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Target Audience: Department AP Processors and AP Payment Maintainer

Purpose: This Supplemental Job Aid provides step-by-step instructions on how to close an outstanding balance on a Prepaid Voucher for a travel advance when an employee issues payment to the department.
Closing the Balance on a Prepaid Voucher:
· The first half of this Job Aid describes the process for creating a Regular Voucher to close the balance of an outstanding Prepaid Voucher for an employee’s travel advance.
· The second half describes the process of linking the Regular Voucher created to the original Prepaid Voucher.
In this scenario, an employee was issued a travel advance via a prepaid voucher* and did not use the entire amount of the advance and owes the department the unused balance. The employee has provided a personal check to offset the balance of the travel advance. The personal check has been deposited. To record the deposit against the outstanding balance of the prepaid voucher, a regular voucher needs to be created for the outstanding balance (amount of the deposit). The two vouchers then need to be linked together, this will close the balance of the original prepaid voucher.
Please refer to UPK AP114 for creating a Prepaid Voucher.



Part 1: 	 Create the Regular Voucher

Step 1:	Log into FI$Cal as an AP Processor and navigate to the Add/Update Voucher page:
Main Menu  Accounts Payable  Vouchers  Add/Update  Regular Entry
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Step 2:	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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Step 3:	On the Invoice Information tab, update the Pay Terms and enter the Basis Date Type by clicking the Transfer to Pay Term Detail button:
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The Payment Terms page displays. Update the following items as needed:
· Payment Terms ID: Payment terms, such as NET45 or NET10 (NET45 is the default).
· Due Date Control: default is Terms.
· Basis Date Type: User Date.
· Basis Date: Enter the date when the department received the invoice, for use in the Prompt Payment calculation. Type in the date, or click the calendar icon to look up and select the Basis date.
Also update any other fields that you need to change
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Step 4:	After entering the applicable information, click the Back to Invoice link at the top of the page:
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Step 5:	Invoice and Distribution Lines: Enter the department-specific ChartField values.
NOTE: Because this regular voucher is closing the balance of a prepaid voucher and a deposit has been made that represents the offset, the Regular Voucher must have the same Chartfields as the as the deposit. In the example below, the department user selects the Refunds Clearing Account (1200900) on the Voucher Distribution Line.
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Step 6:	Click the Payments Tab and verify the following:
· Cash Type – Office Revolving Fund
· Bank – STATE
· Account – Dept. CTS Account ###
· Method – CHK - System Check 
Once completed, click the Save button.
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Once saved, the voucher now must be:
· Budget checked – carried out using a batch process
· Approved – AP Approver 1 & 2 

Sign out of FI$Cal
After the voucher is budget checked and approved use the steps in Part 2 to link this Regular Voucher to the Prepaid Voucher.

NOTE: The following process must be completed before the Voucher Posting Batch Process. If the Regular Voucher posts before the following steps are completed, then a request will need to be made to SCO Audits to unpost the Regular Voucher.



Part 2:	Link the Regular Voucher to the Prepaid Voucher

Step 7:	Log into FI$Cal as an AP Payment Maintainer, and navigate to:
Main Menu  Accounts Payable  Payments  Manual Payment and Prepayment  Apply Vouchers to Prepayment
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Step 8:	On the Apply Vouchers to Prepayment page:
Click Search for the Prepaid Voucher
Click on the relevant voucher ID. This is the Prepaid Voucher that needs to be closed.
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In the following example, the travel advance was $156.00 and the payments made to date total $129.50, leaving a balance of $26.50. Notice that this is the same balance amount used in the Regular Voucher created in Part 1 (and the amount of the deposit that was made to collect the balance). You need to link the Prepaid Voucher to the Regular Voucher.
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Step 9:	Select the Apply new vouchers to payment link.
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Step 10:	In the Search Criteria, click the lookup for the Voucher ID field.
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Step 11:	 Select the Regular Voucher ID that was created in Section 1 of this Job Aid.
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Step 12:	Click Search to bring up a list of the Regular Vouchers that can be applied to this vendor.
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Step 13:	Check the checkbox under the Select column to select the Regular Voucher to link to the Prepaid Voucher; this will create the closure of the Prepaid Voucher.

