[bookmark: _Toc290297540][bookmark: _Toc295861484][bookmark: _Toc308601435][bookmark: _Toc308606130][bookmark: _Toc308607165][bookmark: _GoBack]









FI$CAL BUSINESS PROCESS


Requisition to Check
AP2 – Enter and Process Vouchers
Enter Voucher
Process Voucher
Maintain Voucher
Upload Vouchers (Import and Build)










Table of Contents
1.	Business Process Overview	1
2.	FI$Cal System and Organizational Roles	1
3.	Enter, Approve and Process Direct Vouchers Process Steps Description	2
4.	Maintain Voucher  Process Steps Description	5
5.	Upload Vouchers (Import and Build) Process Steps Description	8
6.	Interfaces and Reports	9
7.	Interdependent Business Processes and/or Work Activities	10
8.	Governing Statute, Regulation and Policy	10
Appendix – Hyperlink to W1 AP2 Process Flow	11
Appendix – Hyperlink to Associated UPKs	11
Appendix – Hyperlink to FI$CAL Terms and Definitions	11
Appendix – Hyperlink to FI$Cal Job Aids	11



FI$Cal Business Process
AP2 – Enter and Process Vouchers





[bookmark: _Toc347930418][bookmark: _Toc400113896][bookmark: _Toc342477083][bookmark: _Toc346216914]Business Process Overview
The AP2 process (Enter and Process Vouchers) is part of the Requisition to Check end-to-end business process.



Enter and Process Vouchers encompasses all activities that are required to capture invoice data, generate a voucher, attach related documents, perform editing, perform approvals, perform budget checking, and perform voucher posting.
A voucher is an electronic transaction created in FI$Cal for the processing of vendor invoices, employee advances or adjustments, also previously referred to as a "claim schedule." Vouchers can be entered into FI$Cal by entering invoice data directly into the FI$Cal Accounts Payable (AP) module (Online), by using the spreadsheet upload process, or by using an inbound voucher interface. Online vouchers can be created using information from Purchase Order (PO) or receipt data.
The Enter and Process Vouchers process includes the following sub-processes:  Enter Vouchers, Upload Vouchers (Import and Build), and Maintain Vouchers.  It includes vouchers loaded from external sources including state systems, p-card vendor, direct transfers, etc.
[bookmark: _Toc400113897][bookmark: _Toc347930420]FI$Cal System and Organizational Roles 
	
SYSTEM ROLE
	
SCO DIVISION/ORGANIZATIONAL ROLE

	
	

	Department AP Processor 
	Requesting Division/Accounting Office

	Department AP Approver 1 
	Division Manager/Accounting Office

	Department AP Approver 2
	Accounting Office

	SCO AP Approver 1 
	Audits Office

	SCO AP Approver 2 
	Audits Office

	Department AP Maintainer 
	Accounting Office


[bookmark: _Toc400113898]Enter, Approve and Process Direct Vouchers Process Steps Description
The Enter Voucher sub-process includes online entry of voucher data from sources such as invoices, refund requests, and prepayment requests
1. Receives invoice from vendor: The Department AP Processor receives an invoice, refund request, prepayment request or another source.  An invoice is typically a type of payment request containing vendor data, invoice information, invoice date and invoice receipt date, special handling instructions, and certification statement.

2. Search VMF for existing vendor record: The Department AP Processor verifies if the vendor on the invoice is already in the VMF by performing a VMF search. This can be done within the initial voucher screen. 

