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Recording a Manual Payment on a Prepaid Voucher 1.0

Supplemental Job Aid

Date: 07/01/2014

Target Audience: Department AP Payment Maintainer 

Purpose: This Supplemental Job Aid provides AP Payment Maintainers with instructions on how to record a payment made outside of FI$Cal to a voucher in FI$Cal. (i.e. a Departmental check was hand-typed)

Title: Recording a Manual Payment on a Prepaid Voucher
Step 1: Navigate to the Regular Entry page.
Navigate to Accounts Payable  Vouchers  Add/Update  Regular Entry
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Step 2: Click the Find an Existing Value tab to open a Prepaid Voucher, or create a Prepaid Voucher by clicking on the Add a New Value tab
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Step 3: Create a Prepaid Voucher by choosing one of the following Cash Types:
· Office Revolving Fund 
· Agency Trust Cash
· General Cash 

Step 4: Enter the appropriate Payment Options of:
· Bank: “State”
· Account: Appropriate Bank Account
· Method: “CHK”
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Step 5: On the Summary tab of the voucher, confirm the Approval Status is “Approved” and the Budget Status is “Valid.” Confirm that the voucher has been posted.
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Step 6: Click the Payments tab of the approved voucher
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Step 7: To record the payment, in the Schedule Payment section select “Record a Payment” in the Action field. Once “Record a Payment” is selected, the Method field changes from “CHK” to “MAN” for manual in the Payment Options section. 
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Step 8: In the Pay field, select “Full Amount” or “Discounted Amount,” whichever is applicable. In the Payment Date field, enter the issue date of the check.
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Step 9: In the Reference field, enter the 7-digit check number. If the check number is less than 7 digits, please add proceeding zeroes to make the number 7 digits. 
Note: Each reference number can only be used once per bank account in the FI$Cal system. If attempting to use the same reference number on more than one voucher per bank account, the user will get an error message. 

Step 10: Click the Save button. The Prepaid Voucher has been updated with the manual payment information.
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Step 11: Review the information by clicking on the Related Documents tab and reviewing the Payment Details section. Here you will see the Payment Status, Scheduled To Pay date, and the Payment Reference fields.
 [image: H:\Job Aids\MP9.png]
You have successfully recorded a payment made outside of FI$Cal to a voucher in FI$Cal.
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