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Maintain Payments




[bookmark: _Toc347930418][bookmark: _Toc402353141][bookmark: _Toc342477083][bookmark: _Toc346216914]Business Process Overview
The ORF (Maintain Payments) process is part of the Requisition to Check end-to-end business process.


Payments can be cancelled or escheated as necessary. 
[bookmark: _Toc402353142][bookmark: _Toc347930420]FI$Cal System and Organizational Roles 
	
SYSTEM ROLE 
	
ORGANIZATIONAL ROLE

	
	

	Department Payment Maintainer
	Accounting Office

	Department Pay Cycle Processor
	Accounting Office

	FI$Cal
	



[bookmark: _Toc402353143]Maintain Payments (Checks – Stop, Void) Process Steps Description
The Maintain Payments sub process includes the cancellation of a single payment or multiple payments.
1. [bookmark: _Toc393106873][bookmark: _Toc393107008][bookmark: _Toc393108061][bookmark: _Toc395602992][bookmark: _Toc395603021][bookmark: _Toc402353144]Receives Payment Cancellation Request: The Department Payment Maintainer receives payment cancellation request. 
2. [bookmark: _Toc393106874][bookmark: _Toc393107009][bookmark: _Toc393108062][bookmark: _Toc395602993][bookmark: _Toc395603022][bookmark: _Toc402353145]Select type of action: On the Cancel Payment page, the Department Payment Maintainer can select a payment status of stop or void to apply to a single payment.
[bookmark: _Toc395602994][bookmark: _Toc395603023][bookmark: _Toc402353146][bookmark: _Toc393106875][bookmark: _Toc393107010][bookmark: _Toc393108063]STOP status: is used on checks that have already been sent to the STO and STO has been asked to stop the payment. For checks, follow existing process to stop payment. 
[bookmark: _Toc393106877][bookmark: _Toc393107012][bookmark: _Toc393108065][bookmark: _Toc395602995][bookmark: _Toc395603024][bookmark: _Toc402353147]VOID status: is used on payments that have not been sent. Voided payments are automatically reconciled by the System. 
3. [bookmark: _Toc393106878][bookmark: _Toc393107013][bookmark: _Toc393108066][bookmark: _Toc395602996][bookmark: _Toc395603025][bookmark: _Toc402353148]VOID: The cancel actions available for the Department Payment Maintainer to select are: Reissue Payments, Put Payments on Hold, and Do Not Reissue Payment. 
a) [bookmark: _Toc393106879][bookmark: _Toc393107014][bookmark: _Toc393108067][bookmark: _Toc395602997][bookmark: _Toc395603026][bookmark: _Toc402353149]Re-Issue Payment: If the Department Payment Maintainer re-issues a payment, Re-issue Payment is selected and the process for AP3 Run Pay Cycle is followed (see step #8).
4. [bookmark: _Toc393106880][bookmark: _Toc393107015][bookmark: _Toc393108068][bookmark: _Toc395602998][bookmark: _Toc395603027][bookmark: _Toc402353150]STOP Payment: STO will notify the Department Payment Maintainer that a Stop payment has been completed at the STO. Once notified, the Department Payment Maintainer will stop the payment in FI$Cal. 
5. [bookmark: _Toc395602999][bookmark: _Toc395603028][bookmark: _Toc402353151][bookmark: _Toc393106881][bookmark: _Toc393107016][bookmark: _Toc393108069]FI$Cal liquidates the liability: After the Department Payment Maintainer puts a STOP on the payment in FI$Cal, the System liquidates and closes the liability, and reconciles the voided payment.
6. Run Post process:  After selecting a payment for close, the FI$Cal Payment Post process is run in batch process to create accounting entries for the cancelled payment transaction. 
7. GL1 Create and Process Journals: – Once accounting entries are created, they are available for the Journal Generator to process and pass to General Ledger. 
8. Run AP3 Pay Cycle: After selecting Re-issuing at payment, the process will be workflow to Department Pay Cycle Processor. Reference to sub process AP3 Run Pay Cycle operational procedure documents to complete steps. 
[bookmark: _Toc402353152][bookmark: _Toc347930421]Maintain Payments (Checks – Escheat) Process Steps Description
The Maintain Payments sub process includes escheatment of a single payment or multiple payments.
1. [bookmark: _Toc393106883][bookmark: _Toc393107018][bookmark: _Toc393108071][bookmark: _Toc395603001][bookmark: _Toc395603030][bookmark: _Toc402353153]Receives Escheat Payments Request: The Department Payment Maintainer receives an escheat payment request. 
2. [bookmark: _Toc393106884][bookmark: _Toc393107019][bookmark: _Toc393108072][bookmark: _Toc395603002][bookmark: _Toc395603031][bookmark: _Toc402353154]Select pay date range for escheated payments –: On the Payment Escheated page, the Department Payment Maintainer can select a payment status of Escheated or Undo Escheated. 
3. [bookmark: _Toc393106885][bookmark: _Toc393107020][bookmark: _Toc393108073][bookmark: _Toc395603003][bookmark: _Toc395603032][bookmark: _Toc402353155]Escheat Payment: The Department Payment Maintainer will escheat payments based on department policy and the reconcile status. 
4. [bookmark: _Toc395603004][bookmark: _Toc395603033][bookmark: _Toc402353156][bookmark: _Toc393106886][bookmark: _Toc393107021][bookmark: _Toc393108074]Run Payment Post process: After selecting a payment for escheatment, the FI$Cal Payment Post process is run in batch process to create accounting entries that reverse cash entries to an escheatment liability account.
[bookmark: _Toc393106887][bookmark: _Toc393107022][bookmark: _Toc393108075][bookmark: _Toc395603005][bookmark: _Toc395603034][bookmark: _Toc402353157]Note: Payment Posting treats an escheated payment like a voided payment. 
5. [bookmark: _Toc393106888][bookmark: _Toc393107023][bookmark: _Toc393108076][bookmark: _Toc395603006][bookmark: _Toc395603035][bookmark: _Toc402353158]GL1 Create and Process Journal:  Once accounting entries are created, the accounting entries are available for Journal Generator to process and pass to General Ledger.
[bookmark: _Toc402353159]Interfaces and Reports
No known system-dependent interfaces and reports
[bookmark: _Toc402353160]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 a predetermined order. Work Activities can run sequentially or in parallel. Individual activities can 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:
· ORF – Process Office Revolving Fund Transaction
Succeeding Business Processes:
· [bookmark: _Toc395011114][bookmark: _Toc395096861][bookmark: _Toc402251840][bookmark: _Toc402258336][bookmark: _Toc402353161]AP3 – Process Payments
[bookmark: _Toc347930438][bookmark: _Toc402353162]Governing Statute, Regulation and Policy
	Governing Authority
	Identifier
	Description

	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/destroyed. 

	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.

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

	State Administrative Manual (SAM)
	Sections 7800, 7900,
8000, 8100, 8400
	These SAM sections reference statewide management policy on the Accounts Payable function.


[bookmark: _Toc340072078][bookmark: _Toc342477111][bookmark: _Toc346216943]

[bookmark: _Toc402353163]Appendix – Associated Process Flow Diagram
	ORF Process Flow 
[bookmark: _Toc402353167]Appendix – Associated UPKs
[bookmark: _Toc395603042][bookmark: _Toc402353168]	No known UPKs
[bookmark: _Toc402353169]Appendix – FI$Cal Terms and Definitions
	FI$Cal Terms and Definitions
[bookmark: _Toc402353171]Appendix – Associated Job Aids 
	Supplemental Job Aids and Training Tips
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