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[bookmark: _Toc347930418][bookmark: _Toc402258326][bookmark: _Toc342477083][bookmark: _Toc346216914]Business Process Overview
The ORF (Enter ORF Regular Vouchers Salary Advances) process is part of the Requisition to Check end-to-end business process. 


The Regular Voucher style is used to issue Salary Advances to employees. The Vendor ID for the employee receiving the Salary Advance is used on the Voucher and an additional ChartField called an Open Item Key is used to link the Salary Advance to that employee. This Open Item Key is how the advance is tracked in FI$Cal and assists in the recovery of the Salary Advance. The Cash Type on the Payments tab must be updated to reflect a non-warrant cash type. ORF replenishment will occur differently depending on the type of ORF transaction generated.
[bookmark: _Toc402258327][bookmark: _Toc347930420]FI$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


[bookmark: _Toc402258328]Enter ORF Regular Voucher (Salary Advances) Process Steps Descriptions
The Regular Voucher style is used for Salary Advances, and will utilize an Open Item Key ChartField value to link the advance to the employee. ORF replenishment will occur differently depending on the type of ORF transaction generated.
1. [bookmark: _Toc394652614][bookmark: _Toc395015075][bookmark: _Toc395093644][bookmark: _Toc402258329]Enter or update Regular Voucher: The Department AP Processor enters a Regular Voucher. When creating a Regular Voucher for an employee Salary Advance, the Vendor ID will be the employee. Employees will be 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: _Toc394652615][bookmark: _Toc395015076][bookmark: _Toc395093645][bookmark: _Toc402258330]Note: Because the Salary Advance is to be issued immediately, the Pay Terms field must be updated to 00 for expedite.
2. [bookmark: _Toc394652616][bookmark: _Toc395015077][bookmark: _Toc395093646][bookmark: _Toc402258331]Enter Open Item Key for Salary Advance: The ChartField value called an “Open Item Key” is entered on the Distribution Line, which ties the Salary Advance to the employee to facilitate the recovery of the advance. The Department AP Processor must enter the Open Item Key. This key is used to track the Salary Advance and reconcile it with the reimbursement amount received via the payroll check. The Open Item Key will typically be the employee’s Employee ID in FI$Cal.
3. [bookmark: _Toc394652617][bookmark: _Toc395015078][bookmark: _Toc395093647][bookmark: _Toc402258332]Save Voucher: After entering the Regular Voucher, the Department AP Processor will save the Voucher.
[bookmark: _Toc394652618][bookmark: _Toc395015079][bookmark: _Toc395093648][bookmark: _Toc402258333]Note: Prior to saving the Voucher, the Payments Tab must be accessed to update Cash Type, Account, and Payment Type information. The Cash Type field default to “Warrant.” This field must be updated to “Office Revolving Fund” when processing ORF payments. The Cash Type selected will be determined by the department’s policies on which cash types are used to make different types of payments. If this field is not updated, FI$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 Regular Voucher must reflect the cash type being used to fulfil the advance, or FI$Cal will display an error. 
4. Edit passed?  After the Prepaid Voucher is saved, an internal validation process is run in FI$Cal. The edit will check for correct calculations and validate the invoice is not a duplicate.
a) If Yes: FI$Cal assigns a Voucher ID.		
b) If No: The Department AP Processor will need to update the Regular Voucher to correct the edit.
5. Voucher ID Assigned: FI$CAL assigns the next available Voucher ID. 
The summary tab for the Regular Voucher will display high-level details about the Voucher.
6. Run Budget Check: The Department AP Processor performs a “Run Budget Check.” Budget Check is an internal process in PeopleSoft. When a Regular Voucher is created forcash type of department check, FI$Cal will require the budget check process. Because ORF is a cash account, the budget check will pass. 
7. Regular Voucher Approved: The Department AP Approver 1 reviews the Regular Voucher information and determines if the current Regular Voucher can be approved. Information such as the detail lines and distributions and the payee name are reviewed.
8. Approved?  
a) If Push Back/Denied:  A denial notification is sent to the Department AP Processor with the reason for denial.
b) If Yes:  The Regular Voucher is routed to the Department AP Approver 2. 

9. Regular Voucher Approved? The Department AP Approver 2 will provide a second level of approval.

10. Approved?
a) If Deny: A denial notification is sent to the Department AP Processor with the reason for denial. A Deny returns the Voucher back to the Department AP Processor. 
b) If Push Back: The Regular Voucher is routed back to Department AP Approver 1. Push back is routing back one level of approval.
c) If Yes: The Regular Voucher is routed to Department Pay Cycle Processor to process payments. 
 
11.  AP3 Run Pay Cycle: Process AP3 Run Pay Cycle creates and prints a check. Refer to AP3 Run Pay Cycle procedure documentation for steps to process payments.
[bookmark: _Toc402258334]Interfaces and Reports
No known Interfaces or reports available at this time.
[bookmark: _Toc402258335]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:
Pre-requisite Business Processes:
· AP2 Enter and Process Vouchers
Succeeding Business Processes:
· [bookmark: _Toc395011114][bookmark: _Toc395096861][bookmark: _Toc402251840][bookmark: _Toc402258336]AP3 – Process Payments 

[bookmark: _Toc340072078][bookmark: _Toc342477111][bookmark: _Toc346216943][bookmark: _Toc402258338]Appendix – Associated Process Flow Diagram
	ORF Process Flows 
[bookmark: _Toc402258340]Appendix – Business Process Flow Diagrams Legend
	Process Flow Diagram Legend
[bookmark: _Toc402258342]Appendix – Associated UPKs
	AP103  - Office Revolving Funds Processing
[bookmark: _Toc402258344]Appendix – FI$Cal Terms and Definitions
	FI$Cal Terms and Definitions 
[bookmark: _Toc402258346]Appendix – Associated Job Aids
	Supplemental Job Aids and Training Tips 
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