MARYLAND S =
-—.—M
JUDICIARY o

éQGEARS

General Enterprise And Resource Support

AP250-DBF

June 12, 2013



Training Guide {3( GEARS

AP250-DBF Q General Enterprise And Resource Support

Table of Contents

APZ50-DBE ... i nrre e 1
AP250-DBF Managing Payment Information (DBF) .........ccccooeviiiiniiiiiieeeeceee 1
Course AUdIeNCe and PrerBOUISITES ........eivieeieieiiesesestese e e e s e e ste st e srestesresre s e eneeaeseesresreereenes 2
UNderstanding PrOCUIE 10 PAY ......ccoiiiiiieiicie e et e st te st e et e e testesteena e e enseaesresrennenneas 3
Lesson 1: Understanding PaymeNnt PrOCESSING........cicviveiverierieresesieateeiessiesieseestesiestessessseseessesseseessessenns 8
Lesson 2: Using the Pay CYCIe MANAGET .......ccceieiiiecieieie ettt sttt e sreens 10
2.1 Understanding Pay CYCIE STATUSES. ......ccueveieeiiieieiteite ettt sttt sbe st st eee et etesbesbeseesbeeeneeresnens 11

2.2 Reviewing Payment SEIECHION CrItEIIA .......c.uovviiveiriiirieieesiecne e 12

2.3 RUNNING the PAY CYCIE ...ttt et b et e e et st ebe st e besee b e e eneeresnen 20

2.4 APPIOVING @ PAY CYCIB .. .ciiiieiciecii ettt et et st b et e b atete e b e st e st et e e entereaaens 27

2.5 POSTING PAYIMENTS. .. ..uitiiiiesietiee sttt ettt st et s et e s e e b e s te s b e b e s e st e seeaeebeebesbesb et eseenseteabesbesrebessensereaneas 33
Lesson 3: Verifying Payment Data Sent To (Daily TRN) and Received From (Daily HX) the State . 41
3.1 Reviewing Payment INFOrMALION ..........ccoiiiiiieirieise ettt 41
Lesson 4: Using Payment INQUiries and REPOITS. .......coiriiiiriiiiiiisesese e 46
4.1 Running the Payment History by Vendor Report (APY2000) .........ccoiureireierineinieeneeesieesesieesiereseseennas 46
COUISE SUMIMEIY ...tttk etttk bkt b bbbt b bt e ne Rt bt bbb et e nn e n e b en e nne e 54

Page ii



Training Guide
Q{} GEARS

General Enterprise And Resource Support AP250-DBF

AP250-DBF

AP250-DBF Managing Payment Information (DBF)

Course Overview

The AOC Department of Budget and Finance (DBF) - Accounting Operating unit processes all
payment requests (invoices), Working Fund replenishment requests, and revenue refunds to
vendors and employees — as submitted by the field personnel for the Maryland Judiciary.

The AP250-DBF Managing Payment Information (DBF) course discusses the process used to
process payment requests for vendor invoices and revenue refunds. The process used for Working
Fund replenishments is discussed in the AP250-WFE Managing Working Fund and Escrow
Payments course.

In GEARS Payables, processing payments is handled using the Pay Cycle Manager. The Pay
Cycle Manager processes are run manually to select vouchers for payment and complete
processing of the associated voucher(s). After running the Pay Cycle process, the Payment Post
process is run manually to create and post accounting entries. The Journal Generator process
creates corresponding General Ledger journal entries.

NOTE: Payment requests from the Judiciary are transmitted to the State through the outbound
Daily TRN file interface. In response to these requests, the State pays the vendor or employee
and the inbound Daily HX file is transmitted to GEARS containing payment (warrant) details,
liability offsets, and adjustments that have been processed by the State for the Judiciary. This
information is captured on the voucher AOC MD Payment tab. Confirmation of the payment
requests submitted and payments made by the State is also recorded on the voucher AOC MD
Payment tab.

Course Outline
The following sections and lessons provide information and step-by-step instructions on
managing payment information:

Course Audiences and Prerequisites

Lesson 1: Understanding Payment Processing

Lesson 2: Using the Pay Cycle Manager

Lesson 3: Verifying Payment Data Sent To (Daily TRN) and Received From (Daily HX)
the State

Lesson 4: Using Payment Inquiries and Reports

e Course Summary
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Course Audience and Prerequisites

Audience(s)
The Judiciary audiences for this course are:

e AOC DBF - Accounting Operations

GEARS Role(s)
This course is intended for Judiciary employees with the following GEARS role(s):

e AP Supervisor
e AP Manager

Prerequisites
The recommended prerequisites for this course are:

e INTZ100 Introduction to GEARS
e AP100 Understanding GEARS Payables
e AP240 Managing Vouchers
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Understanding Procure to Pay

What is Procure to Pay?

Procure to pay is the transactional relationship cycle between Procurement (PO) and Payables
(AP). It provides control and visibility over the entire life-cycle of a transaction from the way an
item is ordered to the way that final invoice is processed - providing full insight into cash-flow
and financial commitments.

How Does Accounts Payable Work Together with Purchasing?
Accounts Payable and Purchasing work together seamlessly in various ways. They:

e generate vouchers for received goods and services
o perform 2-way or 3-way matching validation among receipts, purchase orders, and

invoices
o and allow the user to view related documents and transactions across the entire procure-

to-pay process chain
How Does GEARS Manage All of the Data for these Transactions?

As the two modules work together, you may wonder how the data is managed. GEARS utilizes
Informational Hierarchies. The Informational Hierarchy consists of the following:

=

Voucher Origin

Control Group

Vendor

Business Unit
Voucher Origin
Control Group
Vendor
Voucher
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Each Business Unit acts as a separate area of control, representing an independent processing
entity. For all Judiciary wide transactions, your business unit is MDJUD. The Voucher Origin is
a designation to identify where the voucher data originated. The most commonly used origin is
Online which is noted as ONL. This identifies that the vouchers was entered online and directly
within the Accounts Payable module. The Control Group acts just as its name states. It allows
control and management over an entire group rather than individual parts that make up the group.
The Vendor is a company or it could be an individual, which supplies goods or services to
another company (in this case the Judiciary). Finally, the Voucher is an electronic accounting
document produced after receiving a vendor invoice. It represents an internal intent to make a
payment to the vendor for goods and/or services for the amount due as noted on the invoice.

With respect to the vendor, all are contained within a centralized location called the Vendor
Master File. It is a central, comprehensive data base file maintained by the Department of
Systems and Fiscal Compliance (DBF) that contains information about vendors used to facilitate
financial transactions between companies. The information includes Tax ID, payment terms,
address, contacts, and payment or purchase transaction history.

There are several different voucher types that you may need to be able to recognize. They are:

o Direct Voucher: These are vouchers that require no source document.

o Standard Receipt Voucher: These are vouchers that require a match to an existing
receipt.

e Purchase Order (Express PO) Voucher: These are vouchers that require a match to a
local on-site procurement or corporate level purchase order.

There are steps to voucher processing worth noting. It assists with voucher dependencies and
balancing functionality. The steps are to:

Access the Voucher component.

Search / Select an approved Vendor.

Create vouchers online.

View purchase order and receiver references. Be sure to associate receiver lines with
voucher lines for matching.

Matching
With Accounts Payable and Purchasing working together it allows for 2-way and 3-way

matching. This is important because it is an internal control within GEARS, and it ensures that
you pay for only the goods and services that you order and receive. The following is a quick look
at 3-way vs. 2-way matching.
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ool 3-Way Matching vs. 2-Way Matching

3-Way Matching 2-Way Matching
Matches: Matches:
* Purchase Order * Purchase Order
* Receipt (Receiving Report) « Vendor's/ Supplier Invoice

» Vendor's/ Supplier Invoice

Commonly used for any goods or services | Commonly used for non-item purchases
that have been deliverad or rendered and | for which there are no receipts that can be
a receipt has been processed withinthe | processed within the system.

system.,
* Qffice Supplies * RepairServices
* Furniture * Rent/Lease Agreements
* Computers * Maintenance Contracts
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What Happens to My Voucher?
Here is the basic flow of vouchers in PeopleSoft Purchasing:

Create the wvoucher.
. Use the online voucher pages.

v

Fun the Budget Checking Frocess.
. This process defermines whether funds exist fo cover the cost of the inyalce.

v

Run the Matching FProcess.

