it

UW System
Shared Financial System
(SFS)

PAY CYCLE
PROCESSING
MANUAL

PeopleSoft Version 8.9

it

Draft Version 1.2 01/05/07

tp/gm/jl






Table of Contents

Pay Cycle Processing in PeopleSoft VErsion 8.9 ..., 4
PaymMeNt CYCIE OVEIVIEW .......eeeeiiieiieeiecese et see ettt e saeeae e sreenneaneenneens 5
Create Pay CyCle — NaVIGALION .......coiiiiiiieieeiesie ettt nneas 6
Payment SEIECION CrITEIIA ......ccveieerieeiece et sre e nne e 7
Pay CYCIE IMBNAGET ... ettt sttt sr e anes 10
Payment Selection and Creation ............cccuevveieieereeiiesee e 12
LI U =TT OSSR 15
PriNt CHECKS PrOCESS. .. .cuviivieiieiesiie sttt sie ettt re et nee e te e s sae e sreeeeenes 22
POSITIVE PAY PIOCESS ....ecuviivieiieie ettt ste ettt raeste et ste st sbaesta s e e sreenneenes 26
Other INFOIrMALION: ......c.eeiecie e re e e enne e 28
Pay CYCIE STALUSES ....c.veeuiiiieeiie ettt te e sreereenes 28
Problem Solving with Pay Cycle Manager...........c.ccooviriiiiieneiescseseseeeceees 29
POSTING PAYMENTS ..ottt te et e e beeneesreeeeanes 30
EXPIESS CNECKS ...ttt 31
Manual POSItive PaymENt PrOCESS ........ccveiviieiieiiiiieieesie st seesie e ste e sre e sneas 35
Cancelling a Payment: Stop or Voiding Payments...........ccccuevereneneneneneseseeieeneenens 36



Pay Cycle Processing in PeopleSoft version 8.9

This manual requires familiarity with navigation within PeopleSoft 8.9.

The new processing is very similar to the 8.9 processing. This manual is meant to
familiarize the experienced user with the pages and navigation to process a Pay Cycle in
PeopleSoft 8.9.

New Functionality, Fields or change in field placement will be indicated by the star

Payment Selection Criteria>Preferences: Payment Error Notification. A User can be
selected for notification. This functionality has not yet been tested.

Crystal Report, Version 10 will need to be installed on each Pay Cycle operator’s
computer in order for checks to print properly.



Payment Cycle Overview

Once you’ve entered, approved and scheduled vouchers for payment in SFS, you’ll begin
the payment process. The following diagram shows the steps in that cycle. The pages
that follow discuss those steps in more detail.

Select Payments

A 4

Review Payments

A 4

Create Payments

A 4

Post Payments




Create Pay Cycle — Navigation

In 8.9 there are several alternatives to navigate to Pay Cycle. Only one way will be
illustrated in this manual.

PeopleSoft.
Menu B

Home

Search: Main Menu =
)] ﬁ Accounts Payable
[+ My Favorites
I LAY niision Boltan Access PeopleSoft Payakles. Navi ation'
[> Order Managernent == Accounts Payable [ﬁ %\muchers 9 '
[ ltems # Center acd, mant| - ACCOUNTS
[ Vendars Access the Accounts wouchers.
[ Purchasing Payable center. [ S.cdeliUipo Payab|e>PaymentS/>
[> eProcurement L ainitin
[+ Services Procurement D&EFM Pay CyCIe
pBilling ﬁp ents ﬁﬂatch ol Processing>Payment
SCTCUTS T Create and manage racesz v Selection Criteria.
I ¥ouchers [ pEyImEnts, payments,
I Contral Groups CIPay Cycle Processing entries, clej
b Payments CiPay Cycle Approvals revaluation. irtegration with systems .
I Batch Processes [CIpay Cycle Exceptions Covouchers C1%auchers
[ Review Accounts Payable 3 Mare... CIPayment Clinterfaces
Info CIPayments
[+ Archiving Cvendor
[» Reports o
- Accounts Payable Center ﬁm ﬁm
[ Azset Managemant Arzhivegaymen’[s, vouchers, Crea;e accounts payable
b Bankin and vendors. reports.
- ..._E?. . ;I ClPavments Ca%ouchers

From this panel — choose Payment Selection Criteria under Pay Cycle Processing.

Note: you may also access ‘Payment Selection Criteria’ directly from a hyperlink
on the ‘Pay Cycle Manager’ page.

Home | WWorklist | _Acdd to Favorites

ﬁ P le Approval ﬁ P le Exceptions
Approve and confirm pay cycle. Review pay cycle exceptions.

: = Pay Cycle =] Review Digcount Lost Alert
= Pay Cycle Manaser 5 Reference Confirmation
=l Manual Positive Payment =l Reterence Unconfirmation
2 Maore...
Express Payments ﬁ Pay Cycle Definition ﬁ Canceloid P ents
Create express payments. Set up and maintain tables associated with Cancel and escheat payments.
=l Creste Express Paymert the pay cycle. =] Payment Cancellation
=l Payment Source
= Mapping
=l step
=] Step Table




Payment Selection Criteria

Payment Selection Criteria is used to select vouchers for payment. These are templates
that store criteria that SFS uses to select vouchers for payment. They allow you to pay
groups of vouchers that share certain characteristics. Your payment selection criteria
control the scope of scheduled payments that will be eligible for payment in each cycle.
Each individual voucher contains information that ultimately determines payment
selection. These definitions will already be set up for you to use, but it may be helpful to
understand what criteria is included in them.

As in 8.8, enter the pay cycle here. This will be the same name as the pay cycle used in
8.8. Select “Search”. If this is a new pay cycle, use “Add a New Value” and follow the
illustrations.

PeopleSoft.

E

|_I
i

Payment Selection Criteria
Enter any information you have and click Search. Leave fields hlank for a list of all values.

| Find an Existing Value |_Add a New Value | Q
PayCycIe:I: v[ MSNDLY Q
Search | Clear | Basic Search Save Search Criteria

Find an Existing Walue | Add 3 Mew Value

Error Message that may be displayed:
Microsoft Inl: =l

Cycle MSMDLY payments have been confirmed Dr&ﬂ‘l payments have not been  prepared
for Positive Pay (7015,83)

The Pay Cycle payments have been confirmed andfor all payments have not been

prepared for Positive Payment, all pavments must be prepared For Positive Pavment
befare the Pay Cyele can be re-executed.

04 |

If this message is displayed — the Positive Pay File has not been processed from a prior
Pay Cycle. Click “OK” and complete that pay cycle before starting a new one.

Payment Selection Criteria panel functions exactly the same way as version 8.8.

Change the dates as appropriate for each pay cycle. Do not use “Automatic Increment,
but review the dates and change manually. Payment date (the date on the checks) must be
today’s date and Accounting date must always be current date. After the proper dates are
entered at Selection Criteria, click “Go to Pay Cycle Manager”.



Link to Pay Cycle Manager

/ Dates Y Preferences | SourcefBU Y Bank/Method ' Pay Group (Wefing | Drai Opmons [

v
Pay Cycle Manager

Pay Cycle: ADMOLY |Dai|y Check Run - ADM and S5

Pay From Date: |u4mar1 aon [=  Fri *Next Pay Through Date: |1 2132006 [5 Fri
Pay Through Date: |1 2122006 [H  Tue *Next Payment Date: |1 21212006 [3  Tue
Payment Date: |1 201102006 [3 mon

Change Selection Dates:

I 1 IDa\,f(s) vl Incrementl Decrement

*Accounting Date: [Current x| [1271 12006 [ Withholding Date: [Current =] [121/2006 [
" Mo Validation IV validate Pay Through Dates
i Use Standard Week ¥ validate Payment Dates

¥ Use Holiday Calendar: IHC Q

In Payment Selection Criteria, you need to check ‘Process when DRs >= CRs’. All of the
business units should select this option because converted vouchers and PO vouchers
cannot be closed the normal way. There will be reversal vouchers entered for converted
vouchers, which are essentially a credit to the voucher you want to close. However, for
conversion campuses, this setting is also the best choice.

Before running any pay cycles, verify in Preferences that Automatic Increment Dates is
NOT CHECKED. This will cause processing issues with the Positive Pay File.

