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AP.020.150 Clearing Travel Prepayments (non employee)
[bookmark: pp_ref_BEFORECONCEPT][bookmark: _Toc31639924]Trigger:


Concept

This topic demonstrates how to clear travel prepayments for non-employees. 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.

Employee prepaid items will be cleared from the employee prepaid account (132160) in the Expenses module. All non employee travel prepayments will need to be cleared from the non employee prepaid account (132170) by adjustment voucher or journal entry.

All travel prepaid accounts are now open item accounts that will require an open item key. For employees, the open item key is the Employee ID and for non employees, the open item key is the Vendor ID.

Refer to query BOR_OI_TRANS_ID (Business Process GL.070.094) to review open item transactions for a specific vendor.

Topic Objectives:
Upon completion of this topic, you will be able to:
- Enter an Adjustment Voucher to clear the prepayment. 
- Confirm that the OpenItem correctly reflects the non employee vendor that the prepayment was made for.



	Assumptions

	




	Dependencies/Constraints

	All employee prepayment transactions will be cleared within the Expenses module.

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

For this topic, imagine that you have previously made a prepayment to a travel agency and are now ready to clear the prepaid account and reflect the expense for the appropriate non-employee vendor. Let's see how this is done.

	Step
	Action

	1. [bookmark: ID0x00000392] 
	Click the Accounts Payable link.


	2. [bookmark: ID0x00000393] 
	Click the Vouchers link.


	3. [bookmark: ID0x00000394] 
	Click the Add/Update link.


	4. [bookmark: ID0x00000395] 
	Click the Regular Entry link.

	5. [bookmark: ID0x00000396] 
	Click the Voucher Style list.


	6. [bookmark: ID0x00000397] 
	Click the Adjustments list item.


	7. [bookmark: ID0x00000398] 
	Click in the Vendor ID field.


	8. [bookmark: ID0x00000399] 
	Enter "0000007085" in the Vendor ID field. 

	9. [bookmark: ID0x0000039A] 
	Press [Tab].

	10. [bookmark: ID0x0000039B] 
	Click in the Invoice Number field.


	11. [bookmark: ID0x0000039C] 
	Enter "PREPAY1" in the Invoice Number field. 

	12. [bookmark: ID0x0000039D] 
	Click in the Invoice Date field.


	13. [bookmark: ID0x0000039E] 
	Enter "062706" in the Invoice Date field. 

	14. [bookmark: ID0x0000039F] 
	Click the Add button

	15. [bookmark: ID0x000003A0] 
	Click the Copy From Worksheet link.


	16. [bookmark: ID0x000003A1] 
	Click in the Voucher ID field.


	17. [bookmark: ID0x000003A2] 
	Enter "00095486" in the Voucher ID field. 

	18. [bookmark: ID0x000003A3] 
	Click the Search button.


	19. [bookmark: ID0x000003A4] 
	Click the View All link.


	20. [bookmark: ID0x000003A5] 
	Click the Select checkbox.


	21. [bookmark: ID0x000003A6] 
	Click the Copy Selected Lines button.


	22. [bookmark: ID0x000003A7] 
	Click the Pay Terms list.


	23. [bookmark: ID0x000003A8] 
	Click the Due Now list item.


	24. [bookmark: ID0x000003A9] 
	Click in the Total field.

The original voucher amount copied in will need to be changed.


	25. [bookmark: ID0x000003AA] 
	Enter "0.00" in the Total field. 

	26. [bookmark: ID0x000003AB] 
	Click in the Extended Amount field.


	27. [bookmark: ID0x000003AC] 
	Enter "-325.00" in the Extended Amount field. 

	28. [bookmark: ID0x000003AD] 
	Click in the Amount field.


	29. [bookmark: ID0x000003AE] 
	Enter "-325.00" in the Amount field. 

	30. [bookmark: ID0x000003AF] 
	Click the horizontal scrollbar.


