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Target Audience: Department AP Processor, Department AP Pay Cycle Processor

Purpose: This Supplemental Job Aid provides the Department AP Processor instructions for reviewing vouchers created for California Automated Travel Expense Reimbursement System (CalATERS) Travel Advances and Expenditures. This Supplemental Job Aid also provides the Department AP Pay Cycle Processor the instructions for paying CalATERS Travel Advances and viewing the resulting checks.

Note:  Employees must first be set up as Suppliers before CalATERS-related vouchers can be created in FI$Cal.  See Job Aid FI$Cal.012 Creating an Employee Supplier.
Non-employees must also be set up as Suppliers and require a STD. 204.  See Job Aid FI$Cal.205 Adding a Supplier.




Title: Process and Review CalATERS Transactions and Review CalATERS Travel 
Part 1: Advances and Expenditures:
In this example we will review vouchers for CalATERS Travel Advances as a Department AP Processor and print the advances as a Department AP Pay Cycle Processor.
Step 1: Navigate to the Voucher Inquiry page:

Navigate to Main Menu  Accounts Payable  Review Accounts Payable Info  Vouchers  Voucher
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Step 2: On the Voucher Inquiry page in the Search Criteria section, enter the following information:
· In both of the Business Unit fields, enter your Business Unit
· In the Accounting Dt fields, for the date range you are searching, enter the minimum date in the From column and the maximum date in the To column 
· In the Origin Set ID field, enter “STATE”
· In the Origin field, enter “TAV” to indicate a Travel Advance from CalATERS
Click Search
[image: ]

At this point, notice that the Voucher Inquiry Results section lists the vouchers for Travel Advances beginning with “TAF” in the Invoice Numbers column.  





Step 3: In the Voucher Inquiry Results section, click on the Show All Columns icon next to the Vendor Details tab to show more details for each search result.
Note: Users will have the ability to click the Download icon to download the voucher inquiry results into an Excel spreadsheet. 
[image: H:\Job Aids\bm89.PNG]

Step 4: To view Travel Expenditures, return to the Search Criteria section and enter values in the Business Unit, Accounting Dt, and Origin Set ID fields. Enter “EXV” in the Origin field to indicate Travel Expenditures from CalATERS. 
Click Search. 
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At this point, notice that the Voucher Inquiry Results section lists the vouchers for Travel Expenditures with Invoice Numbers beginning with “TEA”.



Step 5: To view a CalATERS voucher, note the Business Unit and Invoice Number. 
Navigate to the Voucher Inquiry page:
· Navigate to Main Menu  Accounts Payable  Vouchers  Add/Update  Regular Entry
· Click the Find an Existing Value tab.
· Enter values in the Business Unit and Invoice Number fields and click Search.
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The Summary page of the specified voucher will display.
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Part 2: Paying CalATERS Travel Advance Voucher
In this example, we will pay a CalATERS Travel Advance as a Department Pay Cycle Processor. If the voucher details are unknown, use the previous example to research the specific Business Unit, Voucher ID, and/or Invoice Number.
Step 1: Navigate to the Add/Update POs page:
· Navigate to Main Menu  Accounts Payable  Payments  Pay Cycle Processing  Payment Selection Criteria
On the Find an Existing Value tab, enter the Pay Cycle and click Search
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Step 2: Validate the following parameters so that the relevant voucher(s) can be selected by the Pay Cycle.
· Pay From Date: Starting date of the Pay Cycle 
· Pay Through Date: Ending date of the Pay Cycle 
Note: Be sure that the voucher’s Scheduled Due Date falls within this Pay Cycle date range. Research this using the previous example.
· Payment Date: Issue date on the check’s remittance advice
· Next Pay Through Date: Next expected pay through date
· Next Payment Date: Next expected payment date
Note: Next Pay Through Date and Next Payment Date must be greater than the Pay Through Date and Payment Date
At this point, notice the Increment and Decrement buttons. These can be used when opening the Pay Cycle each day to increase or decrease the Pay Cycle Selection Dates by the specified interval. 
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Step 3: Click the Source / BU tab to confirm the relevant source and Business Unit parameters are set:
· “VCHR” is populated in the Source Transaction field to pay Accounts Payable vouchers.
· Your Business Unit is populated in the Business Unit field.
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Step 4: Click the Bank / Method tab and then the View All link to confirm the relevant bank accounts are set.
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Step 5: Click the Dates tab and then click the Pay Cycle Manager link.
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Step 6: Select “PSUNX” in the Server column for the Payment Selection process and click the Process button. 

