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Agenda

�� Payment OverviewPayment Overview

�� Requisition ManagementRequisition Management

�� Reviewing Vendor Reviewing Vendor ReqsReqs

�� Payments ActivityPayments Activity

�� Enter Payment Enter Payment 

�� Payments Payments 

�� Enter Direct PaymentsEnter Direct Payments

�� Enter Employee PaymentsEnter Employee Payments



Agenda (cont.)

�� Payment StatusesPayment Statuses

�� Processing ChecksProcessing Checks

�� Print ChecksPrint Checks

�� Payment SearchPayment Search

�� Check SearchCheck Search

�� Voiding & Reissuing ChecksVoiding & Reissuing Checks

�� ReportsReports

�� QuestionsQuestions



Payment Overview

�� Enter PaymentsEnter Payments

�� Enter Payments ActivityEnter Payments Activity

�� Enter Direct PaymentsEnter Direct Payments

�� Enter Employee PaymentsEnter Employee Payments

�� Payments ActivityPayments Activity

�� Approve PaymentsApprove Payments

�� Process ChecksProcess Checks

�� Generate Generate 

�� Print ChecksPrint Checks

�� Run ReportsRun Reports



Requisition Management

�� Creating RequisitionCreating Requisition

�� DepartmentDepartment

�� Order Type Order Type 

�� Viewing Vendor Viewing Vendor 
RequisitionsRequisitions

�� Search  by Status “Ready for Search  by Status “Ready for 
Payment”Payment”

�� Quick Start = Quick Start = vrvr status rstatus r

�� Save Search as FavoriteSave Search as Favorite



Enter Payments Activity

�� Enter Payments Enter Payments 

�� Fiscal Year Fiscal Year 

�� Sequence Sequence 

�� Reference NumberReference Number

�� Amount Amount –– Full, partial, negativeFull, partial, negative

�� Invoice Invoice –– Cannot use Cannot use 
(%$#&@!~)(%$#&@!~)

�� Final PaymentFinal Payment

�� Hold PaymentHold Payment



Enter Payments Activity

�� Go Go –– Creates paymentsCreates payments

�� Working the ListWorking the List

�� Submit payments or close Submit payments or close 
activityactivity



Payments Activity (cont)

�� Search PaymentsSearch Payments

�� Enter Vendor PaymentsEnter Vendor Payments

�� New ButtonNew Button

�� Same Fields as Enter Same Fields as Enter 
PaymentsPayments

�� Defaults all other fields from Defaults all other fields from 
ReqReq

�� Save/NewSave/New

�� Return Payment to OpenReturn Payment to Open



Enter Direct Payments

�� Fiscal Year Fiscal Year 

�� Limits Limits –– Setup in Setup in 
Organization RecordOrganization Record

�� 25 payments per form25 payments per form

�� Bank Account  Bank Account  

�� Default Account NumberDefault Account Number



Direct Payments (cont)

�� Enter Direct PaymentsEnter Direct Payments

�� Vendor Vendor –– Id or NameId or Name

�� Pay To Name for one time Pay To Name for one time 
paymentspayments

�� Invoice number is not Invoice number is not 
requiredrequired

�� Go to create paymentsGo to create payments



Enter Emp Payments

�� Not associated with Vendor Not associated with Vendor 
RequisitionsRequisitions

�� Fiscal Year Fiscal Year 

�� Limits Limits –– Setup in Setup in 
Organization RecordOrganization Record

�� 25 payments per form25 payments per form

�� Bank Account  Bank Account  



Emp Payments (cont)

�� Default Account NumberDefault Account Number

�� Default Invoice DateDefault Invoice Date

�� Employee Look upEmployee Look up

�� Enter a few letters of Employee Enter a few letters of Employee 
last name.last name.

�� Put payments on Hold Put payments on Hold -- MarkMark

�� Go to create paymentsGo to create payments



Payment Statuses

�� Payment StatusesPayment Statuses

�� OpenOpen

�� SubmittedSubmitted

�� ApprovedApproved

�� AuditAudit

�� Check ProcessingCheck Processing

�� Check PendingCheck Pending

�� PaidPaid



Processing Checks

�� Automatic with County Automatic with County 
approvalsapprovals

�� Building the listBuilding the list

�� Bank AccountBank Account

�� Scheduled Pay Scheduled Pay Date Date ThruThru

�� Approval Batch IdApproval Batch Id

�� Payment ListPayment List



Print Checks

�� From Payment ListFrom Payment List

�� Print ChecksPrint Checks

�� Processes Processes –– Print AP ChecksPrint AP Checks

�� Reprint AP ChecksReprint AP Checks



Payment Search

�� Searching RecordsSearching Records
�� Payment TypesPayment Types

�� StatusesStatuses

�� Saving Searches Saving Searches –– FavoritesFavorites

��Quick Start = paQuick Start = pa

�� Working the ListWorking the List
�� Stop list buildingStop list building

�� Submit from the listSubmit from the list

�� ExportExport

�� Payment snapshotPayment snapshot



Payment Search (cont)

�� Payment formPayment form
�� Return payment to Open Return payment to Open 

�� Payment snapshot reportPayment snapshot report

��Change/Save/CloseChange/Save/Close



Check Search

�� All Check can be viewedAll Check can be viewed

�� Pay to Name Pay to Name 
��Name or PartialName or Partial

�� Searches on “contains”Searches on “contains”

�� Check number Check number –– partial partial 
Number or range.Number or range.

�� StatusStatus

�� Check RegisterCheck Register

�� Cancel RegisterCancel Register



Void and Reissue

�� AP AP –– Checks ActivityChecks Activity

�� Payments must be in the Payments must be in the 
Printed StatusPrinted Status

�� Fiscal year is not closedFiscal year is not closed

�� VoidVoid
��Not reported to the CountyNot reported to the County

��Check will be reprocessedCheck will be reprocessed

�� Example: Printer JammedExample: Printer Jammed



Void and Reissue (cont)

�� CancelCancel
�� Reported to the CountyReported to the County

��Will NOT be reprocessedWill NOT be reprocessed

�� Example: Duplicate paymentExample: Duplicate payment

�� ReissueReissue
�� Reported to the CountyReported to the County

�� ReprocessedReprocessed

�� Example: Vendor lost checkExample: Vendor lost check



Void and Reissue (cont)

�� Stale DatedStale Dated
�� Reported to the CountyReported to the County

��Will NOT be reprocessedWill NOT be reprocessed

�� Stale dated check will be Stale dated check will be 
reported to Countyreported to County

�� Example: Check is over 6 Example: Check is over 6 
months oldmonths old



Reports

�� Reports Reports –– ReqReq/Payment/Payment
�� Check Detail (Check99)Check Detail (Check99)

�� Check Register (ReqPay04)Check Register (ReqPay04)

�� Payment Register (ReqPay05)Payment Register (ReqPay05)

�� Cancel Check Register (ReqPay09)Cancel Check Register (ReqPay09)

�� Board Report of Checks (ReqPay12)Board Report of Checks (ReqPay12)

�� Vendor Check Detail (ReqPay18)Vendor Check Detail (ReqPay18)

�� County Check Summary (ReqPay93)County Check Summary (ReqPay93)

�� County Check Register (ReqPay94)County Check Register (ReqPay94)



Questions/Comments

�� Thank You!Thank You!


