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[bookmark: _Toc347930418][bookmark: _Toc402251799][bookmark: _Toc342477083][bookmark: _Toc346216914]Business Process Overview
The ORF (Enter Regular Vouchers) process is part of the Requisition to Check end-to-end business process.


A Regular Voucher is used for entering both non-PO Vouchers and PO related Vouchers. This is the default Voucher style in FI$Cal. The Regular Voucher style will be used for ORF replenishment from SCO as well as salary advances to employees.  Office Revolving Fund (ORF) is a Cash Type that is used for payment of compensation earned, traveling expense advances, or where immediate payment is otherwise necessary. 
SCO replenishment occurs through creation of a Regular Voucher. In this procedural documentation, it will guide us the understanding of ORF replenishment. 
ORF replenishment will occur differently depending on the type of ORF transaction generated: 
For advanced or prepayments to a vendor, replenishment will occur through the creation of a Regular Voucher. A Regular Voucher is entered (can be created right after the prepaid Voucher is complete). This Voucher goes through budget checking, departmental and SCO approval. Once SCO approves the Voucher, the amount is replenished by SCO into the department bank account via FI$Cal.
For travel advances, a Regular Voucher will be created to record the expenditures and replenish the ORF account. The employee submits receipts documenting actually expenses incurred. A Regular Voucher is created to capture employee expenditures as they are submitted. Each Regular Voucher goes through budget check, departmental and SCO approval (for Non-CalATERS). Amounts are replenished based on the amount of expenditures. Employees can submit a personal check to offset the remaining balance of the advance. 
For salary advances, the payroll check to the employee from SCO will be recorded as a deposit in the Accounts Receivable (AR) module, using the employee's Open Item key. Any difference in the amount will be issued to the employee via a Regular Voucher. A Regular Voucher is created to issue the salary advance. A payroll check is issued to the employee and delivered to the department accounting office for deposit. Departments record the deposit in AR and Open Item Key for the employee. Any difference is calculated manually outside of FI$Cal and a Regular Voucher is created to issue any difference owed to employee. 
Open Item accounting will be used to facilitate recovery payments for salary advances using Open Item Key ChartField. Refer to AR4 Deposit and Adjust Payments for recovery on Salary Advance. 
[bookmark: _Toc402251800][bookmark: _Toc347930420]FI$Cal System and Organizational Roles

	
SYSTEM ROLE 
	
ORGANIZATIONAL ROLE

	
	

	Department AP Processor
	Accounting Office

	Department AP Approver 1 
	Division Manager

	Department AP Approver 2
	Accounting Office

	SCO AP Approver 1
	Audits Office

	SCO AP Approver 2
	Audits Office

	CalATERS
	

	FI$Cal
	





[bookmark: _Toc402251801]Enter ORF Regular Voucher (Non-CalATERS ORF Replenishment) Process Steps Description
Departments will create Regular Vouchers to offset prepaid Vouchers and record the expenditures. Departments replenishments are processed in FI$Cal. Expenditures are recorded using a Regular Voucher and an expenditure account is entered on the Distribution Line. Though these Regular Vouchers, advanced amounts are recovered and recorded against the Prepaid Voucher until the enter amount is liquidated.
1. [bookmark: _Toc395011076][bookmark: _Toc395096823][bookmark: _Toc402251802]Enter Regular Voucher:  A Department AP Processor will enter a regular as a normal warrant pay type in FI$Cal to record expenditures.
2. [bookmark: _Toc395011077][bookmark: _Toc395096824][bookmark: _Toc402251803]Manually apply any outstanding advances – For Wave 1, automatic recovery is off. The system does not automatically match the Regular Voucher to the prepaid Voucher. The Department AP Processor will need to manually apply any outstanding advances on the attribute page of FI$Cal. If a manual entry is not performed,[the system?] will cut the warrant. Click the Voucher Attributes tab and in the Prepayment section and select “Automatically Apply Prepayment checkbox.”
[bookmark: _Toc395011078][bookmark: _Toc395096825][bookmark: _Toc402251804]Note: In the Attribute page, apply prepayment with a payment reference. The payment reference is your ORF check number. 
3. [bookmark: _Toc395011079][bookmark: _Toc395096826][bookmark: _Toc402251805]Attach supporting documentation: A Department AP Processor will attach supporting documentation for Audits’ approval. Documents required for processing the Voucher must be attached (e.g., scanned invoices, receipts, and payment request forms). Per the State Administrative Manual, any documentation necessary for the State Controller's Office to perform their audit must be included with the Voucher.
[bookmark: _Toc395011080][bookmark: _Toc395096827][bookmark: _Toc402251806]Note: It is important for the Voucher to have documentation attached, otherwise, it will be denied by SCO AP Approvers.
4. [bookmark: _Toc395011081][bookmark: _Toc395096828][bookmark: _Toc402251807]Save Voucher – The Department AP Processor will save the completed Voucher. Once the Voucher has been completed and saved, the system will perform an online edit check to validate the accuracy of the Voucher.  
5. [bookmark: _Toc395011082][bookmark: _Toc395096829][bookmark: _Toc402251808]Edits passed? After saving the Regular Voucher, an internal validation process is run in FI$Cal. Edits include checking for valid and required values for certain data fields, and system calculation of payment due date. It will also validate that the invoice is not a duplicate.
a) [bookmark: _Toc395011083][bookmark: _Toc395096830][bookmark: _Toc402251809]If Yes: If the online edits pass, the Voucher ID can then be assigned.
b) [bookmark: _Toc395011084][bookmark: _Toc395096831][bookmark: _Toc402251810]If No: The Department AP Processor will need to update the Voucher.  These corrections must be made prior to a Voucher ID being assigned.
6. [bookmark: _Toc395011085][bookmark: _Toc395096832][bookmark: _Toc402251811]Voucher ID assigned - Upon saving the Voucher, FI$CAL assigns the next available Voucher ID. The Assign Voucher ID step includes the assignment of a unique Voucher ID by the System when the Voucher is successfully saved.

