[bookmark: _GoBack]Creating a Regular Voucher for Buy Back-dishonored checks
Supplemental Job Aid

Date: 10/28/2015

Target Audience:  Department AP Processors

Purpose: This Supplemental Job Aid provides Department AP Processors with instructions on how to create a Regular Voucher for dishonored checks. When a department receives a notification from the bank indicating a check was dishonored; the AP Processor prepares a voucher to the bank for the amount of the dishonored check.

Accounts Recievable provides the steps to process a dishonored check that has been remitted to Cash in State Treasury (JA.021).

Title: Creating a Regular Voucher for dishonored checks  




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
· Enter the Bank’s Short Vender Name or the Vendor ID
· Invoice Number: Reference the Deposit # (Accounts Rec. JA .023) 
· Invoice Date: Date notification received
· Gross Invoice Amount: Amount of check (Dishonored)
· Check Tax Exempt 

Next, click the Add button.
[image: ]
Once you click the Add button, the Regular Voucher page displays the Invoice Information tab. 
Step 3: Click the Attachments link to upload the image of the notice from the bank and an image of the dishonored check.
Step 4:  On the Invoice Information tab, update the Pay Terms by clicking the Pay Terms icon. 
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Step 5: On the Payment Terms page, update the following fields, as needed:

· Payment Terms ID:  Expedite
· Basis Date Type:  Invoice 
· Basis Date:  Date notice from bank received
· Key in the date or click the calendar icon to select a date.
· Click the Back to Invoice link at the top of the page to return to the Invoice Information tab on the Regular Voucher page.
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Step 6:  Click the Payments tab and enter the following:

· Cash Type:
· General Cash-Department Issued check
· Bank:  STATE
· Account: 
Agency CTS account
· Method:  Check
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Step 7:	Invoice and Distribution Lines: Enter the department-specific ChartField values.
NOTE: This regular voucher is to buy back a check that has already been deposited and returned to the Department as a dishonored check. This regular voucher will be paid by Agency Check and has to issued from the CTS Fund and uncleared collections.  An appropriation reference or ENY is not required.   
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Step 8: Click the Voucher Attributes tab and in the Prepayment section, un-click the Automatically Apply Prepayment checkbox.

[image: ]

[image: ]








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:  Once saved, the voucher now must be:
· Budget checked – using a batch process
· Approved – AP Approver 1 & 2 only for Department issued checks
· Voucher Posted – using a batch process
· Paycycle complete and check printed
· Payment Posted – using a batch process
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