- This process defermines whether the appropriafe sowce documents and unil price match the
agetails of the Invoice.

. Matching and Budget checking Is required prior fo aooroval

v

Approve the woucher.
- The voucher can require aoproval by vow infernal supervisor.

b S

DBF the Reviews and Validates the voucher.

v

The voucher information and corresponding
documentation are sent to GAD for final processing by the

State of Maryland.

v

GAD sends back the Warrant/Payment information within
5-30 days.
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The Structure of a Voucher
A voucher consists of (3) basic elements:

o Header: The Header contains high-level information about the transaction.

e Line: Line level information details the goods or services being purchased.

o Distribution: Distribution level information includes the budget and accounting details
for the purchase.

Budget Checking

You can budget-check individual vouchers when you create them online, or you can budget-
check multiple vouchers and voucher accounting lines in batch mode. The online version and the
batch version of the Budget Processor process perform exactly the same tasks. Batch mode is
recommended for efficiency, and it is required if you budget-check voucher accounting lines.

Page 7



Training Guide {3@ GEARS

AP250-DBF General Enterprise And Resource Support

Lesson 1: Understanding Payment Processing
The process flow below illustrates the GEARS payment process.

Approve ! Review
Run Pay Cycle » Youchers Selected for Create Payment
Payment

Produce Positive Pay

Send Daily TRN File Run Payment Post Finalize Pay File File

Process Payments to
Vendor

In GEARS, payment is the process by which the Judiciary schedules the disbursement of monies
to vendors and employees. In Payables, processing payments is handled using the Pay Cycle
Manager. The Pay Cycle Manager processes are run manually to select vouchers for payment
and create payments for the associated voucher(s). Vouchers selected for payment are reviewed
and/or approved prior to payment creation. After running Pay Cycle, the Payment Post process
is run manually to create and post accounting entries. The Journal Generator process creates
corresponding General Ledger journal entries.

Pay Cycle is not used to fulfill internal Judiciary check requests and advances related to the
Working Fund.

State of Maryland Vendor and Employee Payments

As a rule, when a purchase order has been issued by the AOC Department of Procurement and
Contract Administration, the Judiciary requires receipt of goods and services prior to making
payment to vendors. This rule is systematically enforced in GEARS through the Matching
process.

The State of Maryland General Accounting Division (GAD) is the owner of all vendor data for
the State of Maryland and its corresponding entities. Therefore, the State (GAD) processes all
payment requests (invoices), Working Fund replenishment requests, and revenue refunds to
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vendors and employees — as submitted by the Department of Budget and Finance (DBF) on a
daily basis. The payment requests are approved prior to submission to the State (GAD).

In response to the payment requests, the State processes payments and payment information is
transmitted back to the Judiciary including:

e payment (warrant) details,
o liability offsets, and
e adjustments

Return of Escrow Payments

Payments related to Return of Escrow are issued by the District Court local court locations.
Designated District Court accounting personnel run the Pay Cycle processes to produce a positive
pay file. The positive pay file confirms that payments created in GEARS are ready for
disbursement.

Working Fund Check Requests and Advances
Check requests and advances for petty cash related to the Working Fund are issued through
manual checks. This payment process does not use the Pay Cycle.
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Lesson 2: Using the Pay Cycle Manager

Lesson Overview:
The Pay Cycle process consists of five (5) steps:

Verifying / Updating the Payment Selection Criteria

Running the Payment Selection process

Approving the vouchers selected

Running the Payment Creation process

Posting the payments to create and post accounting entries in the Payables module

arwdPE

The Payment Selection process uses defined Payment Selection Criteria to select vouchers to
pay. The Payment Selection Criteria control the scope of payments that are eligible for
payment in each cycle. Each individual voucher contains information that ultimately determines
its selection (NOTE: These definitions will already be set up for you to use). After vouchers
have been selected for payment, the cycle is then approved and the Payment Creation process
can be kicked off. The Payment Creation process updates the payment status for vouchers (i.e.,
payment requests (invoices) and revenue refunds) selected for payment to "Paid".

When the Pay Cycle has run successfully, the Payment Post process should be run to create and
post accounting entries in the Payables module.

The steps listed above are discussed in detail within the topics of this lesson.

Lesson Objectives:
Upon completion of this lesson, you will be able to:

Review voucher selection criteria for the pay cycle

Run Pay Cycle processes, Payment Selection and Payment Creation

Approve a pay cycle

Run the Payment Post process to create and post payment accounting entries in Payables
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2.1 Understanding Pay Cycle Statuses

The Pay Cycle Manager indicates exactly where your payments are in the payment process and
keeps you informed of the current status of a pay cycle. The different pay cycle statuses that
occur are listed in the table below.

Approved Fay cvcle has been approved.
Completed The pay cycleis finished. You can start payment selection again using the next
payment dates.
Confirmed You have successfully confirmed thatthe pavment references are correcton the
Confirm Payment Reference page.
Created Fayments are readyto print. If EFT payments are being processed, the files are ready
to formator be sent through the approval process.
Exceptions FPay cycle exceptions have been found. Click on the Exceptions linkto access the
exceptions page and determine the error (e.qg., pay cycle processing errors).
Formatted The formatting process forthe positive paymentfile has finishedsuccessfully.
Mew When vou create a pay cycle, its status is MNew.
Mo work Mo payments have been selected or created for processing.
Printed FPavments are printed or data has beenwritten to a file.
Rejected Fay cvcle has been rejected.
Reset FPay cvcle has beenreset. Fayment Selection can be run again.
Restarted Pav cycle has been restarted and is ready for Fayment Creation.
Running One of the Pay Cycle processesis currently running.
Selected Faymentselection has finished successfully.
Staged FPaymentselection has finished successfully and Draft payments have been
successfully staged.
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2.2 Reviewing Payment Selection Criteria

Payment Selection Criteria is used to select vouchers to pay. These are templates that store
criteria that GEARS uses to select vouchers for payment.

Each individual voucher contains information that ultimately determines its 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.
After completing this topic, you will be familiar with:

o How payment selection criteria is used to select vouchers for payment.

Procedure

In this topic, you will learn how the vouchers are selected for payment and the elements of the
payment selection criteria.

Step Action

1. Navigate to the Payment Selection Criteria page.

Click the Accounts Payable link.
|l Accounts Payablel

2. Click the Payments link.

3. Click the Pay Cycle Processing link.

Pay Cycle Processing

4, Click the Payment Selection Criteria link.

Payment Selection Criteria
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Favorites - Main Menu > AccountsPayable > Payments » Pay Cycle Processing > Payment Selection Criteria

Payment Selection Criteria

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

GUGELISTELLAETIERS “ Add a New Value

~ Search Criteria
Paycycler = <l

Bas\cseavcn [B) save Search Criteria

Find an Existing Value | Add a New Value

Training Guide
AP250-DBF

Home | Workist | MuliChannelConsole | Addto Favorites |

EMew Window B hitp

Step

Action

The Payment Selection Criteria search page displays.

Click the Look up Pay Cycle button.