/( Dates Preferenyes | Source /BU | Bank/Method | Pay Group f Metting | Draft Options )
P le: ' Daily Check Run - ADM and 5Y3

Pay From Date: 01/04/2002 Pay Through Date:  01/05/2007 Payment Date:  01/05/2007
I* Use Vendor Pay Group [ Inchude Lost Discount Credit Vouchers:| Process When DRs == CRs 7]
[~ Process EFT Pre-Hotes " Process Bank Charges o — 3
I Print LC Advice I calculate Value Date DateLimit:  |No Date Limi

DO NOT

/_ Automatic Increment Dates || Use Recipient's Pref. Lang.

Il Suppress Zero Amount Check
C H EC K Preferred Language: I {Invalid* = l User ID I

*Approval: | Mone 'l

*Netting Option: IN_Q Mot Applicable

*Step Group: |M0d9| Q. Al pay cycle steps ety Q  Rule Name: I Q

Message: | /
El save I S\ Return to Searchl [=] Matify I t; Refresh I

New: A user can be designated for Payment Error Notification.




[ Dates | Preferences () Source /BU % )Bank/Method | Pay Group i Metting | Draft Options |

Pay Cycle: ADMDLY Daily Check Run - ADM and S5

Pay From Date: 04/06/1900 Pay Through Date:  12/12/2006 Payment Date:  12/11/2006

Custamize | Find | Vi
Process *Source Transaction

I |\ICHR Q1 Accounts Pavable Vauchers =

Business Unit

Process ‘Business Unit
I [LaiaDn Cl, L System Administration =
2 EE Q) UW Systemwide =

Source/BU identifies source for pay cycle.

[ Dates Y Preferences | Source/BU \( Bank/Method /\ Pay Group/Metling | Draft Options |

Pay Cycle: ADMDLY Daily Check Run - ADM and SYS
Pay From Date: 047061900 Pay Through Date: 1201 212006 Payment Date:  12/11J2006

Bank Account ind | Yiew All First [«] 1oz B | ast

¥ Process [=]

*SetiD: IUWADR a
‘Bank: IFRSTR Gl Firstar State Contract Bank
*Account: IEEIA Q  Zero Balance Checking Account

Currency: LIS Daollar

Customize |
Process ‘Payment Method
v |System Check j =]

Bank Method associates the Bank Account and Payment method to the Pay Cycle.

[ Dates Y Preferences | Source/BU Y Bank/Method } Pay Group/MNetting) | Draft Options

Pay Cycle: ADMDLY Daily Check Run - ADM and 8%3
Pay From Date: 04/06/1900 Pay Through Date:  12/1 22006 Payment Date:  12/11/2006

Customize |

Process *SetlD *Pay Group Code

Customize | Find | ¥i

Process Hetting Reference ID




[ Dates Y Preferences § SourceBU } Bank/Method | Pay Group/Metting | Draft Options

Pay Cycle: ADMD LY Daily Check Run - ADM and Y5
Pay From Date: 04/06/1 300 Pay Through Date: 12/12/2006 Payment Date:
[~ Process Optimization
Max # of Drafis: l_ {use as pay cycle defaulf)
[~ Process Draft Rounding
Rounding Position: [ (use as pay eycle defauly

*Remaining Amount .n.ctiun:l Do notissue Draft vl
Payment Method: I Yl

[ Preapprove

Main Conkent

B save I S Return to Search | [=] mctify | % Refresh |

Draft Options should appear as shown.

Navigate to Pay Cycle Manager through the link on the dates panel or follow the

illustration below.

[ Program Management
[ Project Costing
[> Proposal Management

Pay Cycle Processing

[+ Maintenance Managearnent Mairtsin and process the pay cycle.

[ Resource Management

I Lease Adrinistration = ent Selection Criteria = Pay Cycle Manager
[+ Staffing Establizh selection criteria for one or more Select, review, and create scheduled
I> Travel and Expenses [ G payments.
[= Billing
[= Accounts Receivahle .
= Accounts Payahble E Manual Positive Payment E Check Restart
b vouchers Create a positive payment file for the bank. Festart check printing.
[ Control Groups
= Payments
= Reschedule P: ent Request = ECS Summary Data
— Hayment Selection
Pa. m.em Selection E Process rescheduled pavments after E
EHEHE establizhing rescheduled payments terms and summary files for federal payments.
— Pay Cycle Manager condiions

- Pay Cycle JOb

— Manual Fositive
Payment

— Check Restart

— Cancel Rescheduled
Payrments

— Eeschedule Payment
Feguest

—ECS Summary Data

— Generate ECS
Summary File

[ Pay Cycle Approvals

Pay Cycle Manager

Navigation: Accounts Payable>Payments>Pay Cycle Processing>Pay Cycle Manager

Erter additional data before genersting E2

Note: While processing a Pay Cycle through Pay Cycle Manager, you can select Process
Monitor from within Pay Cycle BUT we discovered it is cumbersome coming back into
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the Pay Cycle at times from Process Monitor. Therefore, open another window to

monitor the jobs in process monitor. See navigation below:

B»

PeopleSoft.

NeleFdnw| Help | Customize Pane |

Pay Cycle Manager

Pay Cycle: MSMDLY  Daily Check Run

Select “New Window” and navigate to Process
Monitor to monitor progress of each process.

Selection Criteria  Approve Trial Register Reference Confirmation  Draft Staging Approval

Pay Cycle Status K

Status: Completes _Reftesh | Process monitar
Pay From Date: 07062004

Process | 'l Payment Selection
lﬁ' Payment Selection &
M Creation

Pay Through Date: 0671452005

Payment Date: 0B 452004
Schedule Payments o Summary Details Pay Cycle Reset
Selected:

I Vl Reset |

Server:

Pay Cycle Exceptions

Pay Cycle Error Discount Lost Discount Denied Withholding Bank Replacement

Follow the navigation below to Process Monitor from “New Window”. A “new window”
must be opened to navigate to process monitor.

PeopleSoft.
Menu B

[» Canceliaid Payments
[- Batch Processes
[+ Review Accounts Payvahle
Info
= Archiving
[» Reports
— Accounts Payable Center
[> Azset Management
[> Banking
[» General Ledger
[ Allacations
[> Set Up FinancialsfSupply
Chain
[» Enterprise Camponents
[> Warklist
[> Tree Manager
[> Reporting Tools,

I ]

Mew Window | Help | 15,

Pay Cycle Manager
Enter any information you have and click Search. Leave fields blank for a list of all values.

R

[ Find an Existing Value |

Pay(:ycle:|: j| Q,

gearch | Clear | Basic Search Save Search Criteria

[ PeopleTools
[» SF5 Extensions
— Tax Center

Center
— Treasury Processing Center

Click on “PeopleTools™.

— Treasury Management J

11



PeopleSoft.
[Menu &

[ Enterprize Components
[= Warklist

[» Trea Manager

[ Repumng Tools

4 Utllmes
[ W arkflow
[+ Portal
[> Personalization
[ Process Scheduler
[+ Cuhe Manager
[+ REM Server Canfiguration
[ EDI Manager
[> Perfarmance Monitor
[» 5F 8 Extensions
— Tax Center
— Treasury Management
Center
— Treasury Processing Center
— Treasury Definitions Center
— Change My Password
— v Personalizations
— My Svystern Profile
— iy Dictionary

] toin ber -
- PeopleTools

b g

Home

Enhance, deploy, and extend PeopleSoft and non-People=oft applications.

Utilities

Maintsin PecpleTools utilties .
[ Administration

LI Audit

[CIPeapleSaft Ping

Personalization

Maintzin personalization
details, such as category,
categor\; groups and locsles.
ElPersonalization Options

~ ]

”

’Manage praeeasacrleduler.

Workflow

Mzirtain workflow details,
such as routings, roles,
notifications and approvals.
CIRoutings & Roles

&

Process Scheduler

&

~
\

/

’/
N ———

[ElProcess Monitor

EDI Manager

REM Server Confi gurz\(vﬁ

Configure REM sery

P

Manage electronic data
interchange.

Portal
Maintain all azpectz of the
portal registry, such as

content, settings and nodes.

Cube Manager

Manage cube details, such
&= defining and building 2
cukbe.

Elcube Instances

EBuild Cubes

Performance Monitor

Administer the Performance

hanitar and manitar

Camonitor ECI Processing performance.
C3vienwy EDI Audit Trail 1S ystem Monitor
[ Analytics
= [CiHistary
b e

Under Process Scheduler —"click on the Process Monitor link.

Note that Process Monitor looks nearly identical to 8.8. Minimize this window or click on

the Pay Cycle Manag

er window.

TIP: Leave the ‘Server’ blank and all instances will be listed in sequence for all

Servers.

B

PeopleSoft.