3. Does vendor exist? 
a) If Yes: The Department AP Processor may continue processing the voucher.
b) If No: The vendor must be formally requested through the AP1- Enter and Maintain Vendors sub-process.
4. AP1 – Enter and Maintain Vendors:  This sub-process must be executed prior to moving forward with the creation of the voucher. Once the vendor has been added to the VMF, the Department AP Processor may move forward with the voucher creation.   
5. Related to Purchase Order ? 
a) If Yes: If the invoice received is related to a PO, Execute the AP4- Matching (Create PO Voucher) sub-process. Copy the PO/Receipt lines into the voucher. The Source Document section is used to copy information into the voucher from an existing purchase order (PO) or receipt in FI$Cal. This section will also be used when utilizing a template voucher.  
b) If No: The Department AP Processor may continue with voucher Creation
6. Enter/Update Voucher: The Department AP Processor enters the voucher header, line, and distribution information.  Each voucher has one header, that captures vendor, vendor invoice ID, address, payment terms, and relevant dates. There is a one-to-one relationship from voucher to vendor invoice.
The voucher line level captures the itemized invoice line information for a commodity, service, refund description, etc.  A voucher can have multiple voucher lines to one voucher header.  The voucher distribution line captures the accounting code line associated with the voucher line.  Each voucher line can have multiple voucher distribution lines.  Speedcharts may be used to default the accounting distribution (e.g., ChartFields) on voucher distribution lines and represent a quick entry for the account coding.
Note:  Once the “Add” button has been selected, the Accounting Date will default to the invoice date, but may be changed.  This date is also used to record the liability date. 
7. Attach supporting documentation:  Department AP Processor must attach the required documents processing the voucher (e.g., scanned invoices, receipts, and payment request forms). Per the State Administrative Manual (SAM), any documentation necessary for the State Controller's Office to perform their audit must be included with the voucher. If a contract must be referenced, it must also be attached to the voucher.  If a new contract is being used, a hard copy of the contract must be submitted to SCO Audits. 
 
Note: The Penalty of Perjury Certification must also be attached to the voucher prior to submitting for approval.

8. Save Voucher:  Once the voucher has been completed and saved by the Department AP Processor, the System will perform an online edit check to validate the accuracy of the voucher.  Edits include checking for valid and required values for certain data fields (combo-edit), and system calculation of payment due date.  

FI$Cal also performs a series of validation checks to verify that all fields have been completed correctly. Some of the validations that occur are:

· Duplicate invoice checking
· Verifying the existence of a Vendor ID
· Verifying the existence of an invoice date and Invoice ID
· Balancing header amounts against voucher line amounts for both transaction and base currency amounts
· Balancing voucher line amounts against distribution line amounts for both transaction and base currency amounts
· Verifying that the user ID that is approving the voucher is the same as the user who is signed in
· Validating accounting distribution field values and combinations, and error processing
· Validating the bank ID and bank account number

9. Edits passed? 
a) If Yes: If the online edits pass, the Voucher ID can then be assigned.
b) If No: The voucher is routed back to the Department AP Processor to update the voucher.  These corrections must be made prior to a voucher ID being assigned. 

10. Voucher ID assigned: The Assign Voucher ID step includes the assignment of a unique Voucher ID by the system when the voucher is successfully saved.

11. Run Budget Check: After being saved successfully, the voucher is "budget checked" against the entered ChartField combination to ensure there are enough funds to cover the payment. Budget checking is a batch process performed at regular intervals in FI$Cal. This process picks up saved vouchers that do not have a “Valid” budget status.

Note:  Any errors resulting from the budget check are displayed on the Error Summary tab of the voucher.
a) PO vouchers created and matched through the AP4 Matching (Integration with Procurement) sub process are ready to be budget checked and processed through the approval workflow. 
12. Voucher approval: Once the voucher has successfully run through the Budget Check and Matching (if necessary), 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.

13. Approved?
a) If Yes:  The voucher will be routed to the Department Approver 2.
b) If Push Back/Denied:  The voucher will be routed back to the Department AP Processor. 

14. Voucher approval: The Department Approver 2 will review the voucher and validate the voucher header, line and accounting charge information. The remit to address will also be verified.