Look Up Pay Cycle

PayCycle: beginswin ~ [
[ ookup.|[- Crear || Cancel. asic ociu

Search Results

le Descriptiol

DLYTRN DALY TRN FILE
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Step Action

6. The Look Up Pay Cycle window displays.

Click the appropriate Pay Cycle link.
[DLYTRN]

7. Click the Search button.
Search

ORACLE"
Home | Workist | MultiChannel Console |  Sign out
Favorites ~ Main Menu > Accounts Payable » Payments > Pay Cycle Processing > Payment Selection Criceria
FNew Window [ Personalize Page B, hitp
w Preferences Source / BU Bank/Method Pay Group / Netting Draft Options

Pay Cycle: DLYTRN DALY TRN FILE Pay Cycle Manager

Pay From Date: 01/01/1300 5] ton +Next Pay Through Date: [0a:0i2013 ) Tue
Pay Through Date: [oar232013 [ Tue “Next Payment Date: [04nuz013 [ Tue
Payment Date: 047222013 [ Tue
Change Selection Dates:
[ Tweekis) - ncememt | Decement
*Accounting Date: (0472412013 |[5) “Withholding Date: [0ar23i2013 |59
Current Date - Payment Date -
@ No Validation [ validate Pay Through Dates
© Use Standard Week [T validate Payment Dates
@) Use Holiday Calendar: [ Ta
[E save X ReturntoSearch [ Notify  f}, Refresh E+ Add Update/Dispia;

Dates | Preferences | Source /BU | Bank/ Method | Pav Group / Netting | Draft Optiens

Step Action

8. The Payment Selection Criteria - Date page displays.

The Payment Selection Criteria - Date page is used to define pay cycle dates.

9. The Pay From Date field indicates the beginning dates of the pay cycle

The system compares this date to the scheduled pay date for the voucher payment
schedule.

10. The last day of the Pay Cycle you are running is entered in the Pay Through Date
field.

The system compares this date to the scheduled pay date for the voucher payment
schedule.
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Step Action
11. The date that the payment will be processed is entered in the Payment Date field.
The system tags all payments created in the pay cycle with this date and prints it on
checks or shows it on other payment methods. It can differ from the pay through
date.
12. The estimated end date for the next pay cycle payment period is entered in the Next
Pay Through Date field.
13. The estimated payment date for the next scheduled pay cycle displays in the Next
Payment Date field.
14. The increments by which payment dates are changed is controlled using the Change
Selection Dates options.
Change the specified payment dates by Day(s), Month(s) or Week(s). Click
Increment to advance all dates by that amount, or click Decrement to decrease all
dates by that amount.
15. The Accounting Date determines the fiscal year and period to which the payment
accounting entries are posted.
Three options are available for the date that the system uses as the accounting date
for the payments created in the pay cycle:
- Current: The current date.
- Payment: The value in the Payment Date field.
- Specific: The specific value that you enter.
16. Click the Source/BU tab.

Source / BU
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Favorites - Main Menu > Accounts Payable » Payments > Pay Cycle Processing > Payment Selection Criteria

MukiChannel Console

FNew Window [ Personalize Page &, hitp

Personalize | Find | iz a1 | E1

Process  *Source Transaction Description

[VCHR Q@ Accounts Payable Vouchers

Business Unit Personalize | Find | Vicw 41| E

Process  *Business Unit Description

MDJUD Q,  Administrative Office of Court

| save| & ReumtoSearcn [ Wotfy 4 Refresn

Dates | | Source / BU | Bank i Method | Pay Group / Nefting | Draft Options

(Dates | Preferences | ICCIUU M Bank/Method [ Pay Group { Nefiing | Drafi Options
Pay Cycle: DLYTRN DALY TRN FILE
Pay From Date: 01/011900  Pay Through Date: 04123/2013  Payment Date: 04123/2013

First Kl 4 or 4 O Last

First K1 4 or1 0 Last

Step

Action

17.

The Source / BU page displays.

on this page.

The source transactions that define the Pay Cycle and the business unit are specified

Favorites - Main Menu > Accounts Payable > Payments > Pay Cydle Processing > Payment Selection Criteria

(Dates | Preferences |(ECTEENNN - Bank/Mstnod | Pay Group (Neting | DrafiOptions |

MukiChannel Console

FNew Window [# Personalize Page [, http

Pay Cycle: DLYTRN DAILY TRN FILE
Fersonalize | Find | View 1| E

Description

VCHR. Q Accounts Payable Vouchers

*Source Transaction

Business Unit Personalize | Find | Vi

Process  *Business Unit Description

MDJUD Q@ Administrative Office of Court

: 0412212013
Frst Kl 1071 O Last

First Kl 4 or 4 O Last

|B) save | £ RetmtoSearcn| =] wotity | Remesn |

Dates | Preferences | Source / BU | Bank/ Method | Pay Group / Netting | Draft Optiens

o) Bz
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Step Action
18. The source transactions define the types of payments processed in a pay cycle.
The transaction source set up for the Judiciary is the "VCHR - Accounts Payable
Vouchers" and the Business Unit is "MDJUD".
19. Click the Bank / Method tab.
} Bank/Method |
Home | Workist | MultiChannel Console |  Sign out
Favorites - Main Menu > Accounts Payable » Payments > Pay Cycle Processing > Payment Selection Criteria
& New Window [ Personalize Page 15, hitp
Dates Preferences Source / BU M Pay Group / Netting Draft Options
Do mE
“SetlD: [SHARE @
*Bank: [M&T @ maTBank
*Account: [MAIN @ GAD Disbursement Account
System Check - =
B save | £ Return to Search Notify = ) Refresh B+ Add
Dates | Preferences | Source / BU | Bank / Method | Pay Group ! Neffing | Draft Options
Step Action
20. The Bank / Method page displays.
This page is used to specify the bank(s) and bank account(s), as well as the payment
methods specified for a pay cycle.
21. The banks and bank accounts from which the Judiciary draws payments are listed in
the Bank Account section.
The State of Maryland bank and Bank Account is entered in this section.
22. For each bank account, you can specify multiple payment methods. The payment
method set up for payments issued by GAD is "System Check".
23. Click the Dates link.

Page 17




Training Guide 9

AP250-DBF

GEARS

General Enterprise And Resource Support

OrRACH
Home Worklist MultiChanne! Console Sign out
Favorites  Main Menu > Accounts Payable » Payments > Pay Cycle Processing > Payment Selection Criteria
FNew Window [ Personalize Page &, hitp

’ Preferences ' Source /BU | Bank/Method ' Pay Group i Netting | Drafi Options

DAILY TRN FILE Pay Cycle Manager

0473002013 [ Tue
041302013 [ Tue

Pay Cycle: DLYTRN

Pay Cycle Selection Dates

01/01/1900 [ Mon

0412302013 [ Tue
Payment Date: 041222013 [ Tue
Change Selection Dates:

[ 1 weekis)

Pay From Date: “Next Pay Through Date:

Pay Through Date: *Next Payment Date:

Increment | Decrement

Withholding Date

Accounting Date

*Accounting Date: 04/2412013 |[5] *Withholding Date: 04123/2013 |5
Current Date - Payment Date A

® N Validation
© Use Standard Week
© Use Holiday Calendar:

[ a

Business Day Validation

Validate Pay Through Dates.
Validate Payment Dates

B

|E save | (A RetumtoSearch | [ Motify Refmm] pdate/Dispiay;

Dates | | Source /BU | Bank i Method | Pay Group / Nefting | Draft Options

Step Action

24, The Payment Selection Criteria - Date page displays.

Click the Pay Cycle Manager link to access and run the Pay Cycle processes.
[ Pay Cycle Manager |

Workist | MufiChannel Console | Add to Favorites | Sign out

Home |
Main Menu > Accounts Payable > Payments > Pay Cycle Processing > Payment Selection Criteria

Favorites

0 New Window [ Personalize Page &, hitp

’ Preferences ' Source /BU | Bank/Method [ Pay Group i Netling | Drafi Options
Escrow Pay Cycle

01/01/1900 [ Mon

021252013 [ Hon
Payment Date: 021252013 [ Mon
Change Selection Dates:

[ 1 weekis)

Pay Cycle Manager

03012013 5 Fri
031012013 5 Fr

Pay Cycle: Jub

Pay Cycle Selection Dates

Pay From Date: “Next Pay Through Date:

Pay Through Date: *Next Payment Date:

Increment | Decrement

Withholding Date

Accounting Date
*Accounting Date: 0212512013 |[5) *Withholding Date: 02/25/2013 |5
Current Date - Payment Date A

Business Day Val

® Ho Validation
© Use Standard Week
(D Use Holiday Calendar:

Validate Pay Through Dates.
Validate Payment Dates

[ a

| save| & ReumioSearcn [ Wotfy 4 Refresn

Dates |

| Source / BU | Bank / Method | Pay Group / Netting | Draft Options

psie/Dispiay,
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Step Action

25. You have successfully completed the Reviewing Payment Selection Criteria topic.

You have reviewed the following concepts:

- Defining pay cycle dates

- Defining payment sources

- Defining banks and bank accounts specified for a pay cycle
- Defining the payment methods specified for a pay cycle
End of Procedure.
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2.3 Running the Pay Cycle
After completing this topic, you be able to:

e Run the Payment Selection process
e View vouchers selected for payment
e Run the Payment Creation process

Procedure

In this topic, you will learn how to run the Payment Selection process and view the vouchers
selected for payment. You will also learn how to run the Payment Creation process after the
Pay Cycle has been approved.