[ Process List ' Server List |,

Home

Status

Process List

User ID: ILSN Q. Type:
Server: I I Name:
| I Distribution | l

Select Instance Sedq. Process Type

Status

Process Name Lser

= 2388534 Application Engine AP_PSTVCHR LSM
I~ 2388533 Application Engine FS_STREAMLM LSMN
= 2388528 Application Engine AP_APY2050  LEM
= 2388526 Crystal Check APY2021- LS
= 2388524 Application Engine AP_APY2015  LSM
= 2388523 Application Engine AP_PETYCHR LSM
— 2200577 i, Il T Lo COTODCAR b1 Chl

I 'l Last:
| aQ In%nce: |

09 [oays el _Retresh |
to |
[ Save On Refresh

Run Date/Time

Status
061072005 10:03:358M POT  Success Posted
0602005 9:56:10AM PDT  Success Posted
06072005 :36:51AM PDT  Success Posted
0B/09/2005 3:56:.00PM PDT  Success Fosted
0B/D92005 3:51:25PMPDT  Success Posted
06092005 3:49:39FPM PDT  Success Fosted

OCMOOMINNE 2 4F-0300 DOT o

Run Status

=P |

Payment Selection and Creation

In version 8.9 you can first run Payment Selection and then Creation. Unless your
campus has a functional reason to run Payment Selection, you can start the Pay Cycle by
processing “Payment Selection and Creation”. From the dropdown menu, select PSUNX.
Then click the yellow “Process” button.

12




PeopleSoft.

Home Add to Favorites
Elr
Pay Cycle Manager Select
Pay Cycle: MSNDLY  Daily Check Run Madisan PSUNX
Vi
Selection Criteria  Approve Trial Register Reference Confirmation  Draft Staging Approval

Pay Cycle Status

Status: Completed Refresh | Process hMonitar

Pay From Date: 07r06/2004

Process Server

X3 rocess ” -]
Pay Through Date: 06/14/2005 Frocess |
Payment Date: 06/14/2005
Schedule Payments o Summary Details Pay Cycle Reset
Selected:

Server: I =] Reset |

PAyment Selection

Payment Selection &
Creation

Pay Cycle Exceptions

Fay Cycle Errar Discount Lost Discount Denied Withholding Bank Replacement

Pay Cycle Results Customize | Find | Wi
Main Information i Addtional Info
*
Process Recreate Pos Pay Step Mame Bank Account Status Instance Server Name %‘M
Process I Recreate Pos F‘av' Format Positive Payment  LSBAN CHK Completed 2388528 |PSUN}{ vl File

Error Message - If you select SFSNT1 by mistake — you will see this error message.
Return to Pay Cycle Manager by selecting “NO” and select PSUNX and click on
“Process” again.

The selected Process Scheduler is not currently running. Proceed with scheduling? (7250,156)

The selected Process Scheduler Server is not currently running ar cannot process this type of request. Select Mo to choose another Process
Scheduler Server or Yes to proceed with scheduling on this Server.

es | Mo

R

Clicking on the Process Monitor window — you will be able to monitor each step in Pay
Cycle processing. You will need to click the “Refresh” button until a run status of
“Success” is shown. Or you may use the “Refresh” button within Pay Cycle. We
encourage you to monitor the job in Process Monitor.

Process AP_APY2015 is Payment Select and Create.

\
PeopleSoft.

=3

FIULEDD LISL | oeivel D\aL )

Home | wworklist | Addto Favorites | Sign o

User ID: ILSN Q. Type: I vlLas‘l: IE IDays 'l Refresh |
g I Q Insﬁnce:l to |

[¥ Save On Refresh

Process Name User Run Date/Time Run Status

AP_APYZ015

2388534 Application Engine APPETYCHR LSN 06/ 052005 10:03:35AM PDT  Success Posted Dietails

belect Instance Seq. Process Type

— 23885348 Application Engine LSN 06/ 072005 10:30:05AM PDT  Queued [HiA Details

-
— 2388533 Application Engine FS_STREAMLMN LSN 06M 072005 9:56110AM PDT Success Fosted Details
-

2388528 Application Engine AP_APY2050  LSN 06 072005 9:36:51AM PDT Success Fosted Details




PeopleSoft.

(=3
Pay Cycle Manager

Pay Cycle: MEMDLY  Daily Check Run Madison

Selection Criteria  Approve Trial Register Referenc

ay Cycle Status

Status: Created

N
~

Refresh | Jrocess onitor

Home

e Confirmation  Draft Staging Approval

PayFrom Date:  07/07/2004 -~ —

Pay Through Date: 06/15/2009

Payment Date; 06/ 45/2005
Schedule Payments 1 Sumrnary Details
Selected:

ay Cycle Exceptions

FPay Cycle Error Discount Lost Discount Denied

Withholding

| vl Reset |

Server:

Bank Replacement

First [ 1af 1

Pay Cycle Results Customize | Find | Vie Last
Main Information Y Additionsl Infa
Step Hame Bank Account Status Instance Server Name TO_U;FM Output Destination
LISBAN  CHIK Created File
Pay Cycle Manager -
FY1 - If no vouchers fit
Pay Cycle: ADMDLY Daily Check Run - ADM and 5Y:

Selection Criteria ~ Approve Trial Register Referen

Pay Cycle Status

Status: Mo work

040241800

Refresh |

Erocees M

Pay From Date:
Pay Through Date: 08/31/2006

Payment Date: 09/01/2006
Schedule Payments 0 Summary  Details
Selected:

Payment Selection Criteria,
Status is “No Work” and
Scheduled Payments are 0.

FEiGIgg Process Senver

Process | VI FPayment Selection
l__l Payment Selection &
M = Creation

Pay Cycle Reset
I e l Reset

Server:

Pay Cycle Exceptions

Pay Cycle Errar Discount Lost Discount Denied

Pay Cycle Results
Main Information Y Additional Info

Withholding

Bank Replacement

First [ 1 o 4 [ Last

=

Customize | Find |

Description Bank Account Status

Server Name  *Output Type Output Destination

Go back to the Pay Cycle Manager Window. Click “Refresh”. We see that one payment

is scheduled. There is a link to “Trial Register” and “Approve”. Note that Approve is
now an active link after Payment Selection and Creation. If your campus has specified

“Pay Cycle Approval” as an Internal Control you will need to approve the pay cycle as an

added step. Click on “Approve”.
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3 Payment Selection Criteria - Microsoft Intemet Explorer provided by UW System Administration

Fle Edi Mew Favoites Iook Help

‘ >

Qe - ) - [¢] 2] ¥b‘;)Seamh < Favaites ,E)‘[:vf‘;v_Jﬁ 3

Status:

Pay Cycle Results
Seth  Bank
UWADM  FRETR

Adhess [{€] hitps://stswet services.nisc edu/psp/s/BBgl/EMPLOYEE /ERP/c/CREATE_PavH =] (B Go

PeopleSoft.

=l
New window | Help | Custornize Page | 15,
——

Pay Cycle Approval - ~

Pay Cycle: ADMDLY  Daily Check Run - ADM and S5 Pay Cycle Manager

[Pay Cycle/PaymentsDrafts
Pay Through Date: 06M 412005 Payment Date: 06M412005
Scheduled Payments: 1 Paycycle Summary

[ Save | | LA Returnto Search Hetity |

Links &] Customize Lirks ] Free Hotmail & Windows

Approve Reject
Created Re !

ustornize | Find | View Al | 3

First (4] 1 or 1 [P Last
ntForm  File CopyForm  First Payment Status
008001 Created

Account PayFile Form ID Positive P
ZBA Checks ADMCHK  POST

| €] iawascriptsubmithetion_wind{document wind, PYCYCL_WORK_PAY_CYCLE_MER_PB): [ [ [& | ntemet g

Click on the Approve button. Then Click on Pay Cycle Manager to get back to the Pay

Cycle.

Trial Register

A Trial Register prints a list of payments this Pay Cycle will create. To Print the Trial
Register, click on “Trial Register” link.

PeopleSoft. —

=[5

Trial Register

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

/ Find an Existing Value " Add a New Value

Run Control ID: | begins with > ||
I Case Sensitive [}.,

gearch | Clear | Basic Search (B Save Search Criteria

The first time this is used a new run control must be entered. Tab to “Add a New Value”.
Enter “TRIALREGISTER”. Click “Add”.

15



Pe Ople Sof t. —

Er

Trial Register

/ Find an Existing Value | Add a New Value

Run Control ID: |TRIALREGISTER

Add

Find an Existing Yalue | Add a Mew Value

Select the Pay Cycle for your campus. And Click on the Run button.

