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[bookmark: _Toc347930418][bookmark: _Toc416179883][bookmark: _Toc342477083][bookmark: _Toc346216914]Business Process Overview
The ORF (Enter ORF Prepaid Vouchers) process is part of the Requisition to Check end-to-end business process.



In FI$Cal, the Prepaid Voucher style will be used to generate ORF payments (department checks) for employee travel advances, vendor prepayments, and other immediate payment needs that come from the Department's Office Revolving Fund account. If a payment is being generated for a vendor, the vendor's FI$Cal Vendor ID is used on the Voucher. For a travel advance to an employee, the Vendor ID for the employee requesting the travel advance is used on the Voucher. The Cash Type on the Payments tab must be updated to reflect a non-warrant cash type. 
[bookmark: _Toc416179884][bookmark: _Toc347930420]FI$Cal System and Organizational Roles
	SYSTEM ROLE
	ORGANIZATIONAL ROLE

	
	

	Department AP Processor
	Accounting Office

	Department AP Approver 1
	Division Manager

	Department AP Approver 2
	Accounting Office

	Department Pay Cycle Processor
	Accounting Office

	Departments
	CalATERS


[bookmark: _Toc416179885]Enter ORF Prepaid Voucher (Non CalATERS) Process Steps Description
[bookmark: _Toc388973499]A prepaid Voucher is used for travel advances, vendor prepayments, or for other intermediate need payments that come from the Department’s Office Revolving Fund. Vouchers are electronic transactions created in FI$Cal for the processing of vendor invoices (goods or services), employee travel advances, employee salary advances, or adjustments previously referred to as "claim schedules". In FI$Cal, the Prepaid Voucher style will be used to generate ORF payments (department checks) employee travel advances, vendor prepayments, and other immediate payment needs. 
1. [bookmark: _Toc394992439][bookmark: _Toc394992490][bookmark: _Toc395095402][bookmark: _Toc401928419][bookmark: _Toc416179886]Enter or Update Prepaid Voucher: A Department AP Processor will enter a prepaid Voucher for an advance payment. When creating a Prepaid Voucher for a travel advance to an employee, the Vendor ID will be the employee. Employees are loaded as vendors in the Vendor Management File (VMF). Searching by Classification or Name 1 is the easiest way to narrow your search for an employee.
[bookmark: _Toc394992440][bookmark: _Toc394992491][bookmark: _Toc395095403][bookmark: _Toc401928420][bookmark: _Toc416179887]Note: For “immediate payments” such as travel advances or vendor prepayment, the pay terms should be set to the Expedite Payment ‘00’ option.
2. [bookmark: _Toc394992441][bookmark: _Toc394992492][bookmark: _Toc395095404][bookmark: _Toc401928421][bookmark: _Toc416179888]Attach supporting documentation – The Department AP Processor will attach any supporting documentation, e.g. scanned invoice.
3. [bookmark: _Toc394992442][bookmark: _Toc394992493][bookmark: _Toc395095405][bookmark: _Toc401928422][bookmark: _Toc416179889]Save Voucher – After entering a Prepaid Voucher and adding any supporting documentation, the Department AP Processor will save the Voucher in FI$Cal.
[bookmark: _Toc394992443][bookmark: _Toc394992494][bookmark: _Toc395095406][bookmark: _Toc401928423][bookmark: _Toc416179890]Note: Prior to saving the Voucher, the Payments tab must be accessed to update Cash Type, Account, and Payment Type information. The Cash Type field default to “Warrant.” This field must be updated when processing ORF payments. The Cash Type selected will be determined by the department’s policies on which cash types are used to make different types of payments. If this field is not updated, FI$CAL will display an error message indicating that the Voucher has an ORF account referenced in the ChartField information and a Cash Type of “Warrant” defined on the payment tab. The Cash Type entered on the Prepaid Voucher must reflect the cash type being used to fulfil the advance, or FI$Cal will display an error. 
4. Edit passed? After the Department AP Processor saved the Prepaid Voucher, an internal validation process is run in FI$Cal. The edit checks for calculations are correct and that the invoice is not a duplicate. 
If Yes: FI$Cal assigns Voucher ID.
If No: Department AP Processor will need to update the Prepaid Voucher to correct any errors. 
5. Voucher ID Assigned – Upon saving the Voucher, FI$CAL assigns the next available Voucher ID. 
Note: Like other Vouchers entered in FI$CAL, the summary tab for the Prepaid Voucher will display high-level details about the Voucher.
6. Run Budget Check – The Department AP Processor will execute a “Run Budget Check.” Budget Check is an internal process in PeopleSoft. When a Prepaid Voucher is created, cash type of department check, FI$Cal will require the budget check process. Because ORF is a cash account the budget check will pass. 
7. Prepaid Voucher Approved? The Prepaid Voucher will undergo departmental approval and to be processed for payment. All Vouchers are subjected to two levels of approval in FI$Cal. 
The approved Prepaid Voucher is workflowed to Department AP Approver 1 for approval. A Department AP Approver 1 is equivalent to a DAO Supervisor. 
8. The Department AP Approver 1 will review the Prepaid Voucher and either approved or denied the Voucher.
9. Approved?  After reviewing the Prepaid Voucher information, the Department AP Approver 1 will determine if the current Prepaid Voucher can be approved by verifying the detail lines, distributions, and who the Voucher is going to.
a) If Push Back/Denied:  A denial notification is sent to the Department AP Processor with the reason for denial.
b) If Yes:  The Prepaid Voucher is routed to Department AP Approver 2.
 
10. Prepaid Voucher Approved? Once approved, the Prepaid Voucher is routed to Department AP Approver 2 for the second level of approval. The Department AP Approver 2 is equivalent to a DAO Administrator, similar to the authorized person that signs paper claim schedules. 