Step Action

1. Navigate to the Pay Cycle Manager page.

Click the Accounts Payable link.
|[> Accounts F’ayable|

2. Click the Payments link.

3. Click the Pay Cycle Processing link.
[Pay Cycle Processing

4, Click the Pay Cycle Manager link.

|Pag{:gcle Manage;]

Home | Workist | MutiChannelConsole | AddtoFavortes | Signout
Favorites - Main Menu > Accounts Payable > Payments > Pay Cycle Processing > Pay Cycle Manager

I New Window  ? Help 5, hitp
Pay Cycle Manager
Enter any information you have and click Search. Leave fields blank for a list of all values,

- Search Criteria

PayCycle: = ~+ a

Search Clear  |pasic Search Save Search Criteria

javascript:pAction_win0{document.wind, PYCYCL_STAT_VW_PAY_CYCLESprompt’); H100% -
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Step Action

5. The Pay Cycle Manager search page displays.

Click the Look up Pay Cycle button.

Look Up Pay Cycle

PayCycle: beginswin ~ [

[ LookUp | Clear [ Cancel pasic Laotun

Search Results

100 First [q] 1011 [5] Last
DLYTRN DALY TRN FILE

Step Action

6. The Look Up Pay Cycle window displays.
Click the appropriate link. In this example, the DLYTRN link is selected.
DLYTRN

7. Click the Search button.
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ORrRACLE
Home | Workist || AddtoFavoriles |  Sign oul
Favorites - Main Menu > Accounts Payable > Payments > Pay Cycle Processng > Payment Selection Criteria

& New window & Personalize Page 1B it

Pay Cycle Manager

Pay Cycle: DALY DALY AP PAYMENT CYCLE
Selection Criteria Approve Trial Register Reference Confirmation Draft Staging Approval
Status: New Refresh Process Monitor
Pay From Dt R | pocens sever _Siphene |
Pay Through Date: 030472013 | Process hd [P ERlEn
Payment Date: 030512013 | Process ~  Payment Selection & Creation
Schedule Payments Selected: 0 Summary Details

Pay Cycle Error Discount Lost Discount Denied Withholding Bank Replacement Financial Sanctions Exceptions

Personaize | Find | View A1 E1 | B rrst £ q0r1 O Lot

ey

Description Bank Account Status Server Name *OutputType  Output Destination

2 Save | L\ Returnio Search  |[Z] Moty

Step

Action

Start the pay cycle by running the Payment Selection process.

The Payment Selection process selects voucher for payment based on the defined
Payment Selection Criteria.

Click the Server list for the Payment Selection process.

10.

Click the PSNT list item.
PSNT

11.

Click the Process button.

12.

The process Status displays "Running™ while the Payment Selection process is
running.

13.

The Payment Selection process has run successfully when the process Status
displays "Selected".

Click the Refrgsh button to update the status.
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ORrRACLE
Home | Workist | MuliChannel Console |  Addto Favoriles | Sign oul
Favorites ~ Main Menu > Accounts Payable > Payments > Pay Cycle Processng > Pay Cycle Manager

& New window & Personalize Page B it

Pay Cycle Manager
Pay Cycle: DALY DAILY AP PAYMENT CYCLE
Selection Criteria Aporove Trial Register Reference Confirmation Draft Staging Approval

Status: Selected |{ Refresh Details

Pay rom st 02013 T

Pay Through Date: 03012013 . Process = Payment Creation

Payment Date: 03012013

schedui Payments Selectes: 3 Sunmary - Detas O e
Server: - | Reset |

Pay Cycle Error Discount Lost Discount Denied ‘Withholding Bank Replacement Financial Sanclions Exceplions

Personaize | Find | view 21 | B | B st K g 014 O (ast

(T N Additional Info

Description Bank Account Status Server Name *Output Type Qutput Destination

D save | & Returntosearch [ Wotty |

javas: ction_win0{(dos "PYCYCL_WORK_PYCYCL D...

Step Action

14. After the process has run successfully, the number of vouchers selected for payment
displays next to the Schedule Payments Selected field.

NOTE: There may be multiple payments selected depending on how many
vouchers met the Payment Selection Criteria for this Pay Cycle run.

15. To view the vouchers selected for payment, click the Details link.
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Home | Workist | MuliChannel Console |  Addto Favoriles | Sign oul
Favorites ~ Main Menu > Accounts Payable > Payments > Pay Cycle Processng > Pay Cycle Manager

& New window & Personalize Page B it

B save | =] Hotiy

Pay Cycle Details
Pay Cycle Data
Pay Cycle: PALY @ DALY AP PAYMENT CYCLE Pay Cycle Summary Pay Cycle Manager
Business Unit: Q. Aadvice ID: Q Invoice: Q
Vendor SetiD: Q. Remit Vendor: Q Address: Q. Location: Q
Bank SetiD: Q@ Bank Code: Q Bank Account: Q Method:
Payment Handling: Q. Payment Currency: Q | Search Clear
Pay Cycle Details Personalze | Find |
o bt
*Action Hold Reason Source Business Unit enl Count Invoice Remit Vendor  Short Vendor Name Address  Paid A
None Advice ID
Hold Al ExcludeAlines|  [seSeparaicAl

Total Paid Amount:
Total Gross Amount:

Total Discount Amount:

0.000
0.000

0.000

Step Action

16.

vouchers.

the pay cycle run.

The Pay Cycle Details page displays.

You can view all vouchers selected for payment or view a specific voucher or set of
vouchers. Enter criteria on the Pay Cycle Details page if you want to view specific

NOTE: Perform this step if a specific voucher is to be selected for payment.
Otherwise, simply click the Search button to view all Payments selected as part of
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Look Up Invoice

Pay Cycle: DALY
Business Unit: WDJUD

Invoice Number: begins with ~ [p

LookUp || Clear || Cancel |gasiclookup

Search Results
iew 100 First [4] 101 [3] Las

Invoice Number

PIP623

‘#ICRow0);

Step

Action

Click the Search button.

17.

The vouchers specified in your search criteria are listed on the Scheduled Payments
tab in the Pay Cycle Details section.

Review the voucher(s) displayed.

18.

NOTE: You can exclude vouchers for payment, hold payment for vouchers, or
create separate payments for specific vouchers, if applicable.

Use the Action drop-down list for a voucher to indicate whether to exclude it from
the pay cycle, hold payment, or separate payments for the voucher(s).

If no action is required, leave the default option of “"None" in the Action field.

19.

Click the_ Save button.

20.

Click the Pay Cycle Manager link to return to the Pay Cycle Manager.

21.

The Pay Cycle Manager page displays.
The pay cycle must be approved prior to running the Payment Creation process.
Authorized users can access the Pay Cycle Approval page via a link in the top of

the Pay Cycle Manager page, from an email notification, or through menu
navigation.

Page 25




Training Guide {3( GEARS

AP250-DBF General Enterprise And Resource Support

Step Action

22. After the Pay Cycle has been ben approved, run the Payment Creation process.

Click the Server list for the Payment Creation process.