Click Copy/Back near the upper right hand corner of the page.
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Step 14:	After verifying that this is the correct Regular Voucher that needs to be applied, click Apply and then click Save.
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You have successfully closed out an outstanding balance on a Prepaid Voucher for a travel advance. The result will look like the screenshot below where the Available Amount is $0.00:
[image: H:\Job Aids\Closing Balance\19.PNG]
Sign out of FI$Cal.

FI$Cal.088 – Closing the Balance on a Prepaid Voucher for a Travel Advance 3.0
Updated 10/12/2016		Page 1 of 17	
image1.png
Business Unit:
Voucher ID:
Voucher Style:
‘Supplier Name:
‘Short Supplier Ng
‘Supplier D:
‘Supplier Locatior{
Address Sequent
Invoice Number:
Invoice Date:
Gross Invoice Al
Freight Amount:
‘Sales Tax Amou|
Misc Charge Amg
PO Business Ur
PO Number:

‘Tax Exempt Flag
Estimated No. of|

Find an Existing

o e o e oo o o o o o o e o e

‘Accounts Payable
Accounts Receivable.
Alocations

Asset Management
Background Processes|

Cash Management
Certification Process
Commitment Control
Employee Self-Service
Enterprise Components
eProcurement

FISCal Processes
FISCal SCPRS

General Ledger

Grants.

Labor Distribution
Manager Seff-Service
PeopleTools
Procurement Contracts.
Project Costing
Purchasing

Real Time Botiom Line:
Reporting Tools
Services Procurement
Set Up Financials/Supply Chain
Statutory Reports
‘Supplier Contracts

Batch Processes.

Review Accounts Payable Info

Delete Voucher
Quick Invoice Entry
Regular Entry

Update Open ltem
Voucher Search





image2.png
Voucher

Eind an Existing Value || Add a New Value

Business Unit: T <Y

Voucher ID: NEXT

Voucher Style: Regularvoucher

‘Suppler Name: [SKYLARM HALL

‘Short Supplier Name: [CALMILTRUC-001

‘Suppler D, /0000030635 |,

‘Suppler Location MAIN Q

‘Adaress Sequence Number: i

Invoice Number: (Close Balance

Invoice Date: 06302015 |5

Gross Invoice Amount: 2768
Freignt Amount: 000
Sales Tax Amount: 000
Misc Charge Amount: 000
PO Business Unit: Q

PO Number: Q

Tax Exempt Flag

Estimated No. of Invoice Lines: 1

[ Ad |





image3.png
Invoice Information || Payments || Voucer Atributes |

Business Unit 3970 Invoice No Ciose Balance Invoice Total ‘Sales/Use Tax Summary
Voucher D NEXT Accounting Date[10/12/2016 e Line Total e Non Merchandise Summary
Voucher Style Regular Voucher “Pay Terms [NET45 QU yetss “Curtency Usoiq | Audt Communicatons
Invoice Date [06/30/2015 ] Basis Date Type Inv Date Miscellaneous = ﬁ“" M;""
Invoice Received o] 4 Tax Exempt Freight| =] nents{( o
SKYLARM HALL Sales Tax = Template List
Supplier ID 0000030635 |Q, Use Tax 000 Advanced Suppler Searcn
‘Supplier Hierarchy
ShortName [CALMILTRUC-001 ControlGrowp ]
Location MAIN N @ Tota 265 | supoler 380
Q Difference 000
“Address 1 Q
[Jincomplete Voucher
(e [
) Copy From Source Document
Invoice Lines () Find | View All
Line 1 CJcopy Down ‘SpeedChart| Q
“Distribute by [Amourt V] Ship To|3870000001 Q
ttom| Description
ity Packing Slip|
uom
unit Price
Line Amount 2755

Calculate




image4.png
Payment Terms

Back T Tnvoice
Business Unit 3970
VoucherID NEXT

“Payment Terms D
“Due Date Control

Basis Date Type
Basis Date|

Discount Due Date

Due Date,

“Discount Amount Control
Account Af

Discount Amount|

Basis Amt

Invoice Number Ciose Balance

VAT Entity

Supplier 0000030635 SKYLAR M HALL Invoice Date 06/30/2015

NET45

o

Net4s

Terms

inv Date

<

(0613012015

Terms

Gross

0.00)

2765

Voucher Line Discount Details

1

Personaiize | Find | View Al | 2| B First (4 101 ¢
Merchandise Amount Apply Discount

