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Target Audience: Department AP Processor with Manual Payment Second User ID

Purpose: All payments made via a State Controller’s warrant or a Departmental Office Revolving Fund Check after June 30 must be recorded in FI$Cal. This Supplemental Job Aid provides the instructions for Creating Manual Payments which will create a voucher and record the payment issued via a State Controller’s Warrant or Office Revolving Fund Check. This process is called the Catch-up process as departments are catching FI$Cal up with transactions that were processed outside of FI$Cal.

Creating Manual Payment:
NOTE: A second User ID will be required to complete the functionality described in this Job Aid. The second User ID allows the user to do the following:

· Budget Check on demand
· Matching on demand
· Record payment information
· Create an approved voucher



Create a voucher and record the payment issued via a State Controller’s Warrant: (Follow steps 1 through 6)
Create a voucher and record the payment issued via an Office Revolving Fund Check: (Follow step 1a through 5a)
Step 1: Navigate to the Regular Entry page:
Main Menu  Accounts Payable  Voucher  Add/Update  Regular Entry
Click the Add a New Value tab:
[image: ]
Step 2: Add the appropriate vendor and invoice information from the paid invoice:
· Business Unit: Default to Department’s Business Unit (BU)
· Vendor ID: Defaults to NEXT and will automatically assign a unique voucher ID number once the voucher has been created and saved
· Supplier ID: Enter the Supplier ID by clicking on the Search button [image: ] to locate the matching vendor. Select the vendor by clicking on the Supplier ID number link. 
· Supplier Location: Will auto populate with the default of Main
· Invoice Number: Enter the invoice number from the invoice
· Invoice Date: Date of the invoice
· Gross Invoice Amount: Enter the total amount listed on the invoice
· Tax Exempt Flag: Select if invoice is not subject to sales tax
· Click the Add button. This action will populate the information provided on the Invoice Information Page of the voucher.
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Step 3: The Invoice information page will be pre-populated with the required information. Click the Pay Terms button [image: ] to display the Payment Terms page.
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Step 4: On the Payment Terms page, complete the following: 
· Payment Terms ID: Click the Search button [image: ]. Select 00 Expedite from the “Search Results” section. “00” displays as the Payment Terms ID on the Payment Terms page.
· Due Date Control: Leave the default value of Terms
· Basis Date Type: Within the list, update the User Date to Inv Date (Invoice Date)
· Basis Date: This field defaults to a date based on the selection made in the Basis DateType field
· Do not alter the values in the Discounted Due Date and Account At fields
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Step 5: Click the Back to Invoice link to return to the previous page:
[image: ]


Step 6: Within the “Distribution Lines” section, populate the appropriate ChartField values. Users can search for ChartField values, such as Fund, ENY, Account and Alt Account by clicking the corresponding Search buttons and selecting the appropriate value.
Click the Save button.
The Voucher ID field will change from NEXT to a system-generated number.
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Step 1a: Navigate to the Regular Entry page:
Main Menu  Accounts Payable  Voucher  Add/Update  Regular Entry
Click the Add a New Value tab:
If recording a Travel advance, the voucher style will be prepaid voucher; if recording a Salary advance, the voucher style will be regular voucher. (The screen shots illustrate prepaid voucher)
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Step 2a: Add the appropriate vendor and invoice information from the paid invoice:
· Business Unit: Default to Department’s Business Unit (BU)
· Voucher ID: Defaults to NEXT and will automatically assign a unique voucher ID number once the voucher has been created and saved
· Supplier ID: Enter the Supplier ID by clicking on the Search button [image: ] to locate the matching vendor. Select the vendor by clicking on the Supplier ID number link.
· Supplier Location: Will auto populate with the default of Main
· Invoice Number: Enter the invoice number from the invoice
· Invoice Date: Date of the invoice
· Gross Invoice Amount: Enter the total amount listed on the invoice
· Click the Add button. This action will populate the information provided on the Invoice Information Page of the voucher.
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Step 3a: On the Payment Terms page, 
· Payment Terms ID: Default as “00” expediate on the Payment Terms page.
· Due Date Control: Leave the default value of Terms
· Basis Date Type: Default to Inv Date (Invoice Date)
· Basis Date: This field defaults to a date based on the selection made in the Basis DateType field
· Do not alter the values in the Discounted Due Date and Account At fields
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Step 4a: Click the Back to Invoice link to return to the previous page:
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Step 5a: Within the “Distribution Lines” section, populate the appropriate ChartField values. Users can search for ChartField values, such as Fund, ENY, Account and Alt Account by clicking the corresponding Search buttons and selecting the appropriate value.
Click payment tab, change Cash Type to Office Revolving Fund. In the payment option section, change Account to department ORF account and Method to system check.
Click the Save button.
The Voucher ID field will change from NEXT to a system-generated number.
[image: ]
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To record a PO with receipt on the manual payment, please refer to the Job Aid-FI$cal.090-Manual Payment 4.0 and the Job Aid-FI$cal.061-create PO Voucher 2.0 step 6-step12.
Step 7: Budget Check and/or Match Voucher: From the Action list on the Invoice Information page, the user can run the budget checking process. Select “Budget Checking” from the Action dropdown list, and then click the Run button.
NOTE: Once successfully budget checked, the user can run the matching process, if applicable, from the Action dropdown list and clicking the Run button, then proceeding to the next step after successfully matching the voucher, or proceeding directly to the next step if matching is not applicable.
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Step 8: To manually record a payment against this unposted voucher, click the Payments tab and update the “ payment option” and “Schedule Payment” section as follows:
· In the “ Payment Option” Section: uncheck “ Hold Payment” box
· In the “Schedule Payments” section:
· Select “Record a Payment” in the Action list
· Do not alter the value in the Pay field. It is defaulted to “Full Amount”.
· Enter the date the payment was made outside the system in the Payment Date field (Warrant date or ORF check date or other date identifying by department)
· Enter the payment reference number from the Warrant issued in the Reference field (Warrant Number or a unique payment reference ID number)

· Do not alter any additional fields in the “Payment Information” and “Payment Options” sections
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Step 9: Click the Save button and review the payment information to confirm the data entered is correct:

[image: ]

You have successfully recorded a payment made outside of FI$Cal.
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