PeopleSoft.
=
Mew Windaw | He
Register
Run Control ID: TRIALREGISTER Eeport Manager Process Monitor R
Language: English i
Pay Cycle: IMSNDLYQ Daily Check Run Madison 5o To Pay Cycle Manager

Server must be “SFSNT1” to produce the Trial Register.

PeopleSoft.

53

Process Scheduler Request

User ID: LS Run Control ID: TRIALREGISTER

Make sure
ServerName: | SFSNTI *| Runpate:  [0BnD2005 ki . these
RECIITEnEE I vl Run Time: I'HZDQIQSAM Resetto Current DaterTime | Selections are
Time Zone: I O\ completed

Process List

Select Description Process Name Process Type Type *Format
W Trial Register APY2030- Crystal |wen x| |POF
oK Cancel

16



Click OK and the process will run. Then open Process Monitor.
PeopleSoft.

=3

Useri:[LEN @ Type: [ Sliast [oo [pays =] Refresh

Server: lﬁ Name: I—Q Instance: | to |

Run I—Ll Distribution |—;[ ¥ Save On Refresh

Status: Status
Process List
Select Instance Sedq. Process Type Process Name User  Run DateTime Run Status W Details
= 2388538 Crystal APY2020- LEM 06102005 11:09:255M PDT  Queued [REE) Details
Il 2388535 Application Engine AP_APY2015  LEN 0BM 02005 10:30:058M PDT  Success Posted Details
r 2388534 Application Engine AP_PESTWCHR L3N 06102005 10:03:35AM PDT  Success Posted Details
[ 2388533 Application Engine F5_STREAMLIM LSK 0BM0f2005 9:56:10AM PDT Success Fosted Lietails
= 2388528 Application Engine AP_APY2080  LSN 061042005 9:36:51AM PDT  Success Posted Details
= 2388526 Crystal Check APY2021- LEM 0B/09/20058 3:56:00PM PDT  Success Posted Details
r 2388524 Application Engine AP_APY2015 LSN 0B/092005 3:51:25PMPDT  Success Posted Details

Wait until the process has completed by “Success”. Trial Register Process is APY2030.

Process List

Select Instance SEQ. Process Type Process Name User Run Date/Time BunStatus -~ — Details
I S e SR status 20N
= 2388438 Crystal APY2030- LEMN QDEJ"I 072005 11:09:25AM PDT  Success Posted N\ Details )

1] 2388534 Application Engine AFP_APY2015  LEM 06M 052005 10:30:055M POT  Success Posted Details

Here is the main change from 8.8. The Trial Balance in 8.8 pops up in a new window. In
8.9 n order to see the Trial Balance you will do the following: Click on “Details”.

PeopleSoft. ————

I ey Wind

E»

Process Detail

Instance: 2388538 Type: Crystal
Mame: APY2030- Description: Trial Registar
Run Status:  Success Distribution Status: F'DStEd
Run Control ID: TRIALREGISTER  Hold Request
Location: Senver  Queue Request

c
Server: SFSMTI Cancel Request

£~ Delete Request
Recurrence: © Restart Request
Request Created On: 061 052005 11:12:54AM POT Parameters Transfer
Run Amytime After: 0RM 2005 11:09:2540M POT Message Log
Began Process At: 0611002005 11:14:07AM POT Batch Timings
Ended Process At DG 0/2005 11:14:158M POB = — View Loo/Trace ~ ~ ,

\
) — - -

This panel is displayed.
Click on “View Log/Trace”. Then click on the APY2030-(Instance#) PDF file. This is
the Trial Register File. Click to open.

17



e Wind o

Miew Log/Trace

Report 1D: 11942 Process Instance: 2328528 Message Log

Hame: APY2030- Process Type: Crystal
Run Status: Success

Trial Register %

Distribution Node: SF38DEY_RPT_MODExpiration Date: IEIQJ'D 212005

File List

Name- — = = = —~ File Size (vtes) Datetime Created
1 ~
’\AF‘YEDBD— 2388538 FPDF 43,403 061052005 11:14:15.000000AM PDT
Moo e Ll — = = - a 061052005 11:14:15.000000AM PDT
FPeopleSoft Trace File 619 061052005 11:14:15.000000AM PDT
Distribute To
Distribution ID Type *Distribution ID
User LSM
7 hitp:/ /sfswebtest.services.wisc.edu:80 3,/ : iBde /11942 APY203 : B ]|
File Edk GoTo Favorites  Help |
d=fack -~ = - @) 4] 2} | Qoearch [GEFavortes Fiveda (B | By S = 5] 4
Address |g“| http://sFswebtest, services, wisc.edu: G003/ psreportsisfaSdey) 1 1942 8PY2030- 2385538, FDF j @GD |Links
El = @ P [esees @ E® - D © [eo. = @ |F00%- 5 (2 o\~ 2 |2
| 4 L
w A
% ReportiD: APY2030 PzopisZoft Avoounts Payables Fage No. 1 B
a AP TRIAL PAYMENT REGISTER Fun Daie 511042005
o Pl 11:14:07 &M
Paymant Cyols: MSNDLY
Baik Acecanl: USBAN CHK 033 182380237069 {ﬂ-? Switt Code 75000022 B
JONES, DAVEY CHK Amoant: 100.00
123 DOLENZ STREET
% 3 MADIZON
E | wi s3708
£ usa
53
ks
iy
E
E Advios I Involkce Payment Ref Agwios Dats Dus Dats Digs. Dus Dats amount Dizzount Lads Charges mat amount] Curr.
E
3 00046589 |rparpay |11387S Jumi1/2005 JunéDi2005 100.00 0.0 0.0 100.00| USD
- CYCLE
Total Requiremsnts for Bank Account: 182380237885 100.00 0.00 0.0a 100.00 USD

This is the Trial register and can be printed out for your records. When you close the
document you will be returned to Process Monitor.

NOTE: You may also use REPORT MANAGER to view your report which will
display under the instance by clicking on the hyperlink to view Trial Register.
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/

\\ Click Return 2

MName File Size (bvtes) Datetime Created

WP Z030- 2388538 .PDF 43,803 0602005 11:14:15.000000AM POT
hMessage Log I} 061052005 11:14:15.0000004M POT
FPeopleSoft Trace File G149 06052005 11:14:15.000000AM POT
Distribute To

Distribution ID Type *Distribution 1D

LIser LSM
- ———

7 Return T S R

Miew LogiTrace

Report ID: 11942 Process Instance: 23538533 Message Log
Hame: APYZ030- Process Type: Crystal
Run Status: Success

Trial Register

Distribution Hode:  5F33DEY_RFT_WODEx=piration Date: IDQIDBIEDES

File List

A

e
S -
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El»

Frocess Letall

Location: Server
SEerver:

Recurrence:

Request Created On:
Run Amytime After:

Began Process At:

PeopleSoft.

Instance: 2388538 Type:
Mame: APY2030-
Run Status: Success

Run Control ID: TRIALREGISTER

SFSMT

06102005 11:12:54AM PDT
061 0/2005 11:09:25AM PDT
06072005 11:14:.07AM PDT

Description: Trial Register

Distribution Status: FPosted

Crystal

" Hold Request

" Quelit Request

" cancel Request
" Delete Request

" Restart Request

Parameters Transf

hlessane Log
Batch Timinos

Ended Process At: O6M 02005 11:14:1558M POT Wiew LogTrace
PR PN
/7 N
0] 4 h Cancel |
\ 7
~ 7

Click OK and this returns you to the Process Monitor.

PeopleSoft.

Process List

a»
User ID: ILSN O Type: | j Last:
Server: I 'I Name: I (&'} Instance:l
Run I vI Distribution | j
Status: Status

Customize | Find | Yiew

Home

[0 [Days =]_Refresh |
to |
¥ Save On Refresh

Select Instance Seq. Process Type

-

2388538

Crystal

Process Name User

APY2030-

Run Date/Time

LS %6I1UIEUDS11:UQ:25AMPDT Success

Run Status Stat

Fosted

Details
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Click on the Pay Cycle window.

PeopleSoft,

=3
Mew iWindow | Hg
Register
Run Control ID:  TRIALREGISTER Feport Manager Process Monitor Run

Language: IEninsh :l' Frocess Instance 2388538

Pay Cycle: IMS""DUr Q Draily Check Run Madison pii0 To Pay Cycle Manager

Select “Go To Pay Cycle Manager”

PeopleSoft.

