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Creating Single Payment Voucher for Agency Trust Refunds 2.0

Supplemental Job Aid

Date: 07/19/2016

Revision History
	Date
	Version
	Location
	Update Description

	07/19/2016
	2.0
	Entire Document
	Transferred to new template, 9.2 updated screenshots, and changed ‘vendor’ to ‘supplier’. 




Target Audience: State Board of Equalization (BOE) AP Users (Agency Trust Refund Users)

Purpose: This Supplemental Job Aid can be used by the BOE Accounts Payable Processor to generate a Single Payment Voucher using the Agency Trust Account. 

Title: Creating a Single Payment Voucher for Agency Trust Refunds
In this example, we will create a single payment voucher and apply the manual payment using the Agency Trust Account.
Single Payment Vouchers can be used for refund payments, tax refunds, and confidential non-reportable payments. Each department must request that a Single Payment Supplier be established for each type of Single Payment Voucher. 
This Single Payment Voucher Number will be assigned only when it is known or anticipated there will be no other payments to the payee. The Single Payment Supplier Number is used ONLY for non-reportable payments.




Step 1: Navigate to the Add/Update Voucher page:
· Navigation: Main Menu  Accounts Payable  Vouchers  Add/Update Regular Entry
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Step 2: Click the Add a New Value tab; enter the Business Unit, and select the Voucher Style of the Single Payment Voucher. Select the appropriate Supplier using either the Supplier Name, Short Supplier Name, or Supplier ID. Press the Add button.
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Step 3: On the Single Payment Supplier page, enter the payee information and click the Save button.
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Step 4: On the Invoice Information page, enter the Invoice Number, Accounting Date, Invoice Date, Invoice Received, and Total. 
Select the Tax Exempt checkbox. 
Click the Payment Terms icon.
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Step 5: Update the “Payment Terms” by ensuring the Basis Date Type = User Date and Basis Date is the date the invoice was received.
Click the Back to Invoice link to go back to the invoice page.
[image: ]
Step 6: On the Invoice Information page, under the Invoice and Distribution Lines, enter the department specific Chartfield values.
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Step 7: On the Payments page, click the “Cash Type” drop down and select Agency Trust Cash type. Then scroll down to the Payment Option section and enter the corresponding bank account information.

Once complete, click Save.
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