-

23. Click the PSNT list item.
PSNT
24, Next, you will create payments.

Click the Process button to kick off Payment Creation process.
Process

25. Note that the Status of the pay cycle displays "Running" while the Payment
Creation process is running.

26. Click the Refresh button, periodically to refresh the status.

217. Payment has been created and in "Approved" status.

28. You have successfully completed the Running the Pay Cycle topic.

You have learned how to:

- Run the Pay Cycle, including the Payment Selection and Payment Creation
processes

- Review vouchers selected for payment

End of Procedure.
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2.4 Approving a Pay Cycle

After the Payment Selection process is run, pay cycles are ready for approval. Only authorized
users can approve a pay cycle. Pay cycle approval is performed from the Pay Cycle Approval
page. You can access this page through a link in the Pay Cycle Manager or navigate directly to
the page.

You can review details for a pay cycle and the scheduled payments before approving or rejecting
the pay cycle.

When you approve a pay cycle, the Payment Creation process can be run to complete the pay
cycle. When a pay cycle is denied, the Reset button on the Pay Cycle Manager page becomes
active, and you can reset the pay cycle.

After completing this topic, you will be able to:

e View pay cycle details
e Approve or reject a pay cycle

Procedure
In this topic, you will approve a pay cycle.

You can access the Pay Cycle Approval page from the Approve link on the Pay Cycle
Manager or navigate directly to it in GEARS.

Step Action

1. Click the Accounts Payable link.
|l Accounts Payablel

2. Click the Pay Cycle Approvals link.
Pay Cvcle Approval
3. Click the Pay Cycle link.
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Favorites  Main Menu > AccountsPayable > Payments » Pay Cycle Approvak » Pay Cycle

Pay Cycle Approval

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

Find an Existing Value

Home | Workist | MukiChannel Console |  Sign out

EMew Window B hitp

~ Search Criteria

e E—

Baswc Search [ Save Search Criteria

Step

Action

The Pay Cycle Approval search page displays.

Click the Look up Pay Cycle button.

Look Up Pay Cycle

PayCycle: beginswin ~ |
[ Lookup.|[- Crear || Cancel. asic ociun

Search Results

PavCycle Description

PayCyde |Description |
DLYTRN DALY TRNFILE
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Step Action

5. The Look Up Pay Cycle window displays.

Click the appropriate link. In this example, the DLYTRN link is selected.

6. The Pay Cycle Approval search page displays.

Click the Search button.

yf]

Pay Cycle Approval

Pay Cycle: DLYTRN DAILY TRN FILE Pay Cycle Manager

Pay Through Date: 10/09/2009 Payment Date: 10/09/2009

Scheduled Payments: 91 Paycycle Summary

status: Selected Approve Relect

By s B ]

Status setib  Bank Accoun ¢ Payment o onip | settieny Pr b ey First Payment
File Form Form

Selected  SHARE  MAIN MAIN Checks CHECK1  Pay Cycle

Step Action

7. The Pay Cycle Approval page displays.

From this page you can view scheduled payments, access pay cycle details and
approve or deny a pay cycle.

8. Use the Pay cycle Summary link to access the Pay Cycle Summary page, where
you can see details for the pay cycle.
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Step Action

9. In the Pay Cycle Results grid, the pay cycle data is listed including:

- Status: Displays the current status of the pay cycle

- Bank and Account: Displays the bank and bank account for a pay cycle

- Payment File: Describes the payment form, i.e., "Checks"

- Form ID: Displays the payment form ID.

- Settle by: Displays the settle through method; for the Judiciary, it is "Pay Cycle".
- Positive Payment Form: Displays the form ID used for printing a positive
payment file. This is not applicable for GAD payments.

- File Copy Form: Displays the form ID used for printing the file copy.

- First Payment: Displays the first system generated payment reference number.
This is NOT the warrant number.

o Jl

Pay Cycle Approval

Pay Cycle: DLYTRN DAILY TRN FILE Pay Cycle Manager

Pay Through Date: 10/09/2009 Payment Date: 10/09/2009

Scheduled Payments: 91 Paycvcle Summan

Approve
status: Selected PPl Reject

R 7]
it

Status Setd  Bank  Account t0™°™  FormiD  SettieBy N First Payment
File Form Form

Selected  SHARE MAIN MAIN Checks CHECK1 Pay Cycle

Step Action

10. Use the Approve button to approve a pay cycle and continue processing the pay
cycle.

Use the Reject button to reject the pay cycle.

NOTE: The Reset button on the Pay Cycle Manager page becomes active, and you
can reset the pay cycle.

11. In this example, you will approve the pay cycle.

Click the Approve button.
Approve
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Pay Cycle Approval

Pay Cycle: DLYTRN DALY TRNFILE Pay Cyde Manager
Pay Cycle/Payments/Drafts
Pay Through Date: 1010812009 PaymentDate:  10/09/2009
Scheduled Payments: 91 Paycycle Summary

Status: Approved Approve Reject

Pay Cycle Results. Customize | Fing | view 4| B | # rre £ [ P
Status setib  |Bank  |Account T2™*™  rormiD | Settie By Eosiiel e ey First Payment

File Form Form

Check
Approved | |SHARE |USBNK |CHCK  1eck CHECK1  Pay Cycle 009017

Step

Action

12.

The Status of the Pay Cycle changes based on your approval action: "Approved" or

"Rejected".

In this example, the Status is "Approved".
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Pay Cycle Approval

Pay Cycle: DLYTRN  DAILY TRNFILE Pay Cycle Manager
Pay Cycle/Payments/Drafts
Pay Through Date: 10/09/2009 Payment Date: 10/09/2009

Scheduled Payments: 91 Paycycle Summary

Status: Approved ppmey Bejesh

Pay Cycle Results

Positive Payment  File Copy
Form Form

Status setih  Bank  Account :’":'"e"t FormiD  Settie By First Payment

Approved SHARE USBNK CHCK :SVE\EE: CHECK1  Pay Cycle 009017

Step Action

13. After approving or rejecting a pay cycle, you can access the Pay Cycle Manager via
Pay Cycle Manager link.

14. You have successfully completed the Approving a Pay Cycle topic.

You have learned how to:

- View pay cycle details

- Approve or reject a pay cycle
End of Procedure.
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2.5 Posting Payments
After completing the topic, you will be able to:

e Post payments and create accounting entries

Procedure

In this script, you will learn how to post payments created in a Pay Cycle run.

Step Action

1. Scroll down to the Accounts Payable link.

2. Navigate to the Payment Posting Request page.

Click the Accounts Payable link.
[l Accounts Payable]

3. Click the Batch Processes link.
|Eatch Processes

4, Click the Payment link.

5. Click the Payment Posting link.

|Pa1m ent Posting

Home | Workist | MultiChannel Console | Addto Favorites |  Sign out

Favorites = Main Menu > AccountsPayable > Batch Processes > Payment > Payment Posting

Payment Posting Request

Enter any information you have and click Search. Leave fields blank for a list of all values
a ST Add & New Value |

Run Control ID: beginswith ~ [ |

[Clcase sensitive

Search || Clear |Basic Search [ Save Search Criteria

Find an Existing Value | Add a New Value

ENew Window 2 Help B hitp

®100% -
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Step Action

6. The Payment Posting Request page displays.

Click the Add a New Value tab.
" Add a New Value |

Home | Workist | WufiChannel Console |  Addto Favortes |  Sign out
Favorites - Main Menu > Accounts Payable > Batch Processes > Payment » Payment Posting

ENew Windaw  ? Help 1B hitp

Payment Posting Request

Find an Existing Value | Add a New Value

H100% ~

Step Action

7. The Add a New Value tab displays.

Enter the desired information into the Run Control ID field. Enter a valid
value e.g. "POST_PAYMENT".

8. Click the A_dd button.
Add
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Home | Workist | MufiChannel Console |  Addto Favortes |  Sign out
Favorites ~ Main Menu > Accounts Payable > Batch Processes > Payment » Payment Posting

& New Window ? Help [& Personalize Page &, hiip

Payment Posting Request

Run Control ID:  POST_PAYMENT ReportManager  Process Monitor i

Process Request Paramele
RequestID:
Description:

*Process Frequency: DontRun -

“*Post Payment Option: Post All Banks + [l Autopilot Run Control

SetiD Bank Code Bank Accoun it Payment Method Payment Reference

[E save [=] Nofify = rl, Refresh Es Add Update/Dispiay

®100% -

Step

Action

The Payment Posting Request page displays.

