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Finalizing Vouchers


Purpose:
To identify a voucher as a final payment and thereby release any remaining encumbrance amounts against a purchase order.

Timing:
The finalizing a voucher process should be run when the final voucher against a purchase order is created.

Key Points:


· To release unused encumbered funds from Purchase Orders, you must mark the voucher as a final payment to finalize the Voucher.

· Finalizing Voucher(s) will only relieve the encumbrance for the remaining the line(s) marked as “Final”.  Once a Voucher has been marked as Final, the corresponding Purchase Order Line will no longer be available to receive goods against or to attach to a Voucher.

· Partial is never used.

· The funds are not unencumbered immediately.  
NOTE:  Please note that there is a waiting period of 10 days to allow transactions to “Close”.  Transactions (Requisitions and Purchase Orders) will be “eligible” to “close” after the established waiting period (currently set at 10 days).  In addition, the waiting period uses the “Activity Date” of the transaction to calculate the days to “closing”.  Note – Close Days are only used to “Complete” transactions.  This can only be accomplished by the reconciliation processes (Requisition and Purchase Order Reconciliation).  The reconciliation processes are currently running every evening during the nightly batch cycle.  However, if an immediate need to have the transactions (Requisitions, Purchase Orders, and Vouchers) Ledgers (Actuals and Budget) reflect this activity, call the OASIS PO Lead and log a trouble ticket with OASIS.  The OASIS PO Lead will be able to change the closing days to 0, which will allow the transaction to post to the Actuals Ledger, immediately.
· The Partial / Final field will continue to show NONE, even though the Voucher is Finalized.  If an attempt is made to finalize a voucher that has already been finalized, a warning will appear to alert the user (see below).  No further action is needed.
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· A public query is currently being developed to list the over encumbrances by Business Unit.

Panels:
Line Information and Charges Panel

Detailed Directions:
The best practice is to “Finalize” transactions after the Voucher has been “posted”.  Voucher(s) should be “Finalized” when the following criterion has been satisfied:

· The final payment against the Purchase Order line is being made and the corresponding Invoice is for less money.  

· All “Goods” and/or “Service” have been received and the Final Payment will be made with the corresponding Voucher.  (Note – the individual(s) receiving the goods and/or services will need to notify Accounts Payable of the last payment.)

· If the voucher has been previously created and/or paid, it can still be finalized (unless it is closed).  The following is an example of the panel and field that is selected for finalization.  
Step 1
Select menu items in the following order:

Go, Administer Procurement, And Enter Voucher Information.

The Enter Voucher Information window displays:
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Step 2
Select menu items in the following order:

Use, PO Voucher, Line Information and Charges, Update / Display
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The Line Information and Charges Panel displays.  Select FINAL in the drop down box Partial / Final    Field and enter all other relevant invoice information.
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Step 3
A warning message will appear.  Select YES.
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Step 4
Save your changes by selecting the SAVE   [image: image6.bmp]   Icon.



The process is now complete.
Step 5
The system will display a message indicating the Voucher “must be” re-budget check immediately to allow the funds to be returned to the appropriate budget.

Press OK.
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Step 6
Click on the Accounting Information tab to re-budget check the Voucher.
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Step 7
Voucher Post must be run for the transaction to allow the transaction to “post” the proper accounting entries to the Actuals Ledger.  Note – this job is run nightly during the batch cycle and is not required.

Navigation to document:
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Latest OASIS News

Financial Reports

-March 07 Preliminary Quarterly
Financial Summary Reports are now
available in DAZEL under the Month
tab for April 2007.

ew-2

For information about e-W-2s,
contact the W-2 Payroll
Administrator in Central Payroll at
(951) 955-1562 or send your
‘questions via e-mail to
CentralPayroll@co.rverside.ca.us.
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