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Creating a Regular Voucher for Itemized Phone Bills 1.0
Supplemental Job Aid

Date: 07/11/2014

Target Audience:  Department AP Processors

Purpose: This Supplemental Job Aid provides Department AP Processors with instructions on how to create a Regular Voucher for itemized phone bills.

Title: Creating a Regular Voucher for Itemized Phone Bills




Step 1: Navigate to the Regular Entry page: 
Navigation: Accounts Payable Vouchers Add/UpdateRegular Voucher[image: H:\Job Aids\RV1.PNG]

Step 2: Click the Add a New Value tab. The following information will default:
· Business Unit:  User’s Business Unit (BU)
· Voucher ID:  NEXT
· Voucher Style:  Regular

[image: H:\Job Aids\RV2.PNG]




Step 3: Select a vendor to create the voucher for using either the Short Vendor Name or Vendor ID fields. Click the Look Up button (looks like a magnifying glass) to the right of the desired field (either the Short Vendor Name or Vendor ID field) to view all vendors. 

From the Look Up Vendor Short Name page, enter your search criteria and click Look Up. 

[bookmark: _GoBack][image: H:\Job Aids\RV3.PNG]


From the Look Up Vendor ID page, enter your search criteria and click Look Up.
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Step 4:  Complete the remaining fields (as applicable for your invoice) to successfully add the voucher:

· Invoice Number
· Invoice Date
· Gross Invoice Amount
· Freight Amount  
· Sales Tax Amount
· Misc. Charge Amount
· Check if Tax Exempt 
· Enter the number of lines on the invoice

Next, click the Add button.
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Once you click the Add button, the Regular Voucher page displays the Invoice Information tab.
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Step 5:  On the Invoice Information tab, update the Pay Terms by clicking the Pay Terms icon. 
[image: ]



Step 6: On the Payment Terms page, update the following fields, as needed:

· Payment Terms ID:  Payment terms – e.g. net 45, net 10, etc.
· Basis Date Type:  User Date
· Basis Date:  Date invoice received in the department for Prompt Payment calculation.  Key in the date or click the calendar icon to select a date.

Payment Terms page
[image: ]

After entering the applicable information, click the Back to Invoice link at the top of the page to return to the Invoice Information tab on the Regular Voucher page.


Step 7: Complete all applicable invoice lines on the voucher using the Invoice Lines portion of the page. You can enter an invoice line to represent each phone line and include the account number or phone number in the Description field. To insert additional invoice lines for multiple phone numbers, click the Add a New Line button To add as many additional lines as required.

Each invoice line can have one or more distribution lines, which are used to capture the required ChartField values. Enter the ChartField information, as applicable, for your Business Unit.  
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Step 8:  Click the Payments tab and enter the following:

· Cash Type
· Warrant – issued from State Controller’s Office
· Office Revolving Fund, Agency Trust Cash, General Cash - Department issued check
· Bank:  STATE
· Account: 
· 0000 – warrant account issued from State Controller’s Office
· ### - Revolving Fund, Agency Trust Cash, General Cash accounts
· Method:  Check
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Step 9: Save the voucher by clicking the Save button at the bottom on the page. The Voucher ID will update with the next available numeral in your business unit. This is a unique number assigned by FI$Cal.
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Step 10:  To continue processing, the voucher must pass budget check, be fully approved, post, complete Pay Cycle, and the payment must be posted. The values below describe how these processes are completed:

· Budget checked – batch process
· Approved – AP Approver 1 & 2 and SCO Approver if warrant
· Voucher Posted – batch process
· Pay Cycle complete (check/warrant printed) – department for checks/SCO for warrants
· Payment Posted – batch process

Use the Summary tab to view the voucher’s Approval Status, Post Status, and Budget Status. The Summary tab and Related Documents tabs are available after you save the voucher.


[image: ]

You have completed the instructions on how to create a Regular Voucher for itemized phone bills.
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