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Job Aid

Date: 09/19/2014

Target Audience:  Departmental Pay Cycle Processor

Purpose: This Supplemental Job Aid provides instructions on how to run the Pay Cycle process.

Creating a Departmental Pay Cycle

The Departmental Pay Cycle Processor will run the Pay Cycle process at the department level to print checks from the Office Revolving Fund (ORF) account. In order for a voucher to be picked up for Pay Cycle at the department level, it must meet the following criteria: 
· The voucher must have passed budget check
· The voucher must have passed approval from Accounts Payable (AP) Approver 1 and AP Approver 2
· The voucher must be posted
The Departmental Pay Cycle Processor can run a Pay Cycle for non-journal vouchers paid from the ORF account. 




Step 1: Navigate to the Payment Selection Criteria page:
· Navigation: Main Menu  Accounts Payable  Payments  Pay Cycle Processing  Payment Selection Criteria
· From the Find an Existing Value tab, click on the Search icon next to the Pay Cycle field. 
· Select the Pay Cycle value for your department from the Look Up Pay Cycle search box.








































The Pay Cycle search page defaults to the Dates tab (active tabs display in bold). This tab shows the Pay Cycle Selection Dates from the last Pay Cycle that was run. 


Step 2: Update Pay Cycle dates from the default values by clicking the Calendar hyperlink to the right of the Pay Cycle dates and selecting the applicable calendar dates for each Pay Cycle. When updating Pay Cycle selection dates, the following guidelines should be used: 
· Pay Through Date: Set equal to or greater than the current date 
· Payment Date: Set calendar date to the current date 
· Next Pay Through Date: Set equal to or greater than the current date 
· Next Payment Date: Set date equal to or greater than the current date 
 



Step 3: Click the Preferences tab and select your desired Pay Cycle Preferences. 
The desired preferences have been configured by the FI$Cal Team and will default.



Step 4:  Click on the Source/BU tab and update the Source Transaction and Business Unit boxes. 
The desired preferences have been configured by the FI$Cal Team and will default. 


Step 5: Click the Bank / Method tab and update the SetID, Bank, and departmental Account fields. The Account value can be selected by clicking the Lookup button next to the Account field and selecting the “General ORF” account for the departmental Pay Cycle. 
[image: ]
The desired preferences have been configured by the FI$Cal Team and will default. 



Step 6:  Click the Dates tab and click the Save button at the bottom of the page. The Pay Cycle selections have been saved and are ready to run.
Click the Pay Cycle Manager hyperlink to display the Pay Cycle Manager page.
























Step 7:  In the Details section, select the “PSUNX” Server next to Payment Selection, and then click the Process button for Payment Selection. The Payment Selection box will disappear and the status will change to running. 

Click the Refresh button until the status changes to selected. 




















Note: If errors were made, the PayCycle processor will have the ability to reset the PayCycle prior to Payment Creation. 

PayCycle Reset: In the details box, click the dropdown selection, select the “PSUNX” Server and click Reset.



Step 8:  The payments are now selected and ready for review. The status is now selected. The user now has the ability to review the selected payments. 

Click the Details hyperlink. 





Step 9: Click Search to refresh the page with the vouchers selected for payment.  The User now has the ability to “Separate” or “Exclude” vouchers from PayCycle by selecting the option in the Action dropdown box. Once all desired Actions are selected, click the Save button. 
NOTE: “Separate" means each voucher will be printed on a seperate check. “Exclude” means the voucher will be excluded from this paycycle.  “None” means the voucher will remain selected by the Pay Cycle.
Prepaid and Single Payment vouchers must use an action of “Separate”.
Click the Pay Cycle Manager hyperlink to return to the Pay Cycle Manager screen. 





Step 10: In the Details box select the Server “PSUNX” and click Payment Creation. Click Process. 
Click the Refresh button until the status changes to selected. 


Step 11: Click the Refresh button until the status changes from Running to Approved.   The Pay Cycle Results Process button becomes active indicating the Pay Cycle has run and checks are ready for printing. 
Print Checks by choosing the Server Name using the dropdown list and selecting “PSUNX” from the available options.  The Output Type selected should be “Web”.

Generate the PDF with the checks by clicking the Process button. The checks for the selected voucher will print to your Report Manager. 

[image: ]


Step 12: The Pay Cycle Results Description should change to Confirm Check References.  Click the Process button. 











Step 13: The Payment Reference page will display.  Click the Search button to display the generated Check numbers.  
This page is used to confirm the Check numbers (Reference ID). If applicable, the user can renumber the Check numbers here to match Check stock.  





Step 14: If the Check numbers in the Reference column are the desired Check numbers, click the Confirm All button, click Save, and click the Pay Cycle Manager link.  Continue to step 15.

























If the Check numbers in the Reference column do not match the user desired Check numbers:
a. If all Check numbers need to be renumbered, click the Renumber All button and enter in the starting Check number and click OK.  All the Check numbers in the Reference field will be renumbered starting at the inputted starting Payment Reference.





















b. If only a portion of the Check numbers need to be renumbered, the user can directly update the corresponding Check number in the Reference field.











Once all edits to the Check numbers are finished, click the Confirm All button, click Save, and click the Pay Cycle Manager link.







Step 15: Pay Cycle will notify you that the Pay Cycle status has changed.  Click OK.




If the Check numbers were renumbered, skip to Step 16.
If the Check numbers were not renumbered and only confirmed, Pay Cyle is complete.
Navigate to Main Menu > Reporting Tools > Report Manager to view the checks.









Step 16: Since the Check numbers were renumbered, the user will have to regenerate the check PDF’s with the updated Check numbers.
[image: ]Click the Recreate button.

Step 17: Click the checkbox in the Select column, choose Re-Print using same reference, select PSUNX, and click the Process button. 
















Step 18: The Pay Cycle Manager will appear.  Click the Process button by Print Checks to regenerate the Check PDF’s.







Step 19: Click the Process button by Confirm Check References.






Step 20: The Check numbers should not need renumbered as they were renumbered in the previous steps.  Click the Confirm All button, click Save, and click the Pay Cycle Manager link.




You have successfully completed the Pay Cycle Process.  Stop after Step 21 to view the generated Check PDF’s.  Continue to Step 22 to view steps on cancelling a payment.

Step 21: Navigate to Main Menu > Reporting Tools > Report Manager to view the checks.


\




To Cancel a Payment

Step 22: As the Departmental Payment Maintainer, navigate to Accounts Payable > Payments > Cancel/Void Payments > Payment Cancellation




















Step 23: On the Find an Existing Value tab, enter the following values, click Search, and the click on the link representing the payment to be cancelled:
Bank SetID – STATE
Bank Code – STATE
Bank Account – Account number used to create the payment that will be cancelled




Step 24:  Enter a Date Cancelled date, select a Payment Status and a Cancel Action, and click Save.
Payment Status
· Void: Cancel the Payment
· Stopped: Stop the Payment
· Undo Cancel: Undo the void/cancellation of the Payment
Cancel Action
· Re-Open Voucher(s)/Re-Issue: The voucher will ready to be paid through Pay Cycle or Manual Payment once the original Payment is cancelled
· Re-Open Voucher(s)/Put on Hold: The voucher will be put on hold once the original Payment is cancelled
Note: A Hold Reason will need to be selected if this option is chosen
· Do Not Reissue/Close Liability: The voucher will be closed once the original Payment is cancelled




Step 25: Upon Save, the Cancel Post Status will update to “Pending”.  

The daily/nightly batch process, Payment Posting, will need to run to finalize the Payment Cancellation. 
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