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AP.020.030 Entering Regular Voucher for Travel Prepayments
[bookmark: pp_ref_BEFORECONCEPT][bookmark: _Toc31639924]Trigger:


Concept

Prepaid Items are amounts paid in advance for travel. All travel prepayments for employees and non-employees will be processed through Payables. All other employee related travel transactions should be processed through the Travel and Expenses module.

The employee prepaid items will be cleared from the employee prepaid account in the Expenses module by the processing of the employee travel expense report. All non-employee travel prepayments will need to be cleared from the prepaid account by journal entry/adjustment voucher.

All prepaid accounts are now open item accounts that will require an open item key. For the employee travel prepaid account (132160), the open item key is the Employee ID and for the non employee travel prepaid account (132170) the open item key is the Vendor ID.

Refer to business process EX.020.112 Understanding Prepaid Expenses for detailed information on the interaction of prepayments between Accounts Payable and Expenses.

Key Term:
Below is a key term used in this topic:
- OpenItem Accounting - OpenItem accounting enables you to efficiently define, control, and maintain open accounts until all transactions for an OpenItem cause it to reach a zero balance. 

Topic Objectives:
Upon completion of this topic, you will be able to:
- Enter a Regular Voucher for prepaid airfare.
- Enter the appropriate Chartfields for OpenItem accounting on the voucher distribution line. 
- Be familiar with the concept of OpenItem accounting.



	Assumptions

	




	Dependencies/Constraints

	The PS delivered Prepayment Voucher Style cannot be used for travel prepayments since the voucher style uses the account defined in the accounting entry template and multiple travel prepayment accounts are needed by GeorgiaFirst institutions.

GeorgiaFirst Financials is only using the following PS delivered Voucher Styles:

1.) Regular Voucher
2.) Adjustment Voucher
3.) Single Payment Voucher
4.) Template Voucher

All PeopleSoft delivered voucher styles will appear in the list but only these four voucher styles should be selected.

User preferences are required to define the users authority for entry of each of the voucher styles.

Security note:  AP Users must have Commitment Control Security Rule BUDG_DT_AP to allow updating of the Voucher Budget Date and Security Rule OVRD_AP to allow Budget Override for AP budget check errors.  Refer to business process KK.010.013 for additional information



Additional Information




Procedure

In this topic, you will create a regular voucher for travel prepayments for both an employee (J. Doe) and non-employee (R. Crowe) using the appropriate OpenItem account and key.

	Step
	Action

	1. [bookmark: ID0x000002E4] 
	Click the Accounts Payable link.


	2. [bookmark: ID0x000002E5] 
	Click the Vouchers link.


	3. [bookmark: ID0x000002E6] 
	Click the Add/Update link.


	4. [bookmark: ID0x000002E7] 
	Click the Regular Entry link.

	5. [bookmark: ID0x000002E8] 
	Enter "0000007085" in the Vendor ID field. 

	6. [bookmark: ID0x000002E9] 
	Press [Tab].

	7. [bookmark: ID0x000002EA] 
	Enter "15445989" in the Invoice Number field. 

	8. [bookmark: ID0x000002EB] 
	Enter "051907" in the Invoice Date field. 

	9. [bookmark: ID0x000002EC] 
	Click the Add button.


	10. [bookmark: ID0x000002ED] 
	Click in the Total field.


	11. [bookmark: ID0x000002EE] 
	Enter "614.00" in the Total field. 

	12. [bookmark: ID0x000002EF] 
	Click in the Description field.


	13. [bookmark: ID0x000002F0] 
	Enter "Prepay air-J Doe" in the Description field. 

	14. [bookmark: ID0x000002F1] 
	Click in the Extended Amount field.


	15. [bookmark: ID0x000002F2] 
	Enter "325.00" in the Extended Amount field. 

	16. [bookmark: ID0x000002F3] 
	Click in the Account field.


	17. [bookmark: ID0x000002F4] 
	Enter "132170" in the Account field. 

	18. [bookmark: ID0x000002F5] 
	Enter "10000" in the Fund field. 

	19. [bookmark: ID0x000002F6] 
	Click the horizontal scrollbar.


	20. [bookmark: ID0x000002F7] 
	Click in the OpenItem field.


	21. [bookmark: ID0x000002F8] 
	Enter "0000002002" in the OpenItem field. 

	22. [bookmark: ID0x000002F9] 
	Click the horizontal scrollbar.


	23. [bookmark: ID0x000002FA] 
	Click the Add multiple new rows at row 1 (Alt+7) button.


	24. [bookmark: ID0x000002FB] 
	Click the OK button.


	25. [bookmark: ID0x000002FC] 
	Click the vertical scrollbar.

	26. [bookmark: ID0x000002FD] 
	Click in the Description field.


	27. [bookmark: ID0x000002FE] 
	Enter "Prepay air-R Crowe" in the Description field. 

	28. [bookmark: ID0x000002FF] 
	Click in the Extended Amount field.


	29. [bookmark: ID0x00000300] 
	Enter "289.00" in the Extended Amount field. 

	30. [bookmark: ID0x00000301] 
	Click the vertical scrollbar.

	31. [bookmark: ID0x00000302] 
	Click in the Amount field.


	32. [bookmark: ID0x00000303] 
	Enter "289.00" in the Amount field. 

	33. [bookmark: ID0x00000304] 
	Enter "132160" in the Account field. 

	34. [bookmark: ID0x00000305] 
	Enter "10000" in the Fund field. 

	35. [bookmark: ID0x00000306] 
	Click the horizontal scrollbar.


	36. [bookmark: ID0x00000307] 
	Click in the OpenItem field.


	37. [bookmark: ID0x00000308] 
	Enter "999001" in the OpenItem field. 

	38. [bookmark: ID0x00000309] 
	Click the Save button.


	39. [bookmark: ID0x0000030A] 
	Click the vertical scrollbar. Confirm that the Voucher ID has been assigned to the Voucher.

	40. [bookmark: ID0x00000691] 
	Now that the voucher has been saved, it must be budget checked in order to be available for voucher posting and payment.

	41. [bookmark: ID0x0000030B] 
	Congratulations. You have just completed the Entering a Regular Voucher for Travel Prepayments topic. Below is a summary of the key concepts of this topic:

- Prepayments for both employee and non employees (vendors) will be paid through Payables. 
- OpenItem accounting allows you to track a monetary account until there is a zero balance. 
- All other employee related travel transactions should be processed through the Travel and Expenses module.
End of Procedure.
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