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









FI$Cal BUSINESS PROCESS


Requisition to Check
AP3 Process Payments
Run Pay Cycle - Checks










Table of Contents
Table of Contents	i
1.	Business Process Overview	1
2.	FI$Cal System and Organizational Roles	1
3.	Run Pay Cycle Checks Process Steps Description.	1
4.	Interfaces and Reports	2
5.	Interdependent Business Processes and/or Work Activities	2
6.	Governing Statute, Regulation, and Policy	3
Appendix	4
Associated Process Flow Diagram(s)	4
FI$Cal Terms and Definitions	4
Associated Job Aid(s)	4
Associated UPK(s)	4

		FI$cal Business Process
AP3 – Process Payments
Run Pay Cycle Checks

i

[bookmark: _Toc347930418][bookmark: _Toc400710772][bookmark: _Toc416176560][bookmark: _Toc342477083][bookmark: _Toc346216914]Business Process Overview
The AP3 (Run Pay Cycle Checks) process is part of the Requisition to Check end-to-end business process.
The purpose of the Run Pay Cycle is to provide the knowledge necessary to process payments in FI$Cal. Payments are processed in FI$Cal by the Pay Cycle Process. Pay Cycle can be run when needed to generate check payments within the department (for immediate needs, travel advances, or salary advances).
[bookmark: _Toc400710773][bookmark: _Toc416176561][bookmark: _Toc347930420]FI$Cal System and Organizational Roles

	<BP ID PROCESS TITLE>

	SYSTEM ROLE
	ORGANIZATIONAL ROLE OR ASSIGNMENT

	Department Pay Cycle Processor
	Accounting Office

	Department Maintainer
	Accounting Office


[bookmark: _Toc395262025][bookmark: _Toc400710774][bookmark: _Toc416176562]Run Pay Cycle Checks Process Steps Description.
One can generate a check payment from your department’s ORF funds by running the process in FI$Cal. 
In order for a voucher to be picked up for Pay Cycle at the department level, it must meet the following criteria:
· The Voucher must have passed budget check.
· The Voucher must have passed approval from Account Payable (AP) Approver 1 and Approver 2.
· The Voucher must have been posted by the Batch Processor. 
Step:
1. Run Pay Cycle Payment Selection: To generate a check payment from you department’s ORF funds. The Department Pay Cycle Processor will navigate to the Payment Selection Criteria Page to search and select the Pay Cycle value for your department from Look Up Pay Cycle search box. Add information such as the Dates and Source/BU. Click on the Bank/Method tab and update the Set Id, Bank, and Department Account field and selecting “General ORF” account for the departmental Pay Cycle. Save information to continue. The Pay Cycle selections have been saved and are ready to run.

2. Errors: If errors were made, the Pay Cycle Processor has the ability to reset the Pay Cycle prior to payment creation.  
If Yes: Review and Resolve Pay Cycle errors. Continue to step 3.
If No: Run Pay Cycle Pyament Creation. Continue to step 4

3. Review and Resolve Pay Cycle errors: The Pay Cycle Processor can view errors in the Detail page by clicking Details hyperlink. To select or exclude a voucher from the Pay Cycle, click the Search button to refresh the page with the vouchers available for payment. The User has the ability to separate or exclude vouchers from Pay Cycle by selecting the option in the dropdown box. Once the Pay Cycle is balanced, Save it.

Note: “Separate" means each voucher will be printed on a separate check. “Exclude” means the voucher will be excluded from this pay cycle.  

4. Run Pay Cycle Payment Creation: When done selecting voucher to process, choose the server “PSUNX” and then click on the Refresh button to select. This will allow the creation of the payment. 

5. Run Payment Post process: The Department Pay Cycle Processor will need to click on the Refresh button until it Post. The Pay Cycle status will change from Running to Approved. When status is approved, FI$Cal will post the payment.

6. Run Payment Results process: The Department Pay Cycle Processor will the Pay Cycle Results to run the process to print the check. Select server name “PSUNX” from the server name list and also click on the output. Type drop down list to select “Printer” as the output type. Click Process button to run process. 

Note: When the Pay Cycle Results Process button becomes active, it indictates the Pay Cycle has run and checks are ready for printing.

7. Department ORF checks printed: Once checks are generated, the process will be workflow to Department Payment Maintainer to print out checks. The Department Payment Maintainer will be responsible for printing the ORF checks.

8. Create and process journal entry: The accounting entries are available for Journal Generator in FI$Cal to process and pass General Ledger. 
[bookmark: _Toc400710781][bookmark: _Toc416176563]Interfaces and Reports
No known interfaces or reports associated with this process.” and delete the blank table below.
[bookmark: _Toc400710782][bookmark: _Toc416176564]Interdependent Business Processes and/or Work Activities
Business processes are executed in sequential steps or in parallel with other work activities. When a process is dependent on another to start, end, or continue, an interdependency is created through the interaction of activities within a given end-to-end business process.

Interdependency with the <Name of Business Process> Process exists as follows:
Pre-requisite Business Process(es):
· AP2 – Enter and Process Vouchers
· ORF – Process Office Revolving Fund Transactions
[bookmark: _Toc416176565]Governing Statute, Regulation, and Policy
	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 17006 
	This GC section requires the Controller to furnish the Treasurer a daily report of the total number, and amount of warrants drawn upon each fund in the State Treasury. 

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

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






[bookmark: _Toc416176566][bookmark: _Toc340072078][bookmark: _Toc342477111][bookmark: _Toc346216943][bookmark: _Toc400710786]Appendix	
[bookmark: _Toc416176567]Associated Process Flow Diagram(s)
SCO FI$Cal SharePoint: http://share/teams/fiscalscooperations/_layouts/15/WopiFrame.aspx?sourcedoc=/teams/fiscalscooperations/Wave%201/Requisition%20To%20Check/AP3/AP3_Run%20Pay%20Cycle%20Checks.pdf&action=default
[bookmark: _Toc400710788][bookmark: _Toc416176568]FI$Cal Terms and Definitions
FI$Cal Public Website:  http://www.fiscal.ca.gov/documents/FISCalTerminology121112AlphaListing.pdf
[bookmark: _Toc400710789][bookmark: _Toc416176569]Associated Job Aid(s)
FI$Cal Public Website, FI$Cal Service Center, Job Aids and Training Tips:  http://www.fiscal.ca.gov/access-fiscal/job_aids.html 
[bookmark: _Toc400710790][bookmark: _Toc416176570]Associated UPK(s)
FI$Cal Public Website, FI$Cal Service Center, FI$Cal Training Academy (requires User Login):  
http://www.fiscal.ca.gov/access-fiscal/fiscal_training_academy/index.html 
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