15. Approved?: 
a) If Yes: The voucher will be routed to SCO AP Approver 1.
b) If Deny: The voucher will be routed back to the Department AP Processor.
c) If Push Back: The voucher will be routed back to the Department AP Approver 1.
16. Voucher audit: The SCO AP Approver 1 performs an audit to the voucher that includes the individual claim dollar amount and random audit criteria.
17. Approved?
a) If Yes: The voucher will be routed to the SCO AP Approver 2.
b) If Deny: The voucher will be routed to the Department AP Processor.
c) If Push Back: The voucher will be routed back to the Department AP Approver 2.
18. 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.
19. Approved?
a) If Yes:  The voucher can be posted.
b) If Deny:  The voucher is routed to the Department AP Processor.
c) If Push Back: The voucher is routed to the SCO AP Approver 1.
Note:  SCO Auditors 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 work-list for follow-up.
20. GL1 Create and Process Journals:  Once the voucher has passed all of the required approvals, the expenditures will automatically be posted to the General Ledger (GL).  
21. AP3 Process Payments:  Once the voucher has been posted to the GL, it may now be processed for payment.
Note: Expenditures will post to the GL prior to the payment being made.
[bookmark: _Toc400113899][bookmark: _Toc347930421]Maintain Voucher Process Steps Description
The Maintain Vouchers sub-process includes Voucher Delete, Voucher Close, Voucher Un-post, Adjustment Vouchers, and Journal Vouchers.  Each of these items affect vouchers already entered in the System.  Voucher mass maintenance is also available to delete, close, un-post, or replace fields on multiple vouchers at the same time.  An example of the voucher mass maintenance field replacement would be to put multiple vouchers on payment hold.
1. Voucher requires maintenance: The Department AP Supervisor/Maintainer makes the determination that the voucher requires maintenance.  Unpaid vouchers may be deleted, un-posted or closed.  Paid Vouchers may require an adjustment or Journal Voucher.

Note: Any changes to the voucher will re-launch the workflow and approvals. 