Home
Ee

Pay Cycle Manager
Pay Cycle: MENDLY  Daily Check Run Madison

Selection Criteria  Approve Trial Register Reference Confirmation  Draft Staging Approval
Pay Cycle Status

Status: Created [ Refresh |} pProcess Muni%

PayFromDate:  07/07/2004 4

N 7

N -

Pay Through Date: 06/15/2005
Payment Date: 06152005

Schedule Payments 1 Summary Details Pay Cycle Reset
Selected:
Server: | -] Reset |

Pay Cycle Exceptions

Fay Cycle Errar Discount Lost Dizcount Denied Withhalding Bank Replacement

First E 1af 1 |I| Last

Pay Cycle Results

Main Information i Additional Info [F=2H
Step Hame Bank Account Status Instance Server Hame %‘M Output Destination

Now click “Refresh”.
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PeopleSott.

Home:
S
Pay Cycle: MSMOLY  Daily Check Run Madisan
Selection Criteria  Approve Trial Reagister Reference Confirmation  Draft Staging Appraval
Pay Cycle Status
Status: Appraved 'k‘ resh | Process honitor

Pay From Date: aviT2004
Pay Through Date: 05/15i2005
Payment Date: 06 552005

Schedule Payments 1 Bummary Details Pay Cycle Reset
Selected:
Senver: I = l Reset |

Pay Cycle Exceptions

FPay Cycle Errar Discount Lost Discount Denied Withhalding Bank Replacement

Pay Cycle Results L ize | Find First E 1of 1 m ]
Main Information Sdditional Info [F=TH

Process  Step Name Bank Account Status Instance Sepuer Name %‘M Output Destination
Frocess |PrintChecks USEAM CHK Approved )R]

Print Checks Process

You are now ready to Print Checks. In server name — specify SFSNT1, Output Type =
Web, leave Output Destination blank.

Pay Cycle Results
Main Information Additional Info

p ZOutput —
Bank  Account — status instance Server Rame .., Lutput Lestination
chegg \Ste Name Bank  Account  Status Instance Server Name Tvpe Qutput Destination
[ Process |g\ﬂc:hecks USBAN CHK Appraved |sFenT1 | [web =]
- -

Click on “Process”. Now open the Process Monitor window.

Select Instance Seq. Process Type Process Name User Run Date/Time Run Status Stiuat Et{:s Bution Details
= 2388538 Crystal Check APYZ021- LS 061052005 11:41:00AM PDT  Queued A Details
= 2388538 Crystal APYED{D- L3N 06 0r200511:09:25AM PDT  Success Paosted Details

In Process Monitor — Click on refresh until the process Run Status is “Success” for
process APY2021.
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PeopleSoft.

Home: Add to Favorites

E»

Mew \Window | Help | Custormize Padge | 15,

Process List | SemerList |

User ID: ILSN QL Type: I ‘ILast: IE IDavs 'I Refrash |

Server: I 'I MName: I Q Instance:| to |
Run | ~] Distribution [ -] % ¥ Save On Refresh

Status: Status

Process List Customize | Find | Wiew Al 2 First [4] 124 cf 24 [F] Last
. Distribution i~
Select Instance Seiq. Process Type Process Hame User  Run Date/Time Run Status Status Defails N
— 1
= 2388539 Crystal Check APYZ021- LEMN 06/10f2005 11:41:00AM PDT  Success T2, \ Detfails  J
— -
= 2388538 Crystal APYZ030- LSMN 061072005 11:09:25AM PDT  Success Fosted Details
- 2388535 Application Engine AP_APYZ2015  LEM 06/10/2005 10:30:05AM PDT  Success Fosted Details
] 2388534 Application Engine AP_PETWCHR LSH 06M0/2005 10:03:354M POT  Success Posted Details

The check print file creation process is now complete. To see this file, follow the same
navigation as used for the trial register.

Click on “Details”.

PeopleSofL H

S

Process Detail

Instance; 23884534 Tvpe: Crystal Check
Name: APY2021- Description: AF Crystal Check
Run Status: Success Distribution Status: MrA L\}
Run Control ID: MSMDLY " Hold Request
Location: Server " Queue Request
-
Server: SFSMT Cancel Request
I Delete Request
Recurrence: € Restart Request
Request Created On: 06/1 052005 11:40:01AM PDOT Parameters Transfer
Run Amytime After: 061 0/2005 11:41:008M PDT Message Log
Began Process At: 061 0/2005 11:41:53486M PDT Eljltah Trmirgs
Ended Process At: O6M 02005 11:41:568M POT ‘/‘Jiew Lon/Trace \,
a3 #
~ -

Click on “View Log/Trace”.
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PeopleSoft.

Home | WWorklist | Add to Fawori]

Er
Mew Window | Help | Custamize

Miew LogiTrace
Report ID: 11943 Process Instance: 2288529 Message Log

Name: APY2021- Process Type: Crystal Check
Fun Status: Success

AP Crystal Check [%

Distribution Node: SFR3DEY_RFT_MNODExpiration Date: IDEIIDBIEDDS

File List

Hame File Size 1513 Datetime Created
CHEUSBANCHKP M. EPT 404,430 0610520045 11:41:59.0000004M POT
Message Log a 06 0/200511:41:59.0000004M PDT
PeopleSoft Trace File 6149 061052005 11:41:59.0000004M POT
Distribute To

Distribution ID Type *Distribution 1D

User LEN

The check print file will be named CKUSBANCKPM.RPT. Click to open the report.
If this error message is displayed — click OK:
Invalid Printer £

& This repark uses an insalid print% The default printer will be used instead,

Ik |

The check print file will now open.

NOTE: You may also use REPORT MANAGER to view your checks, which will
display under the instance and clicking on the hyperlink to view Crystal Checks.
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g;.crystal Reports - [CHECK1] o ]
[ File Edit Wiew Insert Format Database Report Window  Help -Iﬁllﬂ
D& -HEgRas|i 2B oo =06 AFx e |
[] DT 22| rujs===|a -E-=2a(6 %5
JahF:ﬂl@a&.nﬂQ‘
| o T& AT R Ee
Desan F'leviewl 1141 X 4 4 Tof1 ]
El- CHELKA [EEEE RN - - I S B - A Y - S R A A
L. 113875 & .
. I
I Cthack Tiace: Tl 5003 iy Cthack o 113475
— Inwice Humber Inweice Dace | ViucherID | Erece Amsunc Diceunc Availak e Taid Amocunc
n - 1F{T PAYEVELE L2003 000 465 631 100 i 00 i
~
o
v
GF'I | Vendor Bumbar | Kam e | | Trac Hnd Cad |
[ 000 03] ZETT I TOMES, DALY I I e} 1 bl

Scroll down the file to be sure that the check template is as expected. Crystal Report may
look different than you are expecting — this is due to the new version.

Verify your printer set-up — click on File/Printer Set-up and select your MICR printer.
Verify this each time.

To print the checks, select File/Print/Printer and Select OK from the printer panel.

Close out the Crystal Report Check file after the checks are reviewed for quality.
Navigate from Process Monitor in the manner described in pages 14 and 15.
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Positive Pay Process

Click on the Pay Cycle Window
Peopledott.

Home Acdd to Fa eg

13

Status: Confirrmed Refresh | Process Monitor
Pay From Date: 07i07¢2004
Pay Through Date: 06/15/2005
Payment Date: 061582005

Schedule Payments 1 Bummary Details % Pay Cycle Reset
Selected:

Server: I 'l Reset |

Pay Cycle Exceptions

Fay Cycle Errar Discount Lost Dizscount Denied Withhalding Bank Replacement

Pay Cycle Results c ze | Find | % # First [ or 1 [ Last
Main Information Additional Info [F=2H

Process Step Name Bank Account Status Instance Server Name Output Destination

Frocess |F0rmatPositivePayment USBAN  CHE Confirmed 2388539|SFSNT1 'l

Last step is to process the Positive Pay File. Change the Server Name to PSUNX. If you
forget at this point the following error message is displayed:

The selected Process Scheduleris not currently running. Proceed with scheduling? (7250,156)

The selected Process Scheduler Server is not currently running or cannot process this type of request. Select Mo to choose another Process
Scheduler Server arYes to proceed with scheduling on this Server.

Yes | Mo

I
Select “No” and change the Server to PSUNX. Then click the Process button.

Pay Cycle Results

Customize | Find | ¥
Main Information Achdditional Info

Process Step Hame Bank Account Status Instance Server Hame Output Destination

Frocess |F0rmatF‘usiti\rePayment USBAMN  CHK Caonfirmed QSSSSBQIPSUNK vl

Go to Process Monitor window and wait until status is “SUCCESS” for Process
AP_APY2050.

