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BPW Objectives
 The Business Process Workshops will provide:

 An overview of the Accounts Payable business process, 
including key terms and functionality being implemented

 Understand the next steps in the implementation phase
 Know how to get assistance from FI$Cal
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What You Should Take Away
 Materials from today’s session:

 Business Process Workshop Presentation
 Change Impact Tool

 Understanding of the new FI$Cal processes, the next steps, and the 
support available from FI$Cal

BPW Objectives
[Process Area] 

Solution 
Overview

[Business 
Process 1]

[Business 
Process 2]

Change Impact 
Activity Next Steps 4



Accounts Payable Overview
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AP End-User Roles
FI$Cal End-User Role Responsibilities

AP Vendor (Supplier) 
Processor

• Create a new Vendor 
• Edit Vendor information
• Request updates to existing vendor
• Maintain 1099 Department data
• Process 1099 adjustments
• Run 1099 Reports

AP Processor • Create vouchers
• Research or voucher Inquiry
• Delete vouchers
• Maintain vouchers
• Run AP Reports
• Review/approve vouchers in workflow
• AP Approver 1
• AP Approver 2
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AP End-User Roles (continued)
FI$Cal End-User Role Responsibilities

AP Payment Processor • Pay Cycle processor 
• Generate Department checks
• Payment maintainer
• Void or Stop payments
• Close liabilities 

AP Maintainer • Manage Match Workbench
• Maintain Voucher Build Errors
• SpeedCharts 
• Commitment Control activities

Confidential User • AP Confidential Reporter
• Has access to Confidential Purchasing, AP, AR and Vendor 

(Supplier) information 
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Processor: Create and Maintain Vendor/Employee

Search for 
vendor/Employee  
in FI$Cal
 If not found, Add 
vendor/Employee
Vendor/Employee 
found, add/change 
address

Add a new 
vendor/Employee 
and Attachments 
(such as STD 204)
 If Withholding 
vendor, input 
withholding 
information

FI$Cal will 
Approve or Deny
FI$Cal will 
identify potential 
duplicates
Department will 
resolve issues as 
needed

Department 
receives STD 204
Department 
receives address 
change

The new 
vendor/Employee 
record is saved in 
an Unapproved 
status

Receive 
Invoice/Vendor 
Request Form

Search for Vendor VMG Validates 
Vendor

Save Vendor 
Information

Enter New 
Vendor

AP Vendor (Supplier) Processor 

Key Impacts

 FI$Cal flags duplicate vendors, assigns a unique Vendor ID, and accommodates multiple 
vendor remit address and contact information.

 Statewide tracking of purchasing by vendor (flagged by Open for Ordering)
 System checks for duplicate entry of Vendors/Employees across departments.
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Create/Maintain Vendor Screenshot
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Vendor Update Request Form Screenshot
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Processor: Create Online Voucher

Key invoice 
information into 
FI$Cal to create 
voucher
Search for PO 
and/or receipt, if 
required
Copy PO and/or 
receipt into voucher

Runs on 
system Batch 
Process
Budget Check 
process
Matching 
(required for 
PO Vouchers)

Agency 
receives invoice 
from vendor
 Invoices are 
date stamped

AP Processor 

Receive Invoice Enter Voucher Budget Check 
and MatchSave VoucherAttach Invoice

FI$Cal checks for 
duplicates 
Confirms Gross 
Amount matches 
Invoice Line 
amounts
Unique Voucher ID 
assigned to voucher

Attach 
supporting 
documentation 
 (for example, a 
scanned invoice 
or receipts)

Key Impacts

 FI$Cal replaces paper claims.
 Electronic approvals replace wet signatures on the claim schedule.
 One voucher can be associated with multiple funds/appropriations and distribution lines.
 Create standard invoices and/or invoices associated with a Purchase Order
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Processor: Maintain Voucher – Adjustment/Journal

Adjustment Vouchers 
are used to create credit 
memos for existing 
vouchers.
 Journal Vouchers are 
used to correct accounting 
distribution on posted and 
paid vouchers

Determine 
Required 

Maintenance

Adjust Voucher or 
Enter Journal 

Voucher
Approve VoucherSave Voucher

Receive and 
entry credit 
memo into FI$Cal
Correct 
distribution lines 
a paid and posted 
voucher 

AP Approver 1 
AP Approver 2

After voucher 
passes online 
edits, FI$Cal 
assigns a 
Voucher ID

Voucher is 
routed through the 
approval workflow 
process

AP Processor

Key Impacts

 The maintain voucher process is completed in FI$Cal.
 FI$Cal routes vouchers for approval workflow process.
 Relates the two vouchers to each other
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Voucher Entry Screenshot
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Voucher Screenshot (Header level)
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Voucher Screenshot 
(Invoice Line & Distribution Lines level)
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Approver: Approve Voucher

Voucher 
accounting entry 
data is Posted in 
the General Ledger 
(GL)

Voucher can be approved, 
denied, or pushed back
Vouchers are routed for 
approval based on workflow 
rules
Two approval levels per 
department

