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Create a Transit Subsidy Voucher 2.0
Supplemental Job Aid

Date: 10/11/2016 
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Target Audience: Dept. AP Processor

Purpose: This Supplemental Job Aid provides the detailed process for creating a Transit Subsidy Voucher using a Regular Voucher with a Cash Type of Office Revolving Fund. This job aid also provides the links to close the Regular voucher by either:
· Fully replenishing the Regular voucher through the use of a Journal voucher
· Replenishing the Regular voucher partially through the use of a Journal voucher and partially by the use of deposits from employees



Create a Transit Subsidy Voucher:
Step 1: Navigate to the Voucher page:
Navigation: Accounts Payable  Vouchers  Add/Update  Regular Entry
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Step 2: On the Add a New Value tab, the following will be defaulted:
· “Business Unit”: User’s BU
· “Voucher ID”: NEXT
· “Voucher Style”: Regular
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Step 3: Choose the supplier that you are creating the voucher for by looking up either the “Short Supplier Name” or the “Supplier ID” number:
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Step 4: Complete the remaining fields:
· “Invoice Number”
· “Invoice Date”
· “Gross Invoice Amount”

Click the Add button
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The Voucher page is displayed:
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Step 5: Update the pay terms by clicking the Pay Terms icon:
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Step 6: The Payment Terms page will be displayed. The following items can be updated as needed:
· “Payment Terms ID”: Payment terms – For Regular Vouchers using Office Revolving Fund, the Payment Terms should be Expedite”
· “Basis Date Type”: User Date
· “Basis Date”: Date the invoice was received in the department for Prompt Payment calculation. You can either key in the date or use the calendar for date look up.
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Step 7: After entering the applicable information, click the Back to Invoice hyperlink at the top of the page:
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Step 8: The “Invoice Lines” section captures information for each invoice line. 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.

For Regular Vouchers using Office Revolving Fund, the default Account will be the Account Number “130xxxx”, an Expense Advances Account.

Fund is the Bank Account from which you are requesting the check be drawn. This will be the same as the Bank Account used on the Payments tab.
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Step 9: On the Payments tab, select the following “Cash Type”:
· Office Revolving Fund

Although “Warrant” is available on the drop-down menu, it should never be selected when creating a Regular Voucher using Office Revolving Fund. The choice of Warrant will trigger a workflow to State Controller’s Office for approval and the issuance of a Warrant instead of a department issued check.

This Cash Type will be a department-issued and printed check.
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Payment Options of:
· “Bank”: STATE
· “Account”: Appropriate Department ORF account number
· “Method”: CHK
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Step 10: On the Voucher Attributes tab, the “Automatically Apply Prepayment” box must be checked.

[image: ]




Step 11: Save the voucher by clicking the Save button at the bottom on the page. Once saved, a unique “Voucher ID” number will be assigned by FI$Cal.
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Step 12: The voucher now must be:
· Budget checked – batch process
· Approved – AP Approver 1 and 2 only for a department-issued check
· Voucher Posted – batch process
· Pay cycle complete and check printed
· Payment Posted – batch process

Please refer to Job Aid-FI$cal.032 on how to run the Department pay cycle:
http://www.fiscal.ca.gov/access-fiscal/documents/FISCal.032_Creating_a_Departmental_PayCycle_1.1.docx


Step 13: To fully replenish the Regular voucher using Office Revolving Fund, follow the UPK AP-114 http://www.fiscal.ca.gov/training-academy/index.html
Step 14: To replenish the Regular voucher using Office Revolving Fund partially and use employee deposits to close the balance of the Regular voucher using Office Revolving Fund, follow the steps below:
a. Replenish partially ORF voucher by a Journal voucher ( reference UPK AP-114)
b. Deposit is created for employee contribution, deposit is coded to AR clearing 1200900 account
c. Create a Journal Voucher after the deposit linking to the Regular ORF payment voucher, debit the AR clearing account 1200900 and credit the advance account
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