Process List ' SenerList |

UserID:lLBN O Type: I vlLast: m IDays 'l Refrash |

Server: I 'l Name: I @, Instance: | to |
Run I vl Distribution I vl ¥ Save On Refresh
Status: Status

Process List

Select Instance Seq. Process Type Process Name User Run Date/Time Run Status DiStrition Details
| 2388540 Application Enging AP_APYZ050 L3N 06M 02005 12:04:38FM PDT  Queued Details
] 2388539 Crystal Check APY2021- LSM 06/ 02005 11:41:004M PDT - Success Posted Details
| 2388538 Crystal APY2030- LSM 06/ 02005 11:09:254M PDT - Success Posted Details
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PeopleSoft.

B3

Mew Window | Help | Customize Page | n5h

Process List | SenerList |

User ID: [LaN Q. Type: | Tlrast o [Days =] Reiresh |
Server: I 'I Mame: I Q, Instance:l to |
Run I vl Distribution I j % FSM On Refresh

Status: Status

Process List

Select Instance Seq. Process Type Process Name User Run Date/Time Run Status W Details
= 2388540 Application Engine AP_APY20A0  LSM 0BEM 02005 12:04:38PM POT  Success Posted Details
= 23885349 Crystal Check APY2021- LS 0BM 02005 11:41:00AM PDT  Success Posted Details
= 2388538 Crystal APY2030- LSHM 0BM 02005 11:09:25AM PDT  Success Posted Details
[ 2388535 Application Engine AP_APY2015  LEBM 0BM 02005 10:30:05AM PDT  Success Posted Details

Go Back to the Pay Cycle Window and click Refresh. The Pay Cycle status should show
complete. Close out of the windows or navigate to your next task.
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Other Information:

Pay Cycle Statuses

These are the typical statuses that may appear as you are in the Pay Cycle Manager panel.

—
Approved | Pay cycle has been approved.

Completed | The Pay cycle is finished. You can start payment selection again using the next payment dates.

Confirmed | You have successfully confirmed that the payment references are correct on the Confirm Payment
Reference page.

Created Payments are ready to print. If EFT payments are being processed, the files are ready to format or be
sent through the approval process.

Exceptions | Pay cycle exceptions have been found.

Formatted | The formatting process for the positive payment file has completed successfully.

New The first time you create a pay cycle its status is New.

No work No payments have been selected or created for processing.

Printed Payments are printed or data has been written to a file.

Rejected Pay cycle has been rejected.

Reset Pay cycle has been reset. Payment Selection can be run again.

Restarted | Pay cycle has been restarted and is ready for Payment Creation.

Running One of the Pay Cycle processes is currently running.

Selected Payment selection has completed successfully.
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Problem Solving with Pay Cycle Manager

If no work is selected verify the criteria on the Payment Selection Criteria panel. If
the criteria appears correct and you still have problems, call the UWSA group.

If the Pay Cycle appears to be hung up — be patient.

If it still appears hung to be hung up, look in process monitor. Click on the tab
“Server List”. Look for the PSUNX server and verify the status indicates “Running”.
If this is not the case then notify your contact who in turn can get in touch with the
DBA for SFS.

If the Server is running then go to the tab Process List and view the status on the last
job submitted using your Operator ID. Is the status of the job “Processing” or
“Successful”? If so back into Pay Cycle Manager and press Refresh. Proceed to
follow the Pay Cycle instructions.

If the job in the process monitor is Initiated be patient (Remember the more payments
there are the longer Pay Cycle Manager is going to take to run.) If it remains this way
for an unreasonable amount of time, then highlight the job in question (The last job
on the Process Monitor) and go to Action/Cancel and then Action/Delete. Then go
back to the Pay Cycle Manager screen and hit the Refresh button and follow the
instructions in the Next Step group box on the panel.

If Pay Cycle Manager still appears not to be functioning correctly contact the UWSA
group — they will need to verify that the flags on the Pay Cycle Tables are correct and if
necessary reset them.
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Posting Payments

Once payments have successfully gone through the Pay Cycle Manager, the following

procedures should be used to post them. A separate process is used to journal generate

these transactions to the General Ledger.

NOTE: This will be a scheduled process run each evening and only will need to be

done if your campus wishes to process manually.

Activity: Post Payments to the Payables Module
Navigation: Accounts Payable>Batch Processes>Payments>Payment Posting

e The following page should be completed. If you want to post a specific check, select
the “Post Payment” option. A payment method and reference field will appear. Enter

the check number in the reference field.
e Click Run to process.

I Manager Sel-Service B Mew Window | Help | Customize Page | 15,
[ Wendors
> Purchasing
I eFrocurement Payment Posting Request
[» Senvices Procurement
= Billing Run
= Accounts Payable Run Control ID:  ALLJOBS Reporttanager  Process hMoitor
[ Vauchers
[ Control Gi
© Pau;ﬂ;n;m;uups Process Request Parameters
= Batch Processes Request ID: 1
[ Wouchers
= Payment Description: 1
— Payment Posting . =
=TT Process Frequency: [Aways Process |
b IR‘?VEWA“W"‘S Fayable “Post Payment Option: [Post Bank Account |
nfo
[> Archiving Post Payment List Al First [ 1of1 [ Last
I Reparts Setin Bank Code Bank Account Payment Method |Payment Reference
— Accounts Payable Center
I Asset Management BROSH QU |FRSTR Q |z8A [+ =
> Banking
[» Comrnitment Control
> General Ledger
[> Allacations
> et Up FinancialsiSupply
Chain
[> Enterprise GComponents B Save & Returnto Search | 4E Nextin List +E Previous in List MNotify % Refresh | B Add Update
[ Warklist

e This process should be run on the PSUNX server, Type “Web” and Format “TXT”.

Click on “OK”.

Process Scheduler Request

User ID: LSM Run Control ID: AP_PAYMENT_POST

Server Name: I PEUNH ‘l Run Date: |1 142972006 [5i]
Recurrence: I "l Run Time: |1 236 17PM Resetta Current DateiTime |
Time Zone: I a

Process List

Select Description Process Name Process Type Type “Format Distribution
I PSiaP Payment Posting AP_PSTPYMNT  Application Engine [web x| [T x| Distribution
OK Cancel Refresh
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Express Checks

When a check is needed immediately, an express check can be created. Before an
express check can be printed, a voucher needs to be created and it must pass edits.
Editing occurs when you save the voucher. The voucher must also be budget checked.
Look on the Summary panel of the voucher to see valid budget checking status.

You can navigate to start the Express Check process by pressing the Express Payment
link on the Payments Tab page of the Voucher.

Business Unit:  UwWOSH

Voucher ID: 00100184

Voucher Style:  Regular

Vendor: BUDDY SQUIRREL

FOBOXO12231
MILWALKEE, Wi 53207

Payment Information

Scheduled Payment: 1

‘Remit to: oooooogo7 QE
Location: O5H (@
‘Address: 1

BUDDY SQUIRREL
P OBOXO12231

Summary Y Inwoice Infarmation }” Payments {_Youcher Attributes ) Erar Summary |

Invoice Number: 108

Invoice Date: 1002602005
atal: 100.00
‘Pay Terms: DUR + | Schedule Payments

Gross Amount: 100,00 UsD

Discount: usD
Late Charge

Scheduled Due; | 10/262005 |5

Net Due:

Discount Dehig

Discount Due:

Accounting Date:

MILWALUKEE, Wl 53207

‘Bank: FRETR|CL Pay Group: Q
‘Account:  |ZBA (e} *Handling: RG (e}
‘Method: CHK|QL Check *Netting: M Q
Message:

Messaoe will appear on remittance advice.

‘Action: Schedule  w Payment Date: Hold Payment O Separate Payment O

Pay: Reference: Hold Reason;

Payment Ingquiry
Payment Note

HolidayiCurrency Options Express Payrment Yendor Bank Account

Mote: is far internal use only and will not appear on remittance advice.

B save | LLReturn to Search | [=] motify | 4 Refresh |

ExAdd

Create voucher
and Save then
Budget Check.
Go to the
Payments Tab of
the voucher and
select the
hyperlink on
bottom of page
'‘Express
Payment'.