7. [bookmark: _Toc395011086][bookmark: _Toc395096833][bookmark: _Toc402251812]Run Budget Check – The Department AP Processor will “Run Budget Check.” FI$Cal performs a budget check and validates the correct funds are being used. The Voucher will be "budget checked" against the ChartField combination entered to ensure there are enough funds to cover the payment. The budget checking process is a batch process performed within FI$Cal at regular intervals. This process will pick up any saved Vouchers that do not already have a Budget Status as "Valid."

Note:  Any errors as a result of the budget check will be displayed on the Error Summary tab of the Voucher.

8. [bookmark: _Toc395011087][bookmark: _Toc395096834][bookmark: _Toc402251813]Regular Voucher approval: Once the Voucher has successfully passed the Budget Check, the Voucher is automatically routed to the Department AP Approver 1 for approval. The Department Approver 1 will review the Voucher and validate the Voucher Header, Line and Accounting Charge information. The Remit to address will also be verified.
9. [bookmark: _Toc395011088][bookmark: _Toc395096835][bookmark: _Toc402251814]Approved?
a) [bookmark: _Toc395011089][bookmark: _Toc395096836][bookmark: _Toc402251815]If Yes: The Regular Voucher is routed to Department AP Approver 2.
b) [bookmark: _Toc395011090][bookmark: _Toc395096837][bookmark: _Toc402251816]If Push Back/denied: A denial notification is sent to the Department AP Processor with the reason for denial. 
10. [bookmark: _Toc395011091][bookmark: _Toc395096838][bookmark: _Toc402251817] Regular Voucher approval: Once the Approved Voucher is workflow to Department AP Approver 2, the Department AP Approver 2 will review the Voucher and validate the Voucher Header, Line and Accounting Charge information. The Remit to address will also be verified.
11. [bookmark: _Toc395011092][bookmark: _Toc395096839][bookmark: _Toc402251818] Approved?
a) [bookmark: _Toc395011093][bookmark: _Toc395096840][bookmark: _Toc402251819]If Yes: The Regular Voucher is routed to SCO AP Approver 1 for approval. 
b) [bookmark: _Toc395011094][bookmark: _Toc395096841][bookmark: _Toc402251820]If Deny: The Voucher will be routed back to the Department AP Processor. A denial notification is sent to Department AP Processor with the reason of denial. Deny returns the Voucher back to originator of the Voucher. 
c) [bookmark: _Toc395011095][bookmark: _Toc395096842][bookmark: _Toc402251821]If Push Back: The Voucher will be routed back to the Department AP Approver 1. Push back is routing back one level of approval. 

