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[bookmark: _GoBack]Recording a Salary Advance Manual Payment on a Voucher 1.0

Supplemental Job Aid

Date: 11/04/2015

Target Audience: Department AP Payment Maintainer 

Purpose: This Supplemental Job Aid provides AP Payment Maintainers with instructions on how to record a payment made outside of FI$Cal to a voucher in FI$Cal. (i.e. a Departmental check was hand-typed)

Title: Recording a Salary Advance Manual Payment on a Voucher
NOTE: Need to log on using the 2nd User ID for recording Manual Payments
Step 1: Navigate to the Regular Entry page
Navigate to Accounts Payable  Vouchers  Add/Update  Regular Entry
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Step 2: Click Add a New Value tab to create a Voucher for a salary advance. Enter the following information and click the Add Button:

Business Unit: Select a Valid Value		Voucher ID: Leave as next
Voucher Style: Regular Voucher	Short Vendor Name: Leave Blank-value will default from Vendor ID
Vendor ID: Select employee’s vendor ID	Invoice Date: User defined
Invoice Date: Manual Check Date		Gross Inv. Amount: Amount of Sal Adv.
Check the Tax Exempt Flag box
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Step 3: Within the Invoice Information Tab click the Transfer to Pay Tems Detail button 
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Step 4: In the Payment Terms Page enter the following information
Payment Term ID: 00			Basis Date Type: User Date
Basis Date: Inv Date 

Click the Back to Invoice link
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Step 5: Scroll to the bottom of the voucher’s Invoice Information page to enter the appropriate chartfield values within the Distribution Lines Section. Update the Accounting Date to the check issue date if necessary (this determines the period the transcation will post to in the G/L)

Fund: Department CTS Fund		ENY: Transaction Enactment Year
Account: 1301300 (Sal Advance)	Open Item Key: This is the employee’s Labor 
							 Distribution Number 
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Step 6: Click the Payments tab to make the following changes. 
· Update the Cash Type to “Office Revolving Fund”
Within the Payment Options section
· Update the Account field to the correct bank – CTS Account
· Update the Method field to CHK
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Step 7: Click the Voucher Attributes tab and uncheck the Automatically Apply Prepayment box 

SAVE the voucher
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Step 8: From the Action list on the Invoice Information page, select the budget checking process. 

Click the Run button.
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Step 9: Select the Summary tab and confirm that the approval status is “approved” and the Budget Status is “Valid”. 

Once the voucher has been successfully budget checked, the user can proceed.
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Step 10: Click the Payments tab to make the following changes in the Schedule Payment section. 
· In the Payment Options section, update the Payment Method field to “MAN”
· Then uncheck the Hold Payment box
· In the Schedule Payment 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 when the payment was made outside of the System, in the Payment Date field. 
· In the payment reference number field, enter the Agency’s checknumber issued to the employees. 
Click the Save button. The batch process will post the voucher. You have successfully recorded a payment made outside of FI$Cal to a voucher in FI$Cal.
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