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Creating a Regular Voucher for Refunds 2.0

Supplemental Job Aid

Date: 07/13/2016

Revision History
	Date
	Version
	Location
	Update Description

	7/13/2016
	2.0
	Entire Document
	Transferred to new template, 9.2 updated screenshots, and changed ‘vendor’ to ‘supplier’.




Target Audience:  Department AP Processor

Purpose: This Supplemental Job Aid provides Departmental AP Processors with instructions on how to create a Regular Voucher for the payment of a refund. The refund could be initiated in the Accounts Receivable module or received directly from a supplier.  

Title:  Create Regular Voucher for Refunds
In this example, we will create a Regular Voucher using a Cash Type of Warrant.


Step 1: Navigate to the Regular Entry page
· Navigate to Main Menu: Accounts Payable Vouchers Add/Update  Regular Entry 
[image: ]

Step 2:  Click the Add a New Value tab. On the Add a New Value tab, 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”
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Step 3:  Choose the supplier that you are creating the voucher for by looking up either the Short Supplier Name or the Supplier ID number.

Click the Short Supplier Name lookup button.
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Or, click on the Supplier ID lookup button.
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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

Then click the Add button.
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The Invoice Information page displays.
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Step 5:  Update the Pay Terms field by clicking on the Pay Terms icon.
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Step 6: 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 7: After entering the applicable information, click the Back to Invoice link at the top of the page. 
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Step 8:  The Invoice Lines section captures information for each invoice line item. Each invoice line can have 1 or more distribution lines.  The Distribution Lines section captures the ChartField values.  Enter the ChartField information as applicable for your Business Unit.

If the refund is being made against a previously paid voucher, the ChartField attributes should be the same as used on the original voucher.
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Step 9:  On the Payments tab verify the fields contain the following values:
· Cash Type: “Warrant” 
· Warrant – issued from State Controller’s Office
· Office Revolving Fund, Agency Trust Cash, General Cash - Department issued check
· Bank:  “STATE”
· Account: “0000” (account for warrants issued from the State Controller’s Office)
· “0###” – Revolving Fund, Agency Trust Cash, General Cash accounts
· Method:  “CHK”
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Step 10: Click the Save button at the bottom of the page.  Once saved, a unique Voucher ID number is assigned by FI$Cal.    

[image: ]




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

On the Summary tab you can view Approval Status, Post Status, and Budget Status.
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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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