[image: ]

Step 7: The Pay Cycle Status will change to Running. Click the Refresh button
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Click the Refresh button until the Pay Cycle Status changes to Selected and vouchers are selected for payment.

Note: If the Pay Cycle Status changes to No Work and no vouchers are selected, there may not be vouchers that are ready to be paid or the payment selection criteria set in previous steps do not match with vouchers that are ready for payment.
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Step 7: Click the Details link (shown above) for viewing the vouchers selected by the Pay Cycle. On the Pay Cycle Details page, click Search to display the selected vouchers.
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Step 8: If Travel Advances are available (like this example), payments beginning with “TAF” in the Invoice Numbers column will display in the Pay Cycle Details section.

Choose the following actions for each payment: 
· Exclude: Removes the payment from Pay Cycle so that it does not get paid.
· Hold: Places the payment on hold. The payment will not be selected by a Pay Cycle until the hold is released.
· Hold & Separate: Places the payment on hold and separates the payment from any payments that are to be paid to the same vendor from the same bank account and payment method.
· None: No action is taken and the payment remains in the Pay Cycle to be paid.
· Separate: Marks the payment to be paid separate from the other payments in the Pay Cycle so that the payment has its own remittance advice and check.
Note: Prepaid and Single Payment Vouchers must use the action of Separate if they are to be paid by the Pay Cycle.

Click the Save button. Click the Pay Cycle Manager link after saving.
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Step 9: In this example, all payments except one are excluded so the Pay Cycle is ready to pay one payment.

Select “PSUNX” in the Server field for the Payment Creation process and click the Process button. 
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Step 10: In the Pay Cycle Results section, select “PSUNX” in the Server Name column and “Web” in the Output Type column for the Print Checks process. Click the Process button to the Print Checks.
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Step 11: The Pay Cycle Results Description should change to Confirm Check References.  Click the Process button.
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Step 12: The Payment Reference page will display.  Click the Search button to display the generated Check numbers.  
This page is used to confirm the Check numbers (Reference ID). If applicable, the user can renumber the Check numbers here to match Check stock
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Step 13: If the Check numbers in the Reference column are the desired Check numbers, click the Confirm All button, click Save, and click the Pay Cycle Manager link.  Continue to step 14.
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If the Check numbers in the Reference column do not match the user desired Check numbers:
a. If all Check numbers need to be renumbered, click the Renumber All button and enter in the starting Check number and click OK.  All the Check numbers in the Reference field will be renumbered starting at the inputted starting Payment Reference.





















b. If only a portion of the Check numbers need to be renumbered, the user can directly update the corresponding Check number in the Reference field













Once all edits to the Check numbers are finished, click the Confirm All button, click Save, and click the Pay Cycle Manager link.
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Step 14: Pay Cycle will notify you that the Pay Cycle status has changed.  Click OK.
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Step 15: The Pay Cycle Status will change to Completed. The Pay Cycle is complete and ready to create more payments.
[image: ]


If the Check numbers were renumbered, skip to Step 16.
Step 16: Since the Check numbers were renumbered, the user will have to regenerate the check PDF’s with the updated Check numbers.
Click the Recreate button.
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Step 17: Click the checkbox in the Select column, choose Re-Print using same reference, select PSUNX, and click the Process button. 
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Step 18: The Pay Cycle Manager will appear.  Click the Process button by Print Checks to regenerate the Check PDF’s

[image: ]
Step 19: Click the Process button by Confirm Check References
[image: ]
Step 20: click search button 
[image: ]
Step 21: The Check numbers should not need renumbered as they were renumbered in the previous steps.  Click the Confirm All button, click Save, and click the Pay Cycle Manager link.
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You have successfully completed the Pay Cycle Process.  













Step 22: Navigate to the Report Manager page:
Navigate to Main Menu  Reporting Tools  Report Manager
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Step 23: Click the Administration tab and click the report link in the Description column beginning with “APY2021X1.”

[image: ]
















A PDF of the Check for the Travel Advance is displayed for printing and/or saving.
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You have completed the Department AP Processor instructions for reviewing vouchers created for California Automated Travel Expense Reimbursement System (CalATERS) Travel Advances and Expenditures Department AP Processor. You have also completed the Department AP Pay Cycle Processor instructions for paying CalATERS Travel Advances and viewing the resulting checks
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