being used
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Step 4: Click the Voucher Attributes tab and in the Prepayment section, click Automatically Apply Prepayment checkbox.
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NOTE: The voucher must be:
· Budget Checked with a “Valid” status – batch process
· Approved – AP Approver 1 & 2 and SCO Approvals 
· Voucher Posted – batch process
· Payment Posted – batch process
Replenishment Vouchers will not need to go through the PayCycle process due to the use of the Automatically Apply Prepayment functionality.    
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NOTE: The Regular Voucher will be linked to the Prepaid Voucher. This can be viewed from the Payments tab on the Regular Voucher.

Step 5: To view the Prepaid Voucher that was applied to the Regular Voucher, click the Applied Voucher link. The Reference (payment reference) should be the same on both vouchers.
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Step 6: Run the Unreimbursed ORF Payment report (RPTAP029) by the vendor that was paid on the Prepaid/Regular Voucher. This report will show the Prepaid Voucher ID, Payment Amount, Regular Voucher ID and the Payment Amount that are linked together.  

This report below shows the Prepaid and Regular Vouchers have been created and linked. However, the cash has not been received to replenish the Office Revolving Fund. The cash entries will be generated during the Journal Generation batch process.  
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After the cash transfer is posted and the report is run again, the entries will fall off the report.
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You have successfully created a regular voucher for ORF replenishment.
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