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Updating CalATERS Prepaid Vouchers with Manual Payment Data – Wave 2 Departments 1.0
Supplemental Job Aid

[bookmark: _GoBack]Date: 08/14/2015
Target Audience:  Department AP Processor with Manual Payment Second User ID
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

Purpose: All CalATERS travel advance payments issued via a Departmental Office Revolving (ORF) Check between July 1 – August 12, 2015 must be recorded in FI$Cal. This Supplemental Job Aid provides the instructions for Creating Manual Payments which will record the payment issued via an ORF Check. This process is called a Catch-Up process as departments are catching FI$Cal up with transactions that were processed outside of FI$Cal.  
These are only for payments that have already been paid out of ORF. For travel advances that have not been issued, these travel advance vouchers will need to be processed through the Accounts Payable Pay Cycle. If the travel advances do not go through the Accounts Payable Pay Cycle and are issued outside of FI$Cal, then please use this job aid only once the payments have been issued.






Step 1:  Navigate to the Regular Entry page:
· Navigation: Main Menu  Accounts Payable   Voucher  Add/Update   Regular Entry
· Click the Find an Existing Value tab

[image: ]


Step 2: Enter appropriate information from the CalATERS prepaid transaction in the following fields to search for the FI$Cal transaction:
· Business Unit: Department’s Business Unit (BU).
· Invoice Number: Enter the CalATERS Travel Advance Form number (i.e., TAF000878568). 
· Voucher Style: Prepaid Voucher
Click the Search Button.
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Step 3: Select the “Payments” tab 
[image: ]



Step 4: Deselect the “Hold Payment” checkbox and populate the following fields within the “Schedule Payment Section of the page: 
· Action: Select “Record a Payment” from the drop down list
· Payment Date: Enter the ORF check Issue Date. 
· Reference:  Enter the ORF Check Number
[image: ]


Step 5: Click the Save button.
[image: ]

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