This is the preferred method because all of the needed information is carried through to

the Express Check panel.
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Express Payment
W Oshkosh Bank SetiD: LSk G ushank
SEND INVOICE IN DUPLICATE TO: Bank: FRITR|QL ushank
OSHKDSH, Wl 54903-2884 Account: zBa Q) Milwaukee, YWl 53202
Payment Currency: |JSD|C, 12-21750
Pay Method: CHIK|Q,
e 1062662005 |51 Vendor SetD: UWOSHQ, BUDDY SQUIRREL St t th
Amount: 100.00 USD Vendor: 0000009107 |Q FOBOX012231 ar €
. MILWALIKEE, Wl 53207 ug
Reference: | NEXT Address: 1l Express Check
process by
OnHold [JEvaluate Discount Rate _Add All Vouchers | Create Payment | Server: 4 enteri ng
Select Voucher Customize | Find [ View Al | B First (4] 4 or 1 [ PSUNX for
Main Information Y Additional Info server and
Unit Voucher Payments Payment Method Invoice Number Invoice e  Apply Discount . '
o click 'Create
UWOSHC, 00100180 |Q 1|C, Systern Check azal 10/26/2005
1
Payment'.

Bl save | [=] Motify

e The “Add All Vouchers” button will automatically enter all outstanding payments for
the same vendor.

e You may need to press Reset to get started. Note that the pay cycle is given a
different name in Process Monitor —-QUICK# (#=1-9). This will process the same
way as the regular pay cycle.
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The following page will display which is the Express Payment Manage - Pay Cycle:

Express Payment Manager - Pay Cycle

Pay Cycle: QUICKS Express Check
Pay Cycle Status
Status: Running Refresh Process Monitor — Trial Register

Pay From Date: 10i2612005
Pay Through Date: 10j28/2005

Payment Date: 10i26/2005

0 Summary  Details Pay Cycle Reset
Server:

Schedule Payments
Selected:

Pay Cycle Exceptions
Pay Cycle Errar DiscounyLost ‘Withholding Exceptions Discount Denied

Customize | Find | View 21l | B

Pay Cycle Results
Main Information Addcitinhial Info

Process Recreate  Ppy Status Instance Bank  Account Server Name %M Output Destination

[Frocsss | [Revrests |

B save ‘ LLReturn to 5 arch| [=] ity |

Firgt [4] 1 o 1 [*] Last

ompleted  Print Ghecks 2406770 FRSTR  Z8A SFENT1 v Web ]

Click the Refrdsh button on the above page and the express check selected will display as

a scheduled payment.

Express Payment Manager - Pay Cycle

Pay Cycle: QUICK3 Express Check

Pay Cycle Status

Pay From Date: 10/26/2008

Pay Through Date: 10/26/2005

Payment Date: 1002642005 P
Schedule Payments 1 mary Details Pay Cycle Reset

Selected:

Server:

Pay Cycle Exceplions

Pay Cycle Error Discount Lost Withhalding Exceptions Brscount Denied

First [1] 11 ] Last

Customize | Find |

Instance Bank  Account Server Nipg “Output
Type

Pracess |approved  PrintChecks FRETR ZBA [sFsNT1 v|[wieb v

Gutput Destination

P

Process

& Save ‘ ELReturn to Search | [=] Motify |

Status: Approved Refresh Process Monitar Trial Redister \
—

1. Trial Register
2. VVouchers

3. Check Process
4, Server
(SFSNT1)

5. Output Type
(WEB)

Continue through the Pay Cycle as any other Pay Cycle (you may again want to open a

new window to Process Monitor to monitor the processes to make sure they are

successful)
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Note the following page after Express Check has been created, does not have any
provisions for the Positive Payment Process. You will be required to do a Manual

Positive Payment process.
Express Payment Manager - Pay Cycle

Pay Cycle: QUICK3 Express Check
Pay Cycle Status
Status: Camplated Refresh Process Monitor Trial Register

Pay From Date; 10/26/2008
Pay Through Date: 10/26/2005
Payment Date: 10262005

Schedule Payments 0 Summary  Details Pay Cycle Reset
Selected:
Server:

Pay Cycle Exceptions

Pay Cycle Error - Discount Lost ‘Withhalding Exceptions Discount Denied

Pay Cycle Results Customize hd First 4] 1 of 4 C] Last
IMain Information Y Additional Info

Process  Recreate PayStatus Instance Bank  Account ServerNameTO—')';m Output Destination

Recreate | Completed  Print Checks 2406779 FRSTR  ZBA SFSHTT v Wieb

B save | LELReturnto Search | [=] hotify ‘

Alternate method to create an ‘Express Check’ is to use the navigation in the
following exercise. However, you will need to enter all of the information that

defaults in when selecting Express Payment from the Payment Tab on the voucher.

Activity: Create an Express Check

Navigation: Accounts Payable>Payments>Express Payments>Create Express

Payments
PeopleSoft.

P Ems e | New wingow | Help | Custorize age | /5
illing
> Accounts Payahle
[ WYouchers
I> Control Groups Express Payment
= Payments

[ Pay Cycle Processing

[» Pay Cycle Approvals W Oshkosh Bank SetID:

> Pay Cyile Exceptions a

= Express Payments SEND INVOICE IN DUPLICATE TO Bank: Q
ress OSHKOSH, Wi 54803-2884 Account: [ a

ge Express Payment Currency: l_ Q
3 Fai’aC;:IEEnSeﬂnmnn Pay Methad: Ma
b g a?cingfgfg éds z 5 merte Date: [torzeizo08 Vendor Setil:  [gwosr Q
3 ﬁ;;\ew Accounts Payable R oty Vendor: I—O\

[ Commitrment Control
> General Ledger

[> Archiving | Address: I_Q
 Reports Reference: RNEXT
— Accounts Payahle Center
I Asset Management
b Banking " OnHold [ Evaluate DiscountRate /0 All vouchzrs | Create B | =l
Cus ze no —

Select Voucher

U Allocations Main Information {_Addtional Info
> Set Up Financials/Supply - -
Chain Unit Voucher A/P@ Payment Method Imvoice Date
[ Enterprise Companents UwosH Q) Q Q =
[+ Worklist

> Tree Manager
> Reporting Tools |
[ LW nivision

[=] Notity

- PeopleTools
e L

Express process
requires completion of
‘Bank and Payee’
fields making certain
the proper vendor is
selected and address.
Once that is done
select the voucher that
relates to vendor.
When this is
completed you will
SAVE and it will take
you to Express
Payment Manager-
Pay Cycle to complete
the process.

The process now is the same as described on page 32. Complete the check process which

also requires a Manual Positive Payment process as described below.
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Manual Positive Payment Process

All Express Checks require a Manual Positive Payment Process in order to complete the

process that is different than the regular Pay Cycle Manager.

Activity: Manual Positive Payment Process

Navigation: Accounts Payable>Payments>Pay Cycle Processing>Manual Positive

Payment
The following page will display and will need to be updated as follows:

MA

[: My Favorites

[ Manager Sel-Service
[ ©rder Management
[ tems

Manual Positive Payment

[> Vendaors

[» Purchasing ‘Bank SetlD: UWOSHSR Ly Oshkash

[> Services Procurement

[ Billing ‘Bank Code: FRETR| ushank

== Accounts Pavable
[> Wouchers ‘Bank Account: BA | Firstar Zero Balance Checking
I> Contral Groups
= Payments ‘Step Group Mame: |Model = All pay cvcle steps

= Pay Cycle Processing
— Payment Selection
Criteria
— Pay Cycle Manager
nu: itive

& Format and File
O File Only

FProcess

— Benerate ECS
Summary File
[: Pay Cycle Approvals
[ Pay Cycle Exceptions
[ Express Payments
[» Pay Cycle Definition
[ Cancelivoid Payments

Click the Process button on the Manual Positive Payment page.

Pay Cycle Manager

Pay Cycle: POSPYT Manual Positive Payment

Selection Criteria  Approve

/ Status of job must be “Completed”

Refresh Process Monitor

Pay From Date:
Pay Through Date: 10/26/2005
Payment Date: 10262005

Schedule Payments o Summary Details
Selected:

Pay Cycle Reset

Pay Cycle Exceptions

Pay Cycle Error Discount Lost Discount Depied Withhalding Bank Replacement

First I 4 of 1 [ Last

Customize | Find | View & | 38

Pay Cycle Results

Srep Name Bank  Account Status Instance Server Name ,Qufput Destination
Process | Format Positive Payment FRETR ZBA Confirmed PELINK  »

B save | 42\ Return to Search | [=] Matity |

\

N

Pay Cycle
Manager page for
Manual Positive
Payment is used
for the process and
requires the server
be PSUNX and the
click Process

When the process is completed (via Process Monitor), click the Refresh button on the Pay
Cycle Manager page and page will display as “Completed” and be set for the next cycle.
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Cancelling a Payment: Stop or VVoiding Payments

You can use the following procedure to void or stop payments. Void payments when the
original check is in custody. Stop a payment when the location of the original check is
not known. Cancelling a check allows three alternatives:

1. Re-Open Voucher and reissue payment.

2. Re-Open Voucher and place payment on hold in order to make changes to the

original voucher.

