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Statewide Management, Accounting and Reporting Tool

	Date Created:
	2/16/2018

	Version:
	2.0

	Security:
	· Role Security:  Only those individuals with the following roles will have access to delete an interfund or interfund voucher:
· Agency AP Processor (KAP_Agy_AP_Processor)
· Agency AP Maintainer (KAP_Agy_AP_Maintainer)
· Agency AP Interfund Processor (KAP_Interfund_Processor)
· *Agency AP Interfund Approver (KAP_Interfund_Approver)
· BU Security:  Business Unit Security is applied. Agencies will only have access to the interfunds and vouchers associated to their agency business unit.
*If the Interfund was not approved or does not need to be deleted, you do not need the Agency AP Interfund Approver role.

	Information
· To delete an interfund voucher it must first be removed from the interfund.  The interfund can be deleted during this process, as well. The interfund cannot be deleted if there is a deposit associated with it.
· The voucher can be removed and deleted if there is a deposit associated with the interfund as long as both sides of the interfund are not approved. Once both sides of the interfund are approved, neither side can be edited.

	Navigation
	Accounts Payable > Inferfund Details

	1.
	Remove the Voucher from the Interfund

a. Click the ‘Remove Voucher’ hyperlink.

If the Accounts Payable side of the interfund is approved, unapprove it and save before removing the voucher.







b. Click ‘Yes’ on the pop up message stating that this action will unlink the transaction from the interfund.
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If there is no deposit associated with the interfund, proceed by deleting the interfund itself. Otherwise, proceed to step 2.

c. Click the ‘Delete’ button at the top of the Interfund. This should only be done if there is no deposit associated with the interfund.

d. Click ‘Yes’ on the pop up message asking if you really want to delete the interfund record. Then click the ‘Save’ button.

To check that the interfund has been deleted, navigate back to the interfund search page and search for the Interfund ID. It should not come up in the search after it has been successfully deleted.
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	Navigation
	Accounts Payable > Vouchers > Add/Update > Regular Entry

	2.
	Delete the Voucher

a. Navigate to the voucher removed from the interfund by proceeding to the Accounts Payable module.

b. Confirm the voucher is eligible to be deleted by going through the checklist to the right.
	Interfund Vouchers Eligible to be Deleted Checklist:
· The voucher must not be attached to an Interfund. Follow the instructions in Step 1, above, to remove the voucher from the interfund.
Note:  An Initiating Interfund voucher (the origin is ‘I’) will automatically generate a new interfund to attach itself too when the Hourly Batch Processes run during the day.  If, when the voucher is searched for in Accounts Payable, a message states that it is in the interfund module, it may have re-generated an interfund to attach itself to. Please remove it from its new interfund in order to proceed with deleting the voucher.
· The voucher must not be matched. If needed, unmatch the voucher using the Match Workbench.
· The finalize PO check box must not be checked on any distribution line in the voucher. If needed,  uncheck the  finalize PO box on the distribution line(s).




	Navigation
	Accounts Payable > Vouchers > Add/Update > Delete Voucher

	
	
c. Look up the voucher in the Voucher Delete search using the various search options.

If the voucher does not show up in the search results, it is likely not eligible to be deleted. Review the checklist above.




The Delete Voucher page can also be navigated to directly from the voucher using the Add/Update dropdown menu.










d. Select the appropriate voucher and click the ‘Delete’ button.

e. A popup message will appear to confirm the voucher will be deleted. Click the ‘OK’ button to delete the voucher.

A deleted voucher will no longer appear when you search for it in Accounts Payable.
	[image: ]

[image: ]

[image: ]
[image: ]



	Page 1 of 3
Delete an Interfund Voucher 2/16/2018
image3.png
Interfund Details

Interfund Id /AA00200308
) Accounts Receivable Transactions.

Expand Al Collapse Al | Not_|

 Accounts Payable Transactions

Update Voucher Find Voucher  Remove Voucher APBU .  Voucher 00041745

Details

Supplier SetlD SOKID Post Stat§s Unposted Budget Status Not Chkd
SupplierID Contact Infdrmation

AP Interfund Approval

O Not Approved @ Approved
Invoice Date 01/03/2017 pproved By P

Invoice 01/03/17

Total Amount 1368.00 Approval Dt 01/03/2017

EmeredBy  Click the 'Remove Voucher'
Frered D 01022017 hyperfink. You will need to
DistrkusioniDstalfy unapprove the interfund first.

Details





image4.png
Message

Removing Voucher would unlink the transaction from interfund. Continue? (25010,26)

Qs ]





image5.png
2. Click the 'Delete’ button.
Interfund Details. /
InterfundId  AAD0200308 Expand All Collapse All
) Accounts Receivable Transactions
 Accounts Payable Transactions
Add Voucher  Find Voucher  Remove Voucher APBU Voucher
Details
Supplier SetiD Post Status. Budget Status
Supplier ID Contact Information AP Interund Approval
Invoice @ Not Approved O Approved
Invoice Date Approved By
Total Amount Approval Dt
Entered By WIS
Entered Dt





image6.png
Message

Do you really want to delete the interfund record? (25010,1)





image7.png
Voucher Delete
Enter any information you have and click Search. Leave fields blank for a list of all values.

Existing Value

v Search Criteria

[ —
e = —
[ v
oo g ———]
B T A
O s —
B T

[case Sensitive

Basic Search &' Save Search Crieria





image8.png
| Summary || Related Documents || Invoice Information || Payments || Vouche| Regular Entry

Voucher Search
Business Unit

Voucher ID 00041745
Voucher Style Regular

Quick Invoice Entry
Summary Invoice Entry

DDOODDD DD m

Supplier Name KANSAS DEPARTMENT OF CHILDREN & Complete Register Voucher
FAMILIES Close Voucher
915 SW HARRISON STFL6 Delete Voucher
TOPEKA, KS 666121505 Update Open ltem
Entry Status Postable UnPost Voucher
Match Status No Match Voucher Setoff Update

Approval Status Approved
Post Status Unposted Modified By
ERS Type Not Applicable
Close Status Open
Budget Status Not Chkd

Budget Misc Status Valid

“View Related [Payment Inquiry V] Go

[@Save |[lah Retum to Search | [ZNotiy |2 Refresh |

Setoff Status Not Processed by Collections

£ UpdatelD

‘Summary | Related Documents | Invoice Information | Payments | Voucher Attributes | Error Summary




image9.png
Delete Voucher | Voucher Details

Business Unit Voucher 00041745
Supplier
Supplier 62900 KANSAS DEPARTMENT OF CHILDREN & FAMILIES
Short Name DCF-001
Voucher Information
Invaice @emet- b e Origin |
Date 01/03/2017 Group Nor
Gross Amount 1,368.00 USD
Related Voucher





image10.png
Message

Warning  Delete Confirmation (7030,12)

Press OK to delete the voucher. Press Cancel if you do not want to delete the voucher.





image1.png
i

Gisvewor Mewvczmem, oo s Reeorns T




image2.wmf

Microsoft_Visio_2003-2010_Drawing.vsd

