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	Security:
	· Role Security:  Only those individuals with the following roles will have 
access to accomplish the following actions in SMART: 
Create and modify a voucher:
· Agency AP Processor (KAP_Agy_AP_Processor)
Approve a voucher:
· Agency AP Approver (KAP_Agy_AP_Approver)
· BU Security:  Business Unit Security is applied. Agencies will only have access to the vouchers associated to their agency business unit.

	Additional Information:  
· This process is to be used for any type of payment that utilizes the State Treasurer’s Office to wire funds, or to recognize debits (i.e. tax payments) to the State’s account. 
· The voucher should be created and Saved, matched (if applicable), budget checked, and agency approved in SMART prior to the funds being released by the State Treasurer’s Office (STO). This needs to be completed no later than 9:30am on the date the wire is to be transferred. Vouchers may be entered ahead of time (i.e. the day prior) in order to accommodate meeting the 9:30am deadline.
· For foreign currency wire transfers, the agency must confirm the daily currency exchange rates with the State Treasurer’s Office and ensure the voucher reflects the correct rates.
· See Informational Circular 19-A-004 Agency Wire Transfer Policy for additional information.

	Navigation
	· Accounts Payable Homepage > Vouchers > Add/Update > Regular Entry
· NavBar: Navigator > Accounts Payable > Vouchers > Add/Update > Regular Entry

	1.
	Create a voucher and modify it to reflect the wire transfer payment method
a. Use the ‘Add a New Value’ tab to Add a voucher and populate the fields as necessary for the voucher creation. 
b. On the Payments tab of the voucher enter the date the wire will be transferred into the ‘Scheduled Due’ field.
c. Update the payment Method field to ‘WIR’.
d. Enter pertinent info about the payment in the ‘Message’ field.
Save the voucher.
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	2.
	Notify Agency Audit Services and the State Treasurer’s Office (STO) of the wire payment. 


	By 9:30am, send an email to Agency Audit Services (arpreaudit@ks.gov) and the State Treasurer’s Office (treascash@treasurer.state.ks.gov) with the following information about the wire payment:
a. Voucher ID
b. Supplier name
c. Amount
d. Date the wire is to be transferred

	
3.
	By 9:30am, the Summary tab of the voucher should reflect the following statuses in order for the wire to be transferred: 

a. Match Status: ‘Matched’ or ‘No Match’
b. Budget Status:  ‘Valid’
c. Approval Status:  ‘Approved’* 

Note:  The batch processes that run matching, budget checking, and submit vouchers into approval workflow run at the top of the hour during the day. Ensuring the voucher is Saved before the 9am hourly batch process kicks off, on the date the wire is to be transferred, allows for the voucher to be ready for approval before the 9:30am deadline.

*If the voucher amount is over the agency’s delegated authority, confirm that the Agency Fiscal Office Level approvals are complete by viewing Approval History.
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	4.
	Wire is transferred and payment is recorded on the voucher


	After the voucher has been reviewed and approved, Agency Audit Services will contact the State Treasurer’s Office to confirm the wire should be sent. At this point, STO will transfer the wire payment and Agency Audit Services will record the payment on the voucher. The Payment Date and Reference fields on the Payments tab of the voucher will be populated.
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Invoice Information || Payments || Voucher Attibutes

Business Unit XXX00
Voucher ID NEXT
Voucher Style Regular Voucher
Setoff Status Not Processed by Collections
Total Amount 100.00
Supplier Name KIM PEACH
Payment Information

Payment 1

“Remit to[0000123456 |5
Location 001 Q
“Address| 1 Q

KIM PEACH
210 WEST 12TH STREET
LA CROSSE, KS 67548-9702

Payment Options
“Bank [KSBNK Q
“Account[MAIN Q
“Method \WIR QWi

Message Wire Payment 823/2018 @ |

Message will appear on remittance advice.

Invoice No 123456
Invoice Date 082272018

Incomplete Voucher

“Pay Terms (00 @ Due Now

Enter the date the wire

will be transferred.

CI —

*Handling | CM-Central Mail - ZIP v
e —]

Enter pertinent info in the Message

Gross Amount 100.00USD Scheduled Due 87232018
Discount 0.00UsD Net Due
Discount Due
Accounting Date.
Change the payment
method to 'WIR'
Pay Group Q

ucin.

]

Find | V

“Netting [Not Applicable '
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Summary || Related Documents || Invoice Information || Payments.

Business Unit 300000
VoucherID 00161700
Voucher Style Regular
Supplier Name KIM PEACH
210 WEST 12TH STRj
LA CROSSE, kS 6489702
Entry Status Postable
Q. Match Status yiached Approval History

. Approval Status Approved
Post Status Unposted

Match status should

be either 'Matched"
or "No Match'

For vouchers over delegated
authority, use the 'Approval
b. Budget Status Valid

level approval is complete.

Budget Misc Status Valid

“View Related [Payment Inquiry V] 6o




image5.png
Approval History

Agency approval should
Business Unit XXX00 Total 5213.08 B Y app

be complete through the
cal Office level.

VoucherID 00161716
Approval Status Pending

Voucher Approval
[ IBUSINESS_UNIT=17300, VOUCHER_ID=00161716:Pending :
Voucher Approval
Approved Auto Approved Auto Approved Pending
Multi
V' sgeneyVouster somovrs st |V hgency Vouer ppprovers et || ¥ gy Fiscat oo sorevrs | *| O A oo
08123115 - 1:39 P 08123018 - 130 PM 082318 - 1.39 PM
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Schedule Payment

“Action Record a Payment
Pay Full Amount

Payment Date 823/2018
Reference W28428
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