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Closing the Balance on a Prepaid Voucher for a Travel Advance 2.0

Supplemental Job Aid 

Updated Date: 08/13/2015 

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:
· [bookmark: _GoBack]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 Job Aid FI$Cal.026 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
[image: ]

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:
[image: H:\Job Aids\Closing Balance\2.PNG]



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 $100 and the payments made to date total $72.35, leaving a balance of $27.65. 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.

[image: H:\Job Aids\Closing Balance\11.2.png]

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]
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