Enter the desired information into the Request ID field. For example,
Enter "POST_PAY™".

10.

Enter the desired information into the Description field. Enter a valid
value e.g. "PTP.3.5.7".

11.

Click the Process Frequency list.

| DontRun |L]|

12.

Click the Always Process list item.

Always Process

13.

Click the Post Payment Option list.
| Fost All Banks - |

14.

Select the appropriate post payment option.

For example, if you want to post all payments created in the Pay Cycle, select "Post
All Banks". If you want to post a single payment, select "Post Payment".

In this example, click the Post Bank Account list item.
[Post Bank Account |

15.

Depending upon Post Payment Option selected, you may have to specify the Bank
Account or payment(s) you want to be posted.
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Step Action

16. In this example, you will select the Bank Code and Bank Account in the Post
Payment List section.

Enter "SHARE" into the SetID field.

17. Click the Look up Bank Code button.

Look Up Bank Code

SetiD: SHARE
Bank Code: begins with ~ |

Description: begins with ~ |

Short Description: begins with ~ |
External Bank ID: begins with v |

LookUp || Clear || Canesl |Basic Lookup

Search Results
View 100 First [q] 111011 [§] Las!

Bank . Bank
o Description . STt

Bank of America BOA Active
B CALVIN B. TAYLOR BANKING CORP CBT Active
ik CNE CNI Active
FIRST UNITED BANK & TRUST i
M&T Bank
N |M&T Primary Disbursement Acct Disburse v
PEOBK THE PEOPLES BANK PEOPLEBANK Active
ENC |ENC ENC Adlive
PROVD PROVIDENT STATE BANK, INC. PROVIDENT  Aclive
SUN  |SUNTRUST BANK SUNTRUST  Aclive
USBNK US BANK US BANK Adlive

Step Action

18. The Look Up Bank Code window displays.

Click the MAIN bank code link.
[MAIN |

19. Click the Look up Bank Account button.
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Look Up Bank Account

SetiD: SHARE
Bank Code: MAIN

Bank Account:  begins with ~
Bank Account #: begins with +

Look Up Clear Cancel |Basic Lookup

Step Action

20. The Look Up Bank Account window displays.
Click the Main bank account link.
21. After specifying the process parameters, click the Run button.
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ORrRACLE
Home | Workist | MuliChannel Console |  Addto Favoriles | Sign oul
Favorites ~ Main Menu > AccountsPayable > Batch Processes > Payment » Payment Posting

FNew Window [ Personalize Page B} hitp

Process Scheduler Request

UserID: estherbounng Run Control ID; POST_PAYMENT
Server Name: - Run Date:[03/0512013 £l
Recurrence: - Run Time: [1:01-18PM Resetto Current Date/Time
Time Zone: Q
Select Description Process Name Process Type Type *Format Distribution
PSIAP Payment Posting AP_PSTPYMNT  Application Engine  Web  + TXT  ~ Distibution
oK | Cancel | Refresh |

Step Action

22. The Process Scheduler Request page displays.
Verify that the PS/AP Payment Posting (AP_PSTPYMNT) process is selected.

Then, click_the OK button.
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ORrRACLE
Home: Workist MultiChannel Console Add to Fave
Favorites - Main Menu > AccountsPayable > Batch Processes > Payment > Payment Posting

Sign oul

70 New Window [’ Personalize Page caved

Payment Posting Request

Run Control ID:  POST_PAYMENT ReportManager  Process Monitor

Process Instance:13625

Process Request Parameters

Request ID: POST_PAY
Description: PTP.3.5.7

*Process Frequency: Aways Process -

“Post Payment Option: Post Bank Account ~ 7] Autopilot Run Control
Post Payment List Personaize | Find | Viev 20 | B Frst K g01 O st
SetlD Bank Code Payment Method Payment Reference

SHARE | [m&T Q

|8 save | [] notry | s Retresn

Add | | ] UpoateiDispiay |

Training Guide
AP250-DBF

Step

Action

23.

The Payment Posting Request page displays.

Take note of the Process Instance number below the Run button.

24.

Click the Process Monitor link.

Process Monitor,

Add to Favortes | Sign out

Favorites - Main Menu > AccountsPayable > Batch Processes > Payment > Payment Posting

s

& New window & Personalize Page B it

nien

Actions
User ID[estherbounmg @, Type - Last - [ 1 Day ~ | Refresh |
Server ~  Name | @ Instance | to |
Run Status - Distribution Status ~ [ save OnRefresh

Process List
Select Instance Seq. Process Type Process Name User Run Date/Time Run Status
[ 13625 Application Engine AP_PSTPYMNT esther bouryng 03/05/2013 1:01:18PMPST Processing Details
O 13561 Application Engine AP_APY2015  esther.bouryng 03/04/2013 7:05:35PMPST Success Posted Details
[ 13560 Application Engine AP_APY2015  esther bouryng 03/04/2013 7-04:19PMPST Success Posted Details
O 13559 Application Engine AP_APY2015  estherbouryng 03/04/2013 7:01:08PMPST Success Posted Details
7] 13558 Application Engine AP_PSTVCHR esther.bouryng 03/04/2013 7:00:22PMPST Success Posted Details
[ 13587 Application Engine AP_APY2015  esther bouryng 03/04/2013 6:57-56PMPST Success Posted Details
[ 13554 Application Engine AP_PSTVCHR esther bouryng 03/04/2013 4:52:45PMPST Success Posted Details
O 13553 Application Engine FS_BP estherbouryng 03/04/2013 4:47.50PMPST Success Posted Details
[ 13582 Application Engine FS_BP esther bouryng 03/04/2013 4:00'54PMPST Success Posted Details
O 13550 Application Engine FS_BP estherbouryng 03/04/2013 2:50:34PMPST Success Posted Details

Go back to Payment Posting Request

&) save | [Z] Moty |

Process List | Server List

« i v
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Step Action

25. The Process Monitor - Process List page displays.

The process you ran is listed by process instance number.

26. The process has run successfully when the Run Status is "Success" and the
Distribution Status is "Posted".

Click the Refresh button periodically to refresh the process status.

ORACLE

Home | Workist | MuliChannel Console | AddtoFavorites |  Signout
Favorites - Main Menu > AccountsPayable > Batch Processes > Payment » Payment Posting

ENew Window ? Help [ Personalize Page &, hiip
Process Detail

Instance 18251

Name AP_PSTPYMNT
Run Status Success

Type Application Engine

Description PSIAP Payment Posting
Distribution Status nja

T o proess |

Run Control ID POST_PAYMENT
Location Server

Ended Process At 04/03/2013 3:30:07PMEDT

OK || Cancel |

Hold Request
‘Queue Request
Cancel Request

Server PSUNX
Delete Request
Recurrence Restart Request
Request Created On 04/03/2013 3:20.53PMEDT Parameters Transfer
Run Anytime After 04/03/2013 3:2951PMEDT Message Log View Locks
Began Process At 04/03/2013 3:30:06PMEDT Batch Timings

View Log/Trace

Step

Action

27.

End of Procedure.

You have learned how to:
- Post payments created in the Pay Cycle process

You have successfully completed the Posting Payments topic.
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Lesson 3: Verifying Payment Data Sent To (Daily TRN) and Received
From (Daily HX) the State

3.1 Reviewing Payment Information

After completing this topic, you will have reviewed the following information within the voucher
component:

o Payment reference information from the State of Maryland General Accounting Division
(GAD)

Procedure

In this topic, you will review the MD AOC Payment page of a voucher to verify payment
requests sent to GAD and Payment information received from GAD.