2. Select Required Maintenance:
a) Delete Voucher?
b) Un-post Voucher?
c) Close Voucher?
d) Adjust Voucher?
e) Journal Voucher?
3. Delete Voucher: When deleting vouchers in FI$Cal, only those vouchers that are eligible for deletion may be selected. Eligible vouchers include those that have not been posted or selected for payment. The voucher must not be associated with an existing debit memo adjustment voucher unless all related vouchers are deleted first.
If a voucher does not meet the selection criteria, it will not be available for selection.  Once a voucher has been selected for deletion, the SCO AP Supervisor/Maintainer verifies the voucher information and selects “Delete.”  Upon confirming the deletion, the voucher is marked as deleted in the database.  
When a voucher is deleted, it is no longer available for viewing, processing, or for use by any users on the system. However, the record of the voucher still exists as an audit trail. Voucher details can be viewed for the voucher on the Voucher Detail page, within the same page group and before saving the information on the Delete Voucher page.
a) Run Budget Check process: The Budget Check process is run to restore the deleted voucher amount to the budget. This completes the Delete Voucher process.
4. Un-post Voucher: For a voucher to be available for un-posting, it must meet the following criteria:
· The voucher must be posted
· The voucher cannot be selected for payment; partially or fully paid 
If a voucher does not meet the selection criteria, it will not be available for selection.
The Department AP Supervisor/Maintainer must un-post a voucher in order to update distribution line information that has already been posted.  Once the voucher has been selected to be un-posted, the Department AP Supervisor/Maintainer can indicate the accounting and reversal accounting dates before selecting “Unpost.”  Upon confirming the un-post, the accounting entries posted to the voucher accounting entry tables are reversed.  The voucher can be modified and re-posted.  The Journal Generator is then run to sync with General Ledger.  Vouchers from a closed period cannot be un-posted.  The use of the “unpost” functionality for a single voucher or multiple vouchers (Voucher mass maintenance) is under review. 
Note: If a voucher is un-posted, there is a risk that most fields on the voucher can be modified.  For example, after a voucher has been posted but not paid, it is determined that the voucher has incorrect accounting distribution information.  The voucher is then un-posted to correct the information.
5. Close Voucher: For a voucher to be available for closing, it must meet the following criteria:
· The voucher must be posted
· The voucher must not be matched, selected for payment, or paid
If a voucher does not meet the selection criteria, it will not be available for selection.
A voucher should be closed when it is determined the remaining liability to be “written off” the vendor balance and the voucher is considered complete.  To close the identified voucher, the Department AP Supervisor/Maintainer checks the “Mark for Closure” checkbox.  Non-PO vouchers will then close.  Initially, if the voucher is a PO voucher, the Department AP Supervisor/Maintainer will have the option to un-match the voucher. The System will not undo matching if an associated partial payment exists. In this case, reversing accounting entries will be created.  For example, after a voucher has been posted, it is determined that accounting distribution information on the voucher is incorrect.  The difference between close and delete is that in close, the voucher has been posted.  A voucher cannot be un-posted and then deleted.
a) Run Voucher Post process: The Voucher Post Application Engine process (AP_PSTVCHR) is run after performing the Close Voucher step.  The process creates the closure accounting entries.  For PO vouchers, the process also updates the PO and the receiver matches statuses to Partial and unmatches any matched items.  
6. GL1 Create and Process Journals: The Journal Generator is run to sync un-posted vouchers and closed voucher with the General Ledger.
7. Adjustment Voucher: The Enter Adjustment Voucher step describes the ability of the Department AP Processor to create an adjustment Voucher as a means to adjust existing vouchers.  The Department AP Processor will select the Adjustments Voucher style when creating a new voucher.  The Department AP Processor can use the Copy to Voucher option to copy the entire voucher or copy individual voucher lines from the Voucher Worksheet page.  The Department AP Processor will then enter positive or negative adjustment lines, as appropriate, and save the voucher.  Once the voucher passes online edits, a Voucher ID is assigned.  An example of an Adjustment Voucher is a credit memo that is associated to the original voucher or using a voucher that has already been paid or completed.
Journal Voucher: The Enter Journal Voucher is when the Department AP Processor creates a Journal Voucher to adjust accounting entries for vouchers that have been posted and paid and for vouchers payments that have been posted.  The Department AP Processor will select the Journal Voucher as the voucher style when creating a new voucher.  The Department AP Processor will then enter the new distribution lines, link the related voucher (original), add additional voucher information as appropriate, and save the voucher.  Once the voucher passes online edits, a Voucher ID is assigned.  For example, the need of a Journal Voucher is after a voucher has been posted and paid; it is then determined that the voucher has incorrect accounting distribution information.  A Journal Voucher is created to correct the information.  The net cash effect is zero.

[bookmark: _Toc400113900]Upload Vouchers (Import and Build) Process Steps Description
The Upload Vouchers (Import and Build) sub-process includes the receipt of vouchers from external systems utilizing a standard file format and will be imported through the Voucher Build process.  This process receives the inbound voucher data, pre-edits, and builds the voucher staging tables, edits, and loads the voucher tables.
1. Voucher data received:  The Receive Inbound Voucher Data step includes receiving voucher data from external systems and modules.  A file with voucher data will be received from the Utility Account Database and will be interfaced into Accounts Payable (AP).  Accounts Receivable (AR) refund voucher data will originate from the AR module.  Voucher data is received from P-Card detail transactions processed through the purchasing module.
2. Data loaded into Staging Tables:  The Load Inbound Voucher Data step includes retrieving the invoice data from the source system and loading the voucher data into staging tables.  The data goes through a pre-edit process where certain fields are validated, such as Business Unit, Vendor, Vendor location, Vendor address; Invoice ID, Invoice Date, Voucher Lines, and Distribution Lines.  
3. Run Voucher Build process:  The Run Voucher Build process includes performing voucher edits that determine default values to populate in the voucher tables; balancing voucher header, lines, and distribution lines; and calculating payment due date.  Vouchers that pass the edit process are set to a “Postable” status. A Voucher ID is also assigned to vouchers that pass the edit process.
4. Pre-Edit errors?
a) If Yes: An Error File is created for the FI$Cal AP Maintainer to review and coordinate any necessary corrections
b) If No: Vouchers that pass the pre-edits move on to the Voucher Build process