2765 @




image5.png
Invoice Lines (2) Find | View Al First

Line 1 [Icopy Down ‘SpeedChart| Q [Jone Asset
“Distribute by [Amount M ‘Ship To|3970000001 Q
Item | Q Description
‘Quantity Packing Slip|
uom
unitPrice
Line Amount 2765
 Distribution Lines Personalize | Find | viewal | 0] B st ¢
| oL cnart || Exchange Rate | statistics
PCBus
P line  Merchandise At Quaniy ‘GLunt AP Fung W Accomt At Program OB gt Aoty
= O 1 27.65| 3970 |Q [603 |Q [0133 Q [2014]Q [1200900 |Q (0000000000 |Q Q Q Q
< I >




image6.png
Invoice Information || Payments || Voucher Attributes

Business Unit 3970 Invoice No|Close Balance
Voucher ID NEXT Invoice Date 0613022015 gl
Voucher Style Regular Voucher [ incomplete Voucher
Total Amount 27.65 “Pay Terms (00 Q Expedite Schedule Payments
‘Supplier Name SKYLAR M HALL
“CashType [Ofice Revoving Fund v
Payment Information Find | View All
Payment 1
*Remit to 0000030635 | Q 530 Gross Amount | 000 ygp ‘Scheduled Due| (7] ‘Payment Inquiry
Location [MAIN Q Discount 000 ysp Net Due [ piscount Denied
Discount Due. Late Charge
*Address 1 Q Accounting Date Express Payment
SKYLARMHALL Payment Comments(0)
111 First Sreet Holiay/Curtency
Suite 1008
REDDING, CA 26029-2008
Payment Options.
“Bank [STATE Q Pay Group Q. *Netting [Not Applicable ] ‘Supplier Bank
*Account[005 Q *Handling [Regular Payments M [ fessages
~_[JHold Payment
Actons 5
“Method [CHK @ Check Hold Reason| V] Separate Payment
Message
Message will appear on remitance advice
‘Schedule Payment





image7.png
Menu - Classic|

> My Favorites.

> Certiication Pro|

> FISCal SCPRS

b FISCal Process{

p— & caavaarames
Vanual Paymentand P Voucners to repayment
‘Accounts Receivable = 2
Creste Manal Payment
Aocations

Update Payment Worksheet

Cash Management
Certification Process
Commitment Control
Employee Self-Service
Enterprise Components
eProcurement




image8.png
FISCal\

Apply Vouchers to Prepayment
Enter any information you have and click Search. Leave felds blank for a it of allvales.

=V 970 Q
begins wih /|
begins with v/ Q
begins with v/

Basic Search & Save Search Crteria

Search Results

View Al First © sao0orise |
Business Unit Voucher ID Payments Supplier SetiD Suppler ID_Transaction Currency Invoice Number
3070 00000083 1 STATE 000000281 USD & dorado transit 7723
3970 00000087 1 STATE 0000007904 USD cityof elkgrove7/23
3e70 00000088 1 STATE 0000005444 USD yolocountytransit 7/23
3070 00000089 1 STATE 0000012974 USD yuba sutter 7123

3070 00000090 1 STATE 0000038479 USD cooscountycourt 7123
3070 00000093 1 STATE 0000015937 USD chartercommun a 7724,
3070 00000094 1 STATE 0000015937 USD chartercommuni b 7724
3970 00000095 1 STATE 0000003858 USD placercotrans 8114
3e70 00000096 1 STATE 0000012186 USD cityofrosevill 8114

3070 00000097 1 STATE usD sactridistrict 8/14

3970 00000098 2 STATE  DEPT086000 USD boardofequaliz 1




image9.png
Apply Vouchers to Prepayment

Py e Vouehers T payeny

Prepayment
Business Unit 3970 Prepaid Voucher
Voucher 1D 00000085 Gross Amount 15600 USD
Supplier 0000003858 PLACERCOUN-001 Total applied 12050 USD
Prepayment Reference Pending Application 000 USD
Available Amount 2650 USD
Applied Voucher Personaize | Find | View Al | G1| B} First (0 101 ¢
Unit = Eeymesd ‘Schedule Amount  Currency Applied Amount  Currency ‘Select for Unapply Reversal Posting Status

12050 USD o Posted

Audit Logs.