SCO AP Approver

Warrants only
Voucher can be 
approved, denied, or 
pushed back
Audit communications

Voucher Post
Department 

Approval SCO Approval

Key Impacts
 Approvals are electronic and based on workflow configured in FI$Cal
 Accounting entries are Debit: Expenditure and Credit: AP Liability. 
 Accounting entries are automatically recorded in the GL after vouchers are Approved or 

Posted.
 Tracks Audit Communications from SCO AP Approver
 Denied vouchers goes back to Originator. Pushed back goes back to Department Approver 2

AP Approver 1 
AP Approver 2

16



Voucher Approval Screenshot
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Payment Processor: Run Pay Cycle

System process 
creates accounting 
entries for all 
payment types

Department 
Payment 
Processor can 
schedule Voucher 
payment

 Issue payments 
from their Agency 
accounts
Department 
checks will print to a 
local printer

AP Payment Processor 

Review vouchers 
eligible for payment
 Identify any 
vouchers which 
should be placed on 
Hold

Payment Post 
ProcessRun Pay Cycle Approve Pay 

Cycle Create Payments

Key Impacts

 Departments have the ability to run pay cycle for departmental checks in FI$Cal
 Payments that generate a Warrant are initiated in FI$Cal and process/mailed by SCO.
 Pay Cycle details are entered through a Run Control, which is saved for future use.
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Run Pay Cycle Screenshot
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Payment Processor: Void/Stop Payments

 Initiate the cancellation 
process to stop payment 
for checks
The System restores 
encumbrance and 
reopen PO if payment is 
marked for Reissue 

Receive 
Cancellation 

Request

Void/Stop 
Payment

Run Voucher Post 
Process

Run Payment 
Post Process

Department 
Payment 
Processor can 
Void or Stop ORF 
payments

Cancelled 
payments – the 
System process 
creates 
accounting 
entries

Cancelled 
Voucher – the 
System process 
creates 
accounting 
entries

AP Payment Processor 

Key Impacts

 Department ORF checks can be cancelled, stopped or voided payments in FI$Cal.
 Departments will continue to stop payments on Warrants using Standard 435.
 FI$Cal restores encumbrance (if applicable) and updates accounting entries in the GL
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Void/Stop Payment Screenshot
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Vendor (Supplier) Processor: 1099 Reporting

 1099 Withholding:
 Only applicable to United States-based vendors
 1099 files are created at the end of each calendar year

 Vendors are marked as withholding applicable in the Vendor 
Management File (VMF) in FI$Cal.

 Voucher lines in FI$Cal are marked as subject to withholding.
 FI$Cal will capture 1099 information and generate a file that is sent 

to the Franchise Tax Board (FTB).  
 FTB will report to the Internal Revenue Service and print/mail 

1099s.  
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1099 Screenshot

Key Impacts

• Vendors (suppliers) are marked as withholding applicable in the VMF in FI$Cal
• 1099 Reports
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Demonstration Overview
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Change Impact Activity
 Description:

 A walkthrough with the FI$Cal team to assist departments to complete example 
change impacts

 Departments will have the understanding on how to complete the remainder of 
the tool on their own

 At your table, discuss how the FI$Cal business processes and related change 
impacts may affect your department

 Document three impacts in your BPW Change Impact Tool
 Roles:

 Facilitator – Helps lead the discussion with your department on the FI$Cal
business processes and change impacts

 Recorder(s) – Captures the department-specific impacts from the activity in your 
BPW Change Impact Tool

 Tool:
 Change Impact Tool – Excel document for departments to identify and document 

the changes in People, Process, Technology, and Communication that will arise 
from the implementation of FI$Cal business processes
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Next Steps
 Share BPW materials at your department 
 Complete the BPW Change Impact Tool 

 BUSN625: Identify Department-Specific Change Impacts
 Review with your FI$Cal CMO Department Readiness Coordinator

 Identify and work on updating internal department policies, 
processes, and documentation

 Prepare for:
 Role Mapping Workshop (TECH617) – Early March 
 Change Workshop (READ616) – Late May/Early June
 End-User Training (TRNG606) – May through July 
 User Support Labs (TRNG612) – August 
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Next Steps
 Role Mapping Workshop – Workshop to review the FI$Cal Role 

Mapping Template, answer any questions about the roles presented 
in BPWs, and begin assigning end-user roles.

 Change Workshop – Workshop to help prepare managers and 
supervisors for conversations with department end users on the new 
FI$Cal business processes and their FI$Cal end-user roles.

 End-User Training – Training for department end users that will 
need to use the System in their assigned FI$Cal end-user roles.

 User Support Labs – Sessions for end-users to bring real life 
examples to FI$Cal for transaction assistance from FI$Cal Subject 
Matter Experts.
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Question and Answer

FI$Cal Project Information:
http://www.fiscal.ca.gov/

or e-mail the FI$Cal Project Team at:
fiscal.cmo@fiscal.ca.gov
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