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Clearing a Salary Advance with an Employee’s Warrant 1.0

Supplemental Job Aid

Date: 7/28/2014 

Target Audience: Department AR Payment Processor, Department AR Payment Approver.

Purpose: This Supplemental Job Aid describes how a department should record a deposit of an Employee’s Warrant to offset a salary advance associated with the employee. Prior to this transaction, the salary advance should have been recorded within the Accounts Payable module in order to establish the Open Item Key salary advance balance for the employee.

Clearing a Salary Advance with an Employee’s Warrant:
Note: The following steps must be completed by the Department AR Payment Processor.


Step 1: After the employee’s warrant has been deposited into the department’s CTS Account, the department needs to record a deposit within the FI$Cal Accounts Receivable module.
· Navigate to: Accounts Receivable  Payments  Online Payments  Regular Deposit
Click on the Add a New Value tab. Enter or select the Deposit Unit (which is equal to the department’s Business Unit) and click the Add button.
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Step 2: On the Totals tab, the Deposit Header information should be entered. Select or enter values for the following fields:
· Accounting Date (represents the date of the Deposit)
· Bank Code: STATE
· Bank Account (represents the CTS Bank Account into which the receipt was deposited)
· Deposit Type: R (for Regular Deposit)
· Bank Deposit Number (represents the Bank Deposit Slip Number for the deposit)
· Control Currency: USD
· Identifier (represents the location code for the deposit)
· Control Total Amount (represents the total deposit amount)
· Count (represents the number of payments received within the deposit)

Note: In this example, there is one payment within the deposit; therefore, the Count field is populated with the number “1”. If there are multiple payments within the deposit, then the Count field will be populated with the number of payments within the deposit. 
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Step 3: Click on the Payments tab. The Payments page displays.
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Step 4: On the Payments page, enter or select values for the following fields to record payment details
· Payment ID (user-defined value)
· Accounting Date
· Amount
· Payment Method fields (represents the method of payment received; both should be Check in this case)
· Cash Type: ORF Cash
Select the Journal Directly checkbox in order to code this receipt as a salary advance payment. 
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Step 5: Click the Save button
Note: The Deposit ID field is populated once the deposit is saved. Once saved, the Deposit Unit, Deposit ID, and Payment ID should be communicated to the Department Accounts Receivable (AR) Payment Approver for final coding of the receipt.
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NOTE: The tasks the Department AR Payment Processor completes are now complete at this point. The next step(s) must be completed by the Department AR Payment Approver to enter the coding for the salary advance receipt.

Step 6: Navigate to: Accounts Receivable  Payments  Direct Journal Payments  Create Accounting Entries

On the Create Accounting Entries page, enter or select the Deposit Unit and Deposit ID fields, and then click the Search button. If multiple receipts exist within the deposit, select the Payment ID number for the appropriate salary advance payment.

Click the Search button. 
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Step 7: On the Accounting Entries page, enter or select values for the following fields to enter the coding information for the receipt: 
· GL Unit: Department’s Business Unit
· Line Amount: Negative Amount of the Receipt (since this line represents a credit to the salary advance)
· Approp Ref (if applicable)
· Fund: Departmental Fund (i.e. Fund that begins with “000000” followed by the Department’s CTS Account number)
· Enactment Year (if applicable)
· Account: 1301300 (represents a Salary Advances account)
· Alternate Account: 0000000000 (represents the default Alternate Account for the Salary Advances Account)
· Program (if applicable)
· Rptg Structure (if applicable)

NOTE: If necessary, scroll to the right using the scroll bar to enter/select ChartField information.
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Step 8: Within the Distribution Lines section, select the Journal Reference Information tab. Enter or select the Open Item Key for the salary advance. This number should come from the Open Item Key used on the Accounts Payable (AP) Voucher for the Salary Advance. 

NOTE: If necessary, the department can look up the Open Item Key by the Employee’s last name.

Click the Save button.
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Step 9: Click the ChartFields tab within the “Distribution Lines” section. Select the Lightning Bolt icon to create the cash offset accounting entry. When the cash accounting entry is generated, both accounting lines are unable to be edited.

Click the Save button.
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Step 10: Select the Complete checkbox for the payment. Click the Save button. The payment is saved and the Budget Check icon appears next to the Lightning Bolt icon.

[image: ] 



Step 11: Select the Budget Check icon for the payment to budget check the payment. 
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Once the process runs, the Budget Status of the receipt should be Valid.  The Budget Status field should display Valid.

Click the Save button to save the receipt.
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NOTE:
· If the warrant amount is greater than the salary advance amount within the Open Item Key, then an AP Voucher with an Agency Check referencing the Open Item Key for the employee should be generated to provide the employee with the remaining amount from the employee’s warrant. 
· The FI$Cal.029 Create an Employee Salary Advance Job Aid for initiating the Open Item Key balance may also be used to reduce the outstanding Open Item Key balance through an agency check back to the employee.
You have successfully cleared a Salary Advance with an employee’s warrant within the AR module.
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