3. Do not re-issue payment and close voucher/liability.
This process reverses the original payment information for the vouchers affected by the
cancelled payment and reopens or closes those vouchers the next time you run voucher
and payment posting. If you reopen vouchers for payment, you can specify whether to
pay the same amount or to recalculate the payment amount based on the new payment
date.

Activity: Cancel a Payment
Navigation: Accounts Payable>Payments>Cancel and Void Payments>Payment
Cancellation

[ Yauchers ﬂ hain Menu = Accounts Payable = Payments =
[> Caontrol Groups
= Payments CancelVoid Payments

[ Pay Cyecle Processing

[» Pay Cycle Approvals Cancel and e

[- Pay Cycle Exceptions

[- Express Payments

[ Drafts

[> Pay Cycle Definition

[ Manual Payment and
Prepayment

Payinent Cancellation
Reguest to cancel payments-

E

* Canceltoid Payments
— Payment Cancellation
- Payment Schedule —
Cancellation
— Escheat Payment
[ Batch Processes

[> Reviewy Accounts Payable
Irnfa
[» Reparts

Payment Cancellation
Enter any information you have and click Search. Leave fields blank for a list of all values.

[ Find an Existing Value

Bank SetiD: = [LrneaDm Q

Bank Code: | begins with =] |FRSTR aQ,

Bank Account: [ begins with x| [zBA Q
Payment Fleference:l hegins with j |DDSE|3?

Payment Method:  |= | |5ystem Check =l

Search | Clear | Basic Search Save Search Criteria

Entering as many fields as possible will increase the speed of the search.
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Cancel Payment

Bank Set ID: LD SH Reference ID: 044139

Bank: FRETR ushank Creation Date: 020272004

Account: ZBA 100604423 Payment Date:  02/02/2004

Payment Method:  Systermn Check Payment Amount: 398,360 USD
Remit Vendor: 0000002877 KRAFT, ELIZABETH Cancel Post Status: Mot Applicable

Date Cancelled: 05/2612008 [

Payment Status: & void
" Stop
" Undo Cancel

Cancel Action: ¥ Re-Open Youcher(s)Re-Issue
" Re-Open Youcher(syPut on Hold
" Do Not Reissue/Close Liability

Description: I ﬂ

B Sawe | LLReturnto Search | +E Mextin List Previoug in List = Motify
A

.

Use the search dialog box to select the payment you want to cancel.

Included in the search list, are those payments that have already been cancelled but
not posted. You can use this same panel to undo the cancel.

Select Void if you want to cancel a check that has been issued but has not been sent
to the vendor, i.e., we must have physical custody of the check.

Select Stop if the check has been sent out to the payee and you have successfully
stopped payment at the bank.

Select Undo Cancel to negate any cancellation that you previously performed. This
must be done before the cancellation is posted by the daily payment post.
Re-open Voucher(s)/Re-issue enables you to re-select the scheduled payment and
reissue it the next time you execute a payment cycle, assuming the vouchers meet the
selection criteria for the payment cycle. SFS will insert a line on the voucher on the
schedule payment panel and you will only be allowed to change the date. You must
run the payment posting process to record the reversal before the voucher is
made available for a new payment selection. Checks are reissued after the payment
post. For example, a check voided with re-issue on Monday will be posted in the
scheduled process. If the regular pay cycle processes before the next scheduled
payment post, a check will not be created until the following pay cycle.

Re-open Voucher(s)/Put on Hold creates an additional payment line on the voucher
but holds the payment. You might select this option if you need to perform additional
investigation or change voucher information before proceeding with the payment.
The voucher will need to be manually taken off hold.

Do Not Reissue/Close Liability causes SFS to calculate any remaining unpaid
liability and close it the next time you run the voucher post process.

Description — This description can give users additional information about the
cancel. It is strongly recommended that information be entered in this field. For
example, you can note who requested the stop or void, why it was done, who
performed the action, etc. This can save time and effort.

Make your selections and save your work.
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e Itisan option, but not necessary, to manually Payment Post the cancellation and then,
if appropriate, re-open the voucher and re-issue or put it on hold.

Example of Description at Payment Inquiry:

= Accounts Payable
I Wouchers
1> Control Groups
[ Payments
[> Batch Processes
< Review Accounts Payable

Bl Payment Inquiry

Infa Search Name |ALL aQ
[> Wouchers F =
I Interfaces L i) ©
= Payments Vendor Name Q |

— Detail Data q

 Surarnany Data Amount Rule Ay ﬂ

— Summary Metric Amount

— Bank Transter Charie l—

— Document Status Currency Q

— Drafts Bank SetiD UtADh O

— Federal Payment l_

Schedule Bank Code FRSTR G
— Letter of Credit Bank Account zBA QL

Bank Account #

— Prepavments

— Prompt Payments Reference 005837 005937
— Replaced Payments
b vendor Prayment Date ) o]
[» Reports Payment Method ‘I

— Accounts Pavable Center l—
[ eSettlements Pay Cycle Q
> Asset Management Seq Num Q
[ IT Asset Managemant
> Banking Payment Status j
[ Cash Management Remit SetiD Q
[> Deal Management _ —
[ Risk Management Remit Vendor a
[> Financial Gateway || Settle by 'I
[ WAT and Intrastat ﬁ
 Excise and Sales TaxVAT Settlement Status z
IND Single Payment Youchers [~

I Commitrment Control
[> General Ledger LS 300 Clear

Payment Inguiry Result

Payment Details % Additional Info | “endor Detailz ' Financial Gatesway

Payrment o .
Payment . Payment Payment Reconciliation Reconcile
Source Iiiﬁiefﬂnce Method Amount Currency Creation Date Date Status  Status Date
WOHR 005937 Check 200.00 UsD 1000442004 10/04iz2004  Woid Recan

A
Click on the link for the payment and comments from the cancel will be available.
Vouchers For a Payment

Back To Payment Inguiry

Bank Name: Firstar State Gontract Bank Pymnt Ref ID: 005937
Bank Account # 754551995 Accounting Date: 10/04/2004
Pay Cycle: ADMDLY Seq Mum: 1056 Payment Date: 1050452004
Vendor Narme: STEFFEMHAGEM, JAMES 5 Days Outstanding: 787
Address: DBAJIM'S 5IGN & ART SHOP Payment Clear Date: 11/30/2006

2064 E MAIN BT Reconcile Date:

WALINAKEE Wyl 53597 Usa  Walue Date: 10/0452004
Payment Amount: 200.00 USD Payment CHK

Method:

Description:

PerJ Smmith, this check was never sentto the recipient. Check has been destroved. Reversal Voucher entered by LSN

Business Advice . . . . Discount Late
Unit Youcher ID Seq Advice Date Invoice Number /Gross Paid Amount Paid Amount Currency Taken Charue
UWADM - 00007191 1 0972002004 95114/04 200.00 200.00 USD

Description at Payment Inquiry
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Message at “Save” for a Converted VVoucher.
Cancel Payment

Enter Cancel Payment

Bank Set ID: LIADN Reference ID: 005937

Creation Date: 10/0452004
Bank: FRETR Firstar State Contract Bank Payment Date: 1000472004
Account: ZBA Microsoft Internet Explorer

X

There is at least one vouchers was converted from a prior release, You cannot cancel with close, (7030,330
Payment Method:  System Check I E " ( :

Remit Vendor: 0000004088
Date Cancelled:  [11/30/2006 [5]
Payment Status: (% Void
" Stop
' Undo Cancel
Cancel Action: " Re-Open Voucher(s)Re-ssue Hold Reason I 'l

" Re-Open Youcher(s)/Put on Hold
% Do Not Reissue/Close Liability

Description:

IPerJ Smith, this checkwas never sentto the recipient. Check has been destroved.

B save | ELReturnta Search | [=] Matity |

If you receive this message, change selection to “Re-Open Voucher(s)/Re-Issue” and
follow the instructions for Cancelling a Converted VVoucher un the next section. Refer to
the Cancelling Converted Voucher and PO Voucher Training Manual.
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