12. [bookmark: _Toc395011096][bookmark: _Toc395096843][bookmark: _Toc402251822] SCO Pre-payment Audit and Review: Approved Vouchers are workflowed to SCO AP Approver 1 for approval. SCO AP Approver 1 will perform a pre-payment audit to confirm the correctness, legality, and sufficient provisions of law for payment.
13. [bookmark: _Toc395011097][bookmark: _Toc395096844][bookmark: _Toc402251823] Voucher audit: SCO AP Approver 1 audits Vouchers. The SCO AP Approver 1 will perform an audit to the Voucher that includes the individual claim dollar amount and random audit criteria.
14. [bookmark: _Toc395011098][bookmark: _Toc395096845][bookmark: _Toc402251824] Approved?
a) [bookmark: _Toc395011099][bookmark: _Toc395096846][bookmark: _Toc402251825]If Yes: The Voucher is routed to The SCO AP Approver 2
b) [bookmark: _Toc395011100][bookmark: _Toc395096847][bookmark: _Toc402251826]If Deny: The Voucher is routed to the Department AP Processor
c) [bookmark: _Toc395011101][bookmark: _Toc395096848][bookmark: _Toc402251827]If Push Back: The Voucher is routed back to Department AP Approver 2 
15. [bookmark: _Toc395011102][bookmark: _Toc395096849][bookmark: _Toc402251828] Voucher audit: The SCO AP Approver 2 will perform an audit to the Voucher that includes the individual claim dollar amount and random audit criteria.
16. [bookmark: _Toc395011103][bookmark: _Toc395096850][bookmark: _Toc402251829] Approved?
a) [bookmark: _Toc395011104][bookmark: _Toc395096851][bookmark: _Toc402251830]If Yes: The Voucher can be posted.
b) [bookmark: _Toc395011105][bookmark: _Toc395096852][bookmark: _Toc402251831]If Deny: The Voucher is routed back to the Department AP Processor. 
c) [bookmark: _Toc395011106][bookmark: _Toc395096853][bookmark: _Toc402251832]If Push Back: The Voucher is routed to the SCO AP Approver 1. 
Note:  Approvers also have the option to place a Voucher on Hold.  A notification will be sent to the Department AP Processor for action or further clarification.  The Voucher remains in the Approver’s worklist for follow-up.
17. [bookmark: _Toc395011107][bookmark: _Toc395096854][bookmark: _Toc402251833] Voucher posted: Once the Voucher has passed all of the required approvals, the expenditures will automatically be posted to the General Ledger (GL).  
18. [bookmark: _Toc395011108][bookmark: _Toc395096855][bookmark: _Toc402251834] Execute AP3 - Process Payments: Once the Voucher has been posted to the GL, it may now be processed for payment.
19. [bookmark: _Toc395011109][bookmark: _Toc395096856][bookmark: _Toc402251835] ORF replenishment will be internal transfer.
[bookmark: _Toc402251836][bookmark: _Toc347930421]Enter ORF Regular Voucher (CalATERS ORF Replenishment) Process Steps Description
The CalATERS will continue to issue ORF replenishment check as they do now.  There will not be any change. The departments will receive their warrant in the mail and manually deposit the warrant as they do now.
1. [bookmark: _Toc395011111][bookmark: _Toc395096858][bookmark: _Toc402251837]Submit Approved Travel Claims: Departments using CalATERS will submit Approved Travel Claims.
2. Expenditure File INFAP012: The CalATERS Expenditure interface sends FI$Cal CalATERS data resulting in a Voucher. The interface records travel claim expenditures and related payment information (i.e. payment ID number and issue date). CalATERs Expenditure Data is interfaced into FI$Cal via the AP Voucher Build Process. 
3. FI$Cal runs vendor match with the VMF and Voucher build. The AP Voucher build process will convert the transactions into an individual Regular Voucher.
A Voucher from FI$Cal requires a vendor record. If an employee is not on the employee table, the record for the employee will be placed in “recycle” status. This will allow the agency to request to add a record to the employee table. The agency will need to request to add a record to the employee table. Once the file is committed, the employee vendor file can rerun and should populate in the VMF. 
4. FI$Cal post expenditure and payment information as entries in the GL. The Vouchers are processed and posted to the GL. The Voucher will post the expenditure and payment information. These are not subject to approvals and are just entries to the GL.
[bookmark: _Toc402251838]Interfaces and Reports
	Name
	Purpose
	Interface
	Report

	CalATERS Expenditure Details (INFAP012)
	The CalATERS Expenditure interface sends FI$Cal CalATERS data resulting in a Voucher. The interface records travel claim expenditures and related payment information.
	
	

	Unreimbursed ORF Payments Report
	The Unreimbursed ORF Payments report allows you to monitor and review all ORF payments from CTS accounts that have not been replenished. 
	
	

	Open Prepayments report
	The Open Prepayments report lists the Prepaid Vouchers that have not yet been fully reimbursed. 
	
	


[bookmark: _Toc402251839]Interdependent Business Processes and/or Work Activities
Business processes are often completed in several steps. These steps are also referred to as work activities, which are typically completed in predetermined order. Work activities can run sequentially or in parallel. Individual activities be organizationally distributed. Usually, the work activities of a business process are interdependent. This interdependency is created by the interaction of all the activities belonging to a business process that pursue one common goal.
Interdependency exists among the following business processes:
Pre-requisite Business Processes:
· AP2 Enter and Process Vouchers

Succeeding Business Processes:
· [bookmark: _Toc395011114][bookmark: _Toc395096861][bookmark: _Toc402251840]AP3 – Process Payments


[bookmark: _Toc340072078][bookmark: _Toc342477111][bookmark: _Toc346216943][bookmark: _Toc402251843]Appendix – Associated Process Flow Diagram
	ORF Process Flows 
[bookmark: _Toc402251847]Appendix – Associated UPKs
	AP102 – Voucher Processing
AP103 – Office Revolving Fund Processing
	AP302 – Processing Payments
[bookmark: _Toc402251851]Appendix – FI$Cal Terms and Definitions
	FI$Cal Terms and Definitions 
[bookmark: _Toc402251853]Appendix – Associated Job Aids 
	Supplemental Job Aids and Training Tips
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