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Creating an Adjustment Voucher 1.0

Supplemental Job Aid
[bookmark: _GoBack]
Date: 07/10/2014

Target Audience: Departmental AP Processor

Purpose: This Supplemental Job Aid provides the instructions for the Departmental AP Processor to create an Adjustment Voucher. Adjustment Vouchers are used to record and take a credit issued by a vendor in the form of a Credit Memo.   

Creating an Adjustment Voucher
In this example, we will create an Adjustment Voucher to record a credit memo received from a vendor.   


Step 1: Navigate to the Regular Entry page:
· Navigate to Main Menu: Accounts Payable Vouchers Add/Update  Regular Entry 
 [image: H:\Job Aids\RV\RV1.PNG]



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

[image: H:\Job Aids\AV\av1.PNG]

Step 3: Change the “Voucher Style” from Regular Voucher by clicking Adjustments on the drop-down menu:

[image: H:\Job Aids\AV\av2.PNG]



NOTE: The Voucher entry page will display the following:
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Step 4: 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 magnifying glass to the right of the field:

[image: H:\Job Aids\AV\av4.PNG]



Or, click the Vendor ID Lookup button:
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Step 5: Complete the remaining fields on the Voucher page:
· Invoice Number
· Invoice Date

Then click the Add button:
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Step 6: Update the Pay Terms field by clicking the icon to the right of the field:
[image: H:\Job Aids\AV\av7.PNG]


Step 7: 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 in the “Basis Date” field. Enter the date or click 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:

[image: H:\Job Aids\AV\av9.PNG]


NOTE: The Invoice Information tab displays:
[image: H:\Job Aids\AV\av10.PNG]


Step 9: Review the “Invoice Lines” section. This section captures information for each credit memo line item. Each invoice line can have one or more distribution lines. The “Distribution Lines” section captures the ChartField values.

· Enter the ChartField information as applicable for your Business Unit:

[image: H:\Job Aids\AV\av11.PNG]

NOTE: Since this Adjustment Voucher is being created as a result of a Credit Memo received from a vendor, the “Merchandise Amt” (Amount) should be negative (-). If the Credit Memo refund is a result of a credit being issued against a previously paid voucher, the ChartField attributes should be the same as used on the original voucher.    

[image: H:\Job Aids\AV\av12.PNG]



Step 10: On the Payments tab, verify that the fields contain the following values:
· Cash Type: “Warrant” (issued from State Controller’s Office)
· Bank: “STATE”
· Account: 0000 (Warrant Account)
· Method: “CHK”

[image: H:\Job Aids\AV\av13.PNG]



Step 11: Click the Save button at the bottom of the page. Once saved, a unique Voucher ID number is assigned by FI$Cal:

[image: H:\Job Aids\AV\av14.PNG]



Step 11: Once saved, the voucher now must be:
· Budget checked – carried out using a batch process
· Approved – carried out by AP Approver 1 and 2, and SCO Approver if warranted
· Voucher Posted – carried out using a batch process
· Paycycle complete (check/warrant printed) – carried out by department for checks/SCO for warrants. NOTE: The credit will be applied to the next available payment to the vendor and the remittance advice will show the credit information.
· Payment Posted – carried out using a batch process

You have successfully created an Adjustment Voucher to record a credit memo received from a vendor.
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