	31. [bookmark: ID0x000003B0] 
	Click in the Budget Date field.

The original voucher Budget Date was copied in and needs to be changed since it was a prior year date.

Security note: Users must have the Commitment Control Security Rule BUDG_DT_AP associated to allow updating of the Budget Date. Refer to business process KK.010.013 for additional information.


	32. [bookmark: ID0x000003B1] 
	Enter "07122007" in the Budget Date field. 

	33. [bookmark: ID0x000003B2] 
	In order to update the Bud Ref to match the Budget Date, press [Tab].

	34. [bookmark: ID0x000003B3] 
	Click in the OpenItem field.

Confirm that the OpenItem correctly reflects the non employee vendor that the prepayment was made for.


	35. [bookmark: ID0x000003B4] 
	Click the horizontal scrollbar.
You will now insert the new voucher line to record the expense for this prepayment.


	36. [bookmark: ID0x000003B5] 
	Click the Add multiple new rows at row 1 (Alt+7) button.


	37. [bookmark: ID0x000003B6] 
	Click the OK button.


	38. [bookmark: ID0x000003B7] 
	Click in the Description field.


	39. [bookmark: ID0x000003B8] 
	Enter "Clear prepay-J Doe" in the Description field. 

	40. [bookmark: ID0x000003B9] 
	Click in the Extended Amount field.


	41. [bookmark: ID0x000003BA] 
	Enter "325.00" in the Extended Amount field. 

	42. [bookmark: ID0x000003BB] 
	Click the vertical scrollbar.
Scroll down to complete the entry of the voucher line.

	43. [bookmark: ID0x000003BC] 
	Click in the Amount field.


	44. [bookmark: ID0x000003BD] 
	Enter "325.00" in the Amount field. 

	45. [bookmark: ID0x000003BE] 
	Click in the Account field.


	46. [bookmark: ID0x000003BF] 
	Enter "650100" in the Account field. 

	47. [bookmark: ID0x000003C0] 
	Click in the Fund field.


	48. [bookmark: ID0x000003C1] 
	Enter "10000" in the Fund field. 

	49. [bookmark: ID0x000003C2] 
	Click in the Dept field.


	50. [bookmark: ID0x000003C3] 
	Enter "1046200" in the Dept field. 

	51. [bookmark: ID0x000003C4] 
	Click in the Program field.


	52. [bookmark: ID0x000003C5] 
	Enter "14600" in the Program field. 

	53. [bookmark: ID0x000003C6] 
	Click in the Class field.


	54. [bookmark: ID0x000003C7] 
	Enter "11000" in the Class field. 

	55. [bookmark: ID0x000004F0] 
	Note that an open item key is not required for account 650100 since this is not a continuous audit reportable account.

	56. [bookmark: ID0x000003CA] 
	Click the Calculate button.


	57. [bookmark: ID0x000003CB] 
	Click the Save button.


	58. [bookmark: ID0x000003CC] 
	Click the vertical scrollbar.
Scroll up to confirm that the voucher successfully saved and the Voucher ID was assigned.

	59. [bookmark: ID0x000003CD] 
	Congratulations. You have just completed the Clearing Non Employee Travel Prepayments topic. Below is a summary of the key concepts of this lesson:

- You will need to insert a new voucher line into the Adjustment Voucher to record the expense for this prepayment.
- All prepaid accounts are now open item accounts that will require an open item key. For an employee, the open item key is the Employee ID and for non employees, the open item key is the Vendor ID.
- The original voucher Budget Date copies in and needs to be changed to the current Budget Date, if applicable.
- After successfully entering the adjustment voucher to clear the prepaid account, you will need to complete the processing of the voucher (budget check, post, pay, etc.) in order to review the accounting entries and confirm that the prepaid account has been cleared. You may wish to refer to query BOR_OI_TRANS_ID (GL.070.094-Running Open Item Transactions) for confirmation that the prepayment has been cleared.
End of Procedure.
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