Note: If a user also has the role of Department AP Processor, the Processor cannot approve his/her own form.

11. Approved? The Department AP Approver 2 will provide a second level of approval and determine if the current Prepaid Voucher can be approved.
a) If Deny: A denial notification is sent to Department AP Processor with the reason for denial. A Denial will return the Voucher back to the Department AP Processor. 
b) If Push Back: The Prepaid Voucher is routed back to the Department AP Approver 1. Push back is routing back one level of approval.
c) If Yes: The Prepaid Voucher is routed to Department Pay Cycle Processor to execute the AP3 Run Pay Cycle process. 

12.  AP3 Run Pay Cycle: After Prepaid Voucher has gone through the approval process. The Voucher is workflowed to the Department Pay Cycle Processor to process AP3 Run Pay Cycle to process the payments. Refer to AP3 Run Pay Cycle process documentation for steps to process payments.

Note: The Prepaid Voucher will remain in FI$Cal until the employee submits incurred travel expenses. Those expenditures are recorded using a Regular Voucher and an expenditure account is entered on the Distribution Line. Through these Regular Vouchers, advanced amounts are recovered and recorded against the Prepaid Voucher until the enter amount is liquidated.
[bookmark: _Toc416179891][bookmark: _Toc347930421]Enter ORF Prepaid Voucher (CalATERS) Process Steps Description
[bookmark: _Toc388973503]Travel Advances from CalATERS are interfaced to FI$Cal. Approvals will not be required for CalATERS Vouchers within FI$Cal.
1. [bookmark: _Toc394992445][bookmark: _Toc394992496][bookmark: _Toc395095408][bookmark: _Toc401928425][bookmark: _Toc416179892]Submit Approved Travel Advance: The Employee logs into CALATERS website and submits a request .This request is dependent upon manager/supervisorial approval or denial (There can be multiple approvals before the form is sent to DAO). The manager approval request is sent to DAO and DAO then approves (or denies) the travel advance. All approval process is in CalATERS. 
2. Travel Advance INFAP003: The data is interfaced (INFAP003) into FI$Cal. Authorized FI$Cal staff picks up the CalATERS data and places it in the accounts payable (AP) staging area. All CalATERS data interfaced into FI$Cal are not subject to workflow approval since the transactions were approved in CalATERS.
3. FI$Cal runs vendor match with the VMF and Voucher build: The AP Voucher build process will convert the transactions into an individual pre-paid Voucher.
A Voucher from FI$Cal requires a vendor record. If an employee is not on the employee table, the record for the employee will be placed in “recycle” status. This will allow the agency to request to add a record to the employee table. The agency will need to request to add a record to the employee table. Once the file is committed, the employee vendor file can re-run and populate the VMF. 
4. Review CalATERS Prepaid Vouchers: The CalATERS prepaid Vouchers will be available to be reviewed by the Department Pay Cycle Processor. 
5. Hold Payments? If needed, the Department Pay Cycle Processor has the ability to hold payments in the file. 
a) If Yes: Review CalATERS Prepaid Vouchers and adjust any needs.
b) If No: Process AP3 Run Pay Cycle.
6. AP3 Run Pay Cycle: The Department Pay Cycle Processor will process AP3 Run Pay Cycle to process the payments. Refer to AP3 Run Pay Cycle process documentation for steps to process payments.
7. Department checks created and printed: Check printed is generated out of FI$Cal.
8. Check Details INFAP010: The Check Detail interface is produced by FI$Cal the next (business) morning and placed on the appropriate dataset on the (SCO SY3) mainframe. This file provides payment information to the California Automated Travel Expense Reimbursement System (CalATERS) relating to travel advances originating in CalATERS and checks issued from the Departments’ Office Revolving Funds. Check detail contains Check number, check issue date, Travel Advance I.D. (originating from CalATERS), check amount and ORF I.D.
[bookmark: _Toc416179893]Interfaces and Reports
	Name
	Purpose
	Interface
	Report/Query

	Inbound CalATERS Travel Advance Detail (INFAP003)
	The file provides approved travel advance for state staff for reportable expense items - e.g., mileage, lodging, vendor payments, and relocation expenses.

	
	

	Outbound CalATERS Check Detail (INFAP010)
	This file provides payment information to the California Automated Travel Expense Reimbursement System (CalATERS) relating to travel advances originating in CalATERS and checks issued from the Departments’ Office Revolving Funds.
	
	


[bookmark: _Toc416179894]Interdependent Business Processes and/or Work Activities
Business processes are often completed in several steps. These steps are also referred to as work activities, which are typically completed in predetermined order. Work activities can run sequentially or in parallel. Individual activities be organizationally distributed. Usually, the work activities of a business process are interdependent. This interdependency is created by the interaction of all the activities belonging to a business process that pursue one common goal.
Interdependency exists among the following business processes
Succeeding Business Processes
[bookmark: _Toc395095411][bookmark: _Toc401928428][bookmark: _Toc416179895]AP3 – Process Payments
[bookmark: _Toc340072078][bookmark: _Toc342477111][bookmark: _Toc346216943]

[bookmark: _Toc416179896]Appendix – Associated Process Flow Diagram
	ORF Process Flows
[bookmark: _Toc416179897]Appendix – Hyperlink to Associated UPK(s)
	AP103 – Office Revolving Funds Processing 
[bookmark: _Toc416179898]Appendix – Hyperlink to FI$Cal Terms and Definitions
	FI$Cal Terms and Definitions 
[bookmark: _Toc416179899]Appendix – Hyperlink to FI$Cal Job Aids
	Supplemental Job Aids and Training Tips 
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