5. Error Report: As a result of the build process, an error report will generate. Vouchers that fail the voucher edit process are set to a “recycle” status.
6. Vouchers with Recycle Status?
a) If Yes: The Department AP Maintainer make corrections.
b) If No: The vouchers are ready for workflow approval
7. Make corrections as needed:  The Department AP Maintainer reviews errors for vouchers in a “recycle” status.  The voucher Build Error Detail page is used to review the Voucher Build process errors.  This page displays header errors, miscellaneous charge errors, invoice line errors, and scheduled payment errors.  The voucher then goes back to FI$CAL AP Maintainer (see above step #3 in Upload Vouchers)
8. Voucher routed for approval: Once the errors are corrected online, the voucher is then ready for approval by the Department AP Approver 1 in the Enter Voucher process.
[bookmark: _Toc400113901]Interfaces and Reports
	Name
	Purpose
	Interface
	Report

	INFAP006 – Phone Bills 
	Upload Invoice information for automatic Voucher creation in FI$Cal
	
	

	Outstanding Vouchers 
	Allows you to monitor outstanding Vouchers that have not been budget checked, approved, or paid.
	
	

	Match Exception by User ID 
	Monitors Match Status of Vouchers by User ID
	
	

	Posted Voucher Listing
	Lists all posted Vouchers for a specified business unit and date range
	
	



[bookmark: _Toc400113902]Interdependent Business Processes and/or Work Activities
[bookmark: _Toc347930438]Interdependency exists among the following (business process/business processes/activities within the following business process:  
Pre-requisite business processes:
· ePro3 – Create and Approve Requisitions (May be Prerequisite)
· PO2 – Manage Purchase Orders (Prerequisite)
· PO3 – Receive Goods and Services (Prerequisite if for PO)
· AP1 – Enter and Maintain Vendors (May be Prerequisite)
· AP4 – Matching (Prerequisite if for PO)

Succeeding business processes:
· AP3 – Process Payments
[bookmark: _Toc400113903]Governing Statute, Regulation and Policy
	[bookmark: _Toc340072078][bookmark: _Toc342477111][bookmark: _Toc346216943]Governing Authority
	Identifier
	Description

	California Code of Regulations (CCR)
	CCR Title 2, Div 2, Chpt 1, Articles 3 & 7
	These Regulations describe the presentation of claims to the Controller and claim invoice requirements.

	Government Code (GC)
	GC Section 17000
	This GC section requires the Controller to print the fund number on each warrant (the fund from which it is drawn).

	Government Code (GC)
	GC Section 17093
	This GC section requires the Controller to issue a duplicate warrant if the original warrant is lost or destroyed.

	State Administrative Manual (SAM)
	Sections 7800, 7900,
8000, 8100, 8400
	These SAM sections refer to policies that reference the Accounts Payable function.




[bookmark: _Toc388964153][bookmark: _Toc400113904]Appendix – Hyperlink to W1 AP2 Process Flow
 AP2 Process Flow
[bookmark: _Toc400113905]Appendix – Hyperlink to Associated UPKs
AP102 – Voucher Processing UPK W1
AP201 – Voucher Workflow UPK W1
AP301 – Accounts Payable Maintenance UPK W1
[bookmark: _Toc390244773][bookmark: _Toc390769558][bookmark: _Toc400113906][bookmark: _Toc389315202]Appendix – Hyperlink to FI$CAL Terms and Definitions
FI$Cal Terms and Definitions
[bookmark: _Toc400113907]Appendix – Hyperlink to FI$Cal Job Aids
Supplemental Job Aids and Training Tips
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