Step Action
1. Click the Accounts Payable link.
|l Accounts Payablel
2. Click the Vouchers link.
3. Click the Add/Update link.
4, Click the Regular Entry link.
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OoRrRACLE
Home | Workist | MuliChannel Console |  Addto Favoriles | Sign oul
Favorites ~ Main Menu > AccountsPayable > Vouchers > Add/Update » Regular Entry

ENew Window 2 Help 15, hitp

Voucher

Find an Existing Value Mﬂ a New Value

Business Unit: [MpJuple,

Voucher ID: N

Voucher Style: ‘RegularVoucher  ~
Short Vendor Name: e

Vendor ID: ’70\

Vendor Location: [ ¢

Address Sequence Number: | 0/Q

Invoice Number: ’—
Invoice Date: T w

Gross Invoice Amount: I 1 )
Freight Amount: T )

Misc Charge Amount: 0.00

Estimated No. of Invoice Lines:| 1

[

Find an Existing Value | Add a New Value

Step Action

5. The Voucher - Add a New Value page displays.

Click the Find an Existing Value tab.
| Find an Existing Value |

OoRrRACLE
Home | Workist | MuliChannelConsole | AddtoFavortes | Signout
Favorites = Main Menu > AccountsPayable > Vouchers » Add/Update > Regular Entry
ENew Window 7 Help B, htip

Voucher

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

an Existing Value Add a New Value

Business Unit: = v Moo @
Voucher ID: begins with
Invoice Number: begins with ~
Invoice Date: = - B

[
[
[
Short Vendor Name: begins with + |
[
[

Vendor ID: begins with ~ Q

Name 1: begins with ~

Voucher Style: = - -
Related Voucher:  begins with ~ |

Entry Status: = - -
Voucher Source: = - -

[CIcase Sensitive

| Search || Clear |gasic Search [E] Save Search Criteria

Find an Existing Value | Add a New Value
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Step Action

6. The Voucher - Find an Existing VValue page displays.

Enter values in one or more search fields to locate the voucher. Enter the voucher
number, if known.

7. Click the Search button.

NOTE: When you enter the voucher number as search criterion, you are directed to
the Summary page for the voucher.

OoRrRACLE
Home | Workist | MuliChannel Console |  Addto Favortes |  Signout
Favorites = Main Menu > AccountsPayable > Vouchers » Add/Update > Regular Entry
(] Related Content & New Window 7 Help [& Personalize Page (& htip

EETTTTEA - Related Documen Invoice Information aymen Bayment Voucher Aftributes Error Summary
|| Summsn [§:CE s ) Informat AOC WD P: it (P fs  Voucher Aftribut Error S

Business Unit: MDJUD Invoice Date: 0410172013

Voucher ID: 00000093 Invoice No: STP-2309

Voucher Style: Regular Invoice Total: 72.00 usD

Contract ID:

Vender Name: STAPLES Pay Terms: Due Now

300 PearTreeLn Voucher Source: Online
Strongsvill, OH 28371

Entry Status: Postable Origin: ONL

Match Status: Matched Created: 0410172013

Approval Status: Approved Created By: elisha.archibold

Post Status: Posted WModified: 0410712013

Modified By: tara.dean

Doc Tol Status: Valid ERS Type: Not Applicable

Budget Status: valid Close Status: Open

Budget Misc Status: valid

“View Related Payment Inquiry - G

B Save L. Retumto Search 5] Motfy | 7 Refresh [Er Add
Summary| Related Documents | Invoice | AOC MD Payment | Payments | Voucher Aftributes | Error Summary

8. The Summary page of the voucher lists a summary of the voucher gross amount,

payment terms, source, status, information about the user that last modified the
voucher and when, and links to related information.

The Summary page only displays after a voucher is saved.

9. Click the AOC MD Payment tab.
[ AOC MD Payment |
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ORrRACLE

Home | Workist | MuliChannel Console |  Addto Favoriles | Sign oul
Favorites ~ Main Menu > AccountsPayable > Vouchers > Add/Update » Regular Entry

(] Related Content & New Window 7 Help [5 Personalize Page & tip
L

Summary | Related Documents | Inwoice Information -’ AOC MD Paymet .‘ Payments | Voucher Afiributes ' Error Summary
Business Unit: MDJUD Invoice No: STP-2309
Voucher ID: 00000093 Invoice Date: 0410172013
Voucher Style: Regular Voucher Gross Invoice Amount 72.00
State Status AddlUpdate
Ref. Document Number AOC Vendor 1D STAPLESD 1008 Gomments
Archive Reference No. Vendor STAPLES

Payment Status Transaction Description Offset Amount  Warrant Amount

Received Warrant Trans. Warrant Payment
Date Date

Type Number Method

1

Received Adjustment

5 o " Adjustment . -
i Trans Type  Transaction Description Adjustment Date SR Invoice Deseription

1

Amount

B Save L. Retumto Search 5] Motfy | 7 Refresh E+ Add

Summary | Related Documents | Inwoice Information | AOC MD Payment | Payments | Voucher Afiributes | Error Summary

Step Action

10. The AOC MD Payment page displays payment details transmitted to the Judiciary
by the State of Maryland General Accounting Division (GAD).

Users with access to the voucher entry component can view this payment reference
information.

11. At the top of the page, you can view the following payment information for the
voucher:

- Archive Reference Number (ARN) related to the warrant
- State Status which indicates:

1) delivery of payment request to the State displayed as "Submitted to State
(TRN)", or

2) the receipt of payments details from the State displayed as "Paid by State (HX)"

In this example, a payment request for the voucher has not been sent to the State;
therefore, no information is available.

12. In the State Payments and State Adjustments sections the following information is
available when payment reference information is received from the State:

- Warrant information (warrant number, date, payment method amount, etc.)

- Transactional activity including adjustments, stop payments, re-issues, voided
warrants
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Step Action

13. You have successfully completed the Reviewing Payment Information topic.

You have reviewed with the following topics and concepts:

- Viewing payment information from the State of Maryland General Accounting
Division (GAD)

End of Procedure.
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Lesson 4: Using Payment Inquiries and Reports

Lesson Overview:
In this lesson, you will learn how to post a payment and review payment history.

Lesson Objectives:
Upon completion of this lesson, you will be familiar with:

e Running the APY2000 Detailed Payment History by Vendor report

4.1 Running the Payment History by Vendor Report (APY2000)

The Detailed (Summary) Payment History by Vendor (APY2000) report provides a register of
payments for a vendor. Using the Print Options on the Payment History by Vendor page, you can
generate either a Detail, or a Summary version of this report.

After completing this topic, you will be able to:
o Create a run control and enter parameters for the Detailed (Summary) Payment History
by Vendor (APY2000)
e Generate the Detailed (Summary) Payment History by Vendor (APY2000)

Procedure

In this topic, you will run the Payment History by Vendor Report.

Step Action

1. Move the scrollbar down to the Accounts Payables link.

2. Navigate to the Payment History by Vendor page.

Click the Accounts Payable link.
[l Accounts Payablel

3. Click the Reports link.
4. Click the Vendor link.
5. Click the Payment History by Vendor link.

Payment History by ‘u’endcr;]
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ORACLE’

Home | Workist | MuttiChannelConsole | Addto Favorites | Sign out
Favorites  Main Menu > AccountsPayable > Reports > Vendor > Payment History by Vendor

FnewWindow 7 Help Blntip
KPayment History by Vendor

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

Find an Existing Value  J@FELCTREIT

- Search Criteria

Run Control ID: begins with
[CIcase Sensitive

| search || Clear |gasicSearch [ Save Search Criteria

Find an Existing Value | Add a New Value

Step Action

6. The Payment History by Vendor search page displays.

Click the Add a New Value tab.
" Add a Mew Value |

ORACLE’

Home | Workist | MuliChannel Console | Addto Favorites Sign out
Favorites = Main Menu > AccountsPayable > Reports > Vendor > Payment History by Vendor

Enewwindow  ? Help Bntip

nitn

Payment History by Vendor

Find an Existing Value Add aNew Value

Run Control ID:|

Find an Existing Value | Add a New Value
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Step Action

7. The Add a New Value tab displays.

Enter the desired information into the Run Control ID field. Enter a valid
value e.g. PAYMT_HIST_VNDR'.

NOTE: Once the Payment History by Vendor report has been run using the run
control 'PAYMT_HIST_VNDR' at least one time, subsequent Payment History by
Vendor report requests will use the same run control.

