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Date: 09/08/2016


Target Audience: AP Processor and GL Processor 

Purpose: Multiple Departments sharing an Office Revolving Fund (ORF) checking account in FI$Cal. This Supplemental Job Aid provides the AP Processor and GL Processor a guide to create advances and replenishments from the primary business unit then move the expenditures to the 2nd Business Unit, re-classifying the entries in GL to reduce the expenditures from from one BU and increase the expenditures to the appropriate BU.

Step 1: Creation of a Prepaid Voucher or Regular Voucher using a shared CTS account.

Use the Fund that represents your Department Bank Account (per example below).

	
	
	
	

	Department Creates a Prepaid or Regular Voucher
	· AP BU – BU assigned to CTS Bank Account
· GL BU – BU assigned to CTS Bank Account
· Fund – ORF
· Bank Account – CTS
	· AP BU – 2100
· GL BU – 2100
· Fund – 000000405
· Bank Account – 405
	· Department creates an advance payment to Vendor or Employee and issues payment



Invoice Information Tab on the Distribution Line
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Step 2: On the Payment Tab of the Voucher:

Enter Cash Type: Office Revolving Fund
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Enter the shared Bank Account# and Method
[image: ]
Step 3: The Replenishment information is for Reference only

	Journal Vouchers submitted to SCO and Regular Vouchers submitted to SCO
	· AP BU – BU assigned to CTS Bank Account
· GL BU – BU assigned to CTS Bank Account
· Expenditures- 5xxx
· Bank Account – State Warrant
	· AP BU – 2100
· GL BU – 2100
· Expenditures
· Bank Account – 0000




Payment Tab on the Regular Voucher
Select Cash Type: Warrant
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To Move the Expenditures, the GL Processor will need to complete the next steps:

	GL Journal
	· BU – BU assigned to CTS Bank Account
· Lines reducing Expenditures posted on Regular Voucher
	· BU – 2100
· Reduce Expenditures
	· Department creates GL journal

	
	· BU – BU where expenditures are reclassified to
· Lines reducing Expenditures posted on Regular Voucher
	· BU – 2120
· Increase Expenditures
	· Department creates GL journal




Step 7: Logged in as the BU that originated the ORF payment Navigate to the “Create/Update Journal Entries” page to reduce expenditures:
· Navigation: Main Menu  General Ledger  Journals  Journal Entry  Create/Update Journal Entries  Click on the Add a New Value Tab 
· Verify your business unit is defaulted in the Business Unit Field. The Journal ID field will be grayed out with “NEXT” and the Journal Date field will default with the current date.
· Click on the “Add” button. The user will be directed to the “Create Journal Entry” page on the Header tab.
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Step 8: After updating the Header tab Click the Lines tab and enter the required ChartField values listed below.
· Enter the desired COA value into the Appropriation Reference field (Approp Ref).
· Enter the desired COA value into the Fund field.
· Enter the desired COA value into the Enactment Year (ENY) field.
· Enter the desired COA value into the Account field.
· Enter the desired COA value into the Alternate Account (Alt Acct) field.
· Enter the desired COA value into the Program field.
· Enter the desired COA value into the Reporting Structure field (if applicable).
· Enter the desired value into the Amount field. 
· Click on Process button to validate the journal 


[image: ]

After validating the journal, click on the Process drop down arrow box and select submit the journal for approval. Approve the journal for posting and select Post journal from the Process drop down arrow box.

Step 9: Log in as the Department GL Processor for the BU that is accepting the ORF payment. Navigate to the “Create/Update Journal Entries” page to reduce expenditures:
· Navigation: Main Menu  General Ledger  Journals  Journal Entry  Create/Update Journal Entries  Click on the Add a New Value Tab 

Step 10; After updating the Header tab Click the Lines tab and enter the required ChartField values listed below.
· Enter the desired COA value into the Appropriation Reference field (Approp Ref).
· Enter the desired COA value into the Fund field.
· Enter the desired COA value into the Enactment Year (ENY) field.

· Enter the desired COA value into the Account field.
· Enter the desired COA value into the Alternate Account (Alt Acct) field.
· Enter the desired COA value into the Program field.
· Enter the desired COA value into the Reporting Structure field (if applicable).
· Enter the desired value into the Amount field. 
· Click on Process button to validate the journal 


[image: ]
After validating the journal, click on the Process drop down arrow box and select submit the journal for approval.




Step 11: Approve the journal for posting. Select Post journal from the drop down arrow box.
[image: cid:image002.png@01D1577C.6D26DE00]

The posted journal will show Journal status P and Budget Status V.
You have successfully moved expenditures to the ultimate funding BU
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One state. One system.