save |G Retumto Search |[+[] PreviousinList |[s[] Nextin List |[E=INotty || Refresh





image10.png
unit 3970 STATE  Supplier 0000003858 ~ PLACERCOUN-001 Transaction Currency USD  Copy/Back
Search Criteria
Voucher ID Q Invoice Q “Apply Method [Invoicing Supplier Y]
Date From ] Date To| ] Prepayment Reference
Apply Voucher(s) to a prepayment Find | View Al First
Voucher ID Invoice Invoice Date
Gross Amt. Entry Status Post status
Payment Information Personalize | Find | View Al | @] BB Fist (& 1011 0
Select  Payments Gross Amt_ Discount Status Payment =
[m] 1

‘Short Supplier Name Bank

Account

[[@Save | [& Retum o Search | 1] Previous in List_|[s[] Nextin List | [=INotty | [ Refresh





image11.png
ok Up Voucher ID

Business Unit: 3070
Vendor SetiD: STATE
Vendor ID: 0000030635
Transaction Currency: usD

Voucher CrT o —

Search Results
View 100 First [ 1o« [ Last

Gross
Voucher ShortVendor  O1°%S Currency, | L invoice

) Name vaice  Code Date
00000019 13THANDMAR-0012000  USD 111 0611512015

00000573 13THANDMAR-0010 USD  Template Voucher 0613012015

00000577 13THANDMAR 0017236 USD __Payment Posted _06/30/201
0000578 13THANDHAR-00127.65 USD _ Close Balance _ 06/30/2015





image12.png
F‘al

Unit: 3070 Vendor: STATE 0000030635  13THANDMAR-001 Transaction Currency: usD CopyiBack

New

Search Ciiteria

Voucher Ip: 00000578 |Q  invoice: Q *Apply Method: Invoicing Vendor -
Date From: [ DpateTo: )
Apply Voucher(s) to a prepayment Find | ViewAll  First B 1 o1 B Last
Voucher I0: 00000578 Invoice: Close Balance Invoice Date: 06302015

[Payment Information Personalize | Find | viewAll |2 | B First B 1 or 1 B Last

Gross Remit
Select  Payments oS Discount Payment (M ShortVendor Name Bank  Account

Not Selected  Regular

0000030635 13THANDMAR-001
forPayment  payment

& Retumto Search | 1) Frzious sl [ VB Nextin List





image13.png
nit: 3070 Vendor  STATE 0000030635  13THANDMAR001  Transaction Currency: usp CopyBack
Search Criteria
Voucher I0: [oo0o0s78 & wmeice: [ “Appiy ethos: Ivoicing Vendor -
Datefrom: [ T P —
Apply Voucher(s) to a prepayment Find | ViewAll  First B 1 o1 B Last
Invoice: Close Balance Invoice Date: 06302015
27585 Entry Status: Postable Post Status: Unposted

Discount

Status. Payment

NotSelected  Regular
forPayment  payment

Personalze | Find | view il | 2 |

Remit
e Short Vendor Name
0000030635 13THANDMAR-001

Bank

STATE

First B 1071 B Last

Account

B NextinList

New Window |




image14.png
Apply Vouchers to Prepayment

Prepayment
Business Unit: 3970 Currency: USD  Prepaid Voucher
VoucheriD: 00000020 Gross Amount: 10000
Vendor: STATE 0000030635 13THANDMAR-001 Total applied: 7235
Pending Application: 2765 USD
Available Amount: 000 USD
Applied Voucher Personalize | Find | viewAll |2 | 88 First B 12072 B Last
Applied  Payment Applied Selectfor L posting Status
unit  APPId  POYMENt  schedule Amount Currency  APPRed Currency ooy Reversal Posting St
3070 00000578 o PaymentNotApplied (=]
3070 00000577 1 7235USD 7235USD [m] Posted =

new vouchers to payment

EET

Return to Search





image15.png
Apply Vouchers to Prepayment

Prepayment
Business Unit: 3970 Currency: USD  Prepaid Voucher
VoucheriD: 00000020 Gross Amount: 10000
Vendor: STATE 0000030635 13THANDMAR-001 Total applied: 10000
Pending Appiication: 000 USD
Applied Voucher Personalize | Find | viewAll |2 | 88 First B 12072 B Last
Applied  Payment Applied Selectfor
unit  APPId  POYMENt  schedule Amount Currency  APPRed currency vy Reversal Posting tatus
3970 00000577 7235USD 7235USD o Posted =
3970 00000578 2765USD 2765USD Unposted =
Soply newsouchers o payment Unaprly

& Retumto Search | 1 -

21

B NextinList





image16.png
FSCal'\

One state. One system.