8. Click the Add button.

Home | Workist | MufiChannel Console |  Addto Favortes | Sign out
Favorites = Main Menu > AccountsPayable > Reports > Vendor » Payment History by Vendor

FNewWindow ? Help [ Personalize Page ) hitp

Payment History by Vendor

Run Control ID: PAYMT_HIST_VNDR ReportManager  Process Monitor | RUM

Language: English _|ig

Date Range Print Options
From Date: 1201812011 [

*Detail or Summary: summary -

Through Date: 12/18i2012 |[5]

Find | View Al First K 4 of 4 I (o5t

“Remit SetiD “Remit Vendor
SHARE| @ Q. =
) seve| & RetumitoSearch | [+2] Previous et | (4B NextinList | (=] otity | [ExAdd) [Eripistebisply

Step Action

9. The Payment History by Vendor page displays.

Click the Run button.
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OoRrRACLE
Home | Workist | MuliChannel Console |  AddtoFavorites |  Signoul

Favorites ~ Main Menu > AccountsPayable > Reports > Vendor » Payment History by Vendor
& New Window ? Help [& Personalize Page caved
Process Scheduler Request
User ID: andrew.somers Run Control ID: PAYMT_HIST_VNDR
server Name: [N ~ Run Date:|03/27/2013 [
Recurrence: - Run Time: [2:24:02PM Resetto Current Date/Time
Time Zone: Q
Select Description Process Name Process Type Type “Format Distribution
[ APx2000 APY2000 Bl Publisher Web = PDF  + Distrbution
=} Payment History By Vendor APY2000- Crystal ‘Web ~ PDF ~ Distribution
oK | Cancel

10.

The Process Scheduler Request page displays.

Click the Server Name list.

| -~ |

11.

Click the PSNT list item.
[PSNT |

12.

Click the Select option for the Payment History By Vendor process.

0]

13.

Click the O_K button.
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uHiChann:

Consol Add to Favor

Favorites  Main Menu > AccountsPayable > Reports > Vendor > Payment History by Vendor

Enewwindow ? Help [ Personaiize Page B ntip

Payment History by Vendor

Run Control ID:  PAYMT_HIST_VNDR
English

Report Manager  Process Monitor
Language: Process Instance: 14667

Report Request Parameters

Date Range Print Options
From Date: 1211872011 [H) [

*Detail or Summary: Summary -
Through Date: 12/18/2012 5]

Al First Bl 10f1

*Remit SetiD *Remit Vendor

SHARE/ @

B save | & RetumtoSearch | 5] FreviousinList | [4E] NextinList | [ Notify | Updae/Display,

Step

Action

14.

The Payment History by Vendor page displays.

Click the Process Monitor link.

Process Monito

ORACLE’

Home | Workist

Favorites = Main Menu > AccountsPayable > Reports > Vendor > Payment History by Vendor

Enew Window ? Help [ Personalize Page B hitp

| MutiChannel Console

user ID [reil shahi Q Type - Last - [ 3 Days
server v Name | Q Instance to
Run Status - Distribution Status - Save On Refresh

Select Instance Seq. Process Type ::'““%“ User  Bun DatefTime Bun Status
[ |14867 Crystal APY2000-  neil.shahi 12/18/2012 2:43:40PM PST Queued
[] 14666 Crystal APY2000-  neil.shahi 1211812012 2:39:34PM PST Success
[ 14663 Crystal APY1020-  neil.shahi 12/18/2012 2:13:57PM PST Success
[] 14862 Bl Publisher APX1020  neil.shahi 12/18/2012 2:11:02PM PST Success
[] 14661 Crystal APY1020-  neil.shahi 12/18(2012 2:09:59PM PST Success
[ 14660 Crystal APY1010-  neil.shahi 12/18/2012 1:55:34PM PST Success
[J 14856 PSJob DUP_VNDR neil.shahi 12/18/2012 1:41:28PM PST Success
[] 14647 PSJob DUP_VNDR neil.shahi 12/18/2012 1:20:10PM PST Success
[] 14638 PSJob DUP_VNDR neil.shahi 12/18/2012 1:19:36PM PST Success

+ | Refresh |

Di
Status
NIA
Posted
Posted
Posted
Posted
Posted
Posted
Posted
Posted

Details

Details
Details
Details
Details
Details
Details
Details

Details

Go baci to Pavment History by Vendor
|2 save | [=] wotity |

Process List| Server List

/Add to Favorites Sign out
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Step Action

15. The Process Monitor - Process List page displays.

The process you ran is listed by process instance number in the Process List section.

16. Click the Refresh button until the Run Status reads "Success" and the Distribution
Status reads "Posted".

17. Click the Details link.
Details

Home | Workist | MuttiChannelConsole | Addto Favorites | Sign out
Favorites = Main Menu > AccountsPayable > Reports > Vendor > Payment History by Vendor

Enew Window ? Help [ Personalize Page & hip

Process Detail

Instance 14867 Type Crystal
Name APY2000- Description Payment History By Vendor
Run Status Success Distribution Status Posted
ey
Run Control ID TEST Hold Request
Location Server Queue Request
Server PSNT Cancel Request

© Delete Request

Recurrence Restart Request
RequestCreated On 12118/2012 24356PMPST  Parameters Transfer
Run Anytime After 12M8/2012 Z4340PMPST  Messagslog
Began Process At 12182012 24429PUPST  Batch Timings
Ended Process At 121812012 24442PUPST  View| oo/Trace
OK Cancel

Step Action

18. The Process Detail page displays.

Click the View Log/Trace link.
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Home |
Main Menu > Accounts Payable > Reports > Vendor > Payment History by Vendor

Workist |  MutiChannel Console

Favarites

I New Window 2 Help

View Log/Trace

Report ID: #essage Log

Name:

10952
APY2000-
Run Status: Success

Process Instance: 14667

Process Type: Crystal

Payment History By Vendor
Distribution Details

Distribution Node: PSNT Expiration Date:

Name File Size (bytes)  Datetime Created

APY2000- 14667 PDF 38,335 12M18/2012 2:44.42 528198PM PST
CRW APY2000- 14667 log 0 12M8/2012 2:44:42 528198PM PST
pssaltrace.trc 490 12/18/2012 2:44:42.528198PM PST

Distribute To
Distribution ID Type *Distribution ID
User neil shahi

| Return

|  Addto Favortes Sign out

[ Personalize Page B hitp

Step

Action

19.

The View Log/Trace page displays.

Click the APY2000-_14667.PDF link.
[APY2000- 14667.PDF]

ReportiD:  APYZ000 Peapieaont Assaunts Payatie Page o, 1
ORACLE RunDate 1218201,
Run Time. 2:44:30 PM
From: Tor

Remit Vendor:

Payment Currency:

Bank Account:

PaymeniRer  Dats Hanaing _ status Remitto Pay Cycle. 559 Payment Amount

vt Vousner o Invoice D Inwaice Date. Desoount Taken _ FedAmam

Total for Payments
Total for Bank Account:
Total For Currency
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Step Action

20. The Payment History by Vendor Report displays in a new window.

Review the Report.

21. You have successfully completed the Running the Payment History by Vendor
Report topic.

You have learned how to:
- Run the Payment History by Vendor Report
End of Procedure.
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Course Summary

= N

Y
Congratulations!

You have successfully completed the AP250-DBF Managing Payment Information (DBF) course.
In this course, you have learned how to:

Run the Pay Cycle Manager

Approve or reject a pay cycle

Post payments to Accounts Payable

Verify payment requests sent to the State (Daily TRN)

Verify payment reference information received from the State (Daily HX)
Generate payment reports

We hope that you found this class informative, interactive, and fun. Check out other GEARS
training courses, available on the GEARS website at http://courtnet/gears/index.html
(http://courtnet/gears/index.html).

We are always looking for opportunities to improve our courses. If you have ideas on improving
this course please share your feedback by sending us an email at gearstraining@mdcourts.gov
(mailto:gears@mdcourts.gov).
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