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Open Item Key 1.0

[bookmark: _GoBack]Supplemental Job Aid

Date: 07/09/2014 

Target Audience: Department AP Processor

Purpose: This Supplemental Job Aid provides Department AP Processor instructions for using the Open Item Key ChartField value on a Salary Advance voucher.  

Open Item Key:
In this example, a Regular Voucher is used to issue a salary advance to an employee. A ChartField value, called an Open Item Key, is entered on to the Distribution Line, which allows the recovery of the salary advance to be tied to the salary advance issued.  



Step 1: Navigate to the “Voucher” page:

Navigation: Main Menu  Accounts Payable  Vouchers  Add/Update  Regular Entry
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Step 2: Enter in the following listed values and click “Add”:
· “Business Unit” – BU is defaulted
· “Voucher Style” – Salary Advances use the style “Regular Voucher”
· “Vendor ID” – The ID of the vendor record that relates to the employee receiving the Salary Advance. Employee Vendor Records will begin with “EMP”
· “Invoice Number” – A unique identifier for the Salary Advance
· “Invoice Date” – The date of the Salary Advance
· “Gross Invoice Amount” – The total amount of the Salary Advance
· “Tax Exempt Flag” – Check this value as all Salary Advances are tax exempt
[image: ]









Step 3: Click the Transfer to Pay Terms Detail icon (shown below):
· Choose a “Payment Terms ID” – “Due Now”
· Enter in a “Basis Date” – Current Date
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Click the Back to Invoice hyperlink once the “Basis Date” is populated.
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Step 4: Scroll to the bottom of the voucher’s Invoice Information page to enter in Distribution Lines information:
· “Fund” – Value related to the Department’s General/Revolving Fund
· “ENY” – Enactment Year
· “Account” – “1301300” is the Salary Advances account
· “Alt Acct” – This value will default according to the Account value. Select a different Alternate Account for that Account value of applicable.  
· “OpenItem” – The OpenItem Key that is related to the Employee receiving the Salary Advance. This value should match the last seven digits of the Employee’s Vendor ID. This will help tie the voucher to the Employee/Vendor record. The correct Open Item value is CRUCIAL to tying the Salary Advance issued in AP to the deposits made in AR.  

NOTE: The above fields are required for a Salary Advance. Additional fields may be populated, as applicable to department-specific practices and/or policies. 
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Step 5: Click the Payments tab and select the following information:
· “Cash Type” – Salary Advances will use “Office Revolving Fund”
· “Account: – Use the Department’s General/ORF account
· “Method” – Enter type “CHK”
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Step 6: Click the Voucher Attributes tab:
· Uncheck the “Automatically Apply Prepayment” checkbox.
· Click the Save button.
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Step 7: After clicking the Save button, FI$Cal assigns a Voucher ID number.

NOTE: The voucher is successfully created with a unique “FI$Cal Voucher ID” and is assigned.
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Step 8: Once saved, the voucher now must be:
· Budget checked – carried out using a batch process
· Approved – AP Approver 1 and 2  
· Voucher Posted – carried out using a batch process
· Paycycle complete – check printed
· Payment Posted – carried out using a batch process

Step 9: When the pay warrant for the employee is received and deposited, the same Open Item key should be used for the deposit as was used on the Salary Advance voucher. The Salary Advance being offset by the deposit will show on a report. 
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