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Introduction

The COR214 Payroll to Accounts Payable Process Manual is designed to give each student the knowledge of how the Payroll to A/P process works and the ability to correctly process the after-tax payroll withholdings for their agency that are extracted from the Human Capital Management (HCM) System.
Process Steps

Step 1 – Run Query
Agency payroll staff extracts payroll non-tax deductions in the HCM system using a Payroll to AP Extract process. A nightly batch processing selects the extracted data and runs an AP Voucher Post process to transfer it to the AP staging tables. Accounts Payable should query the data in the staging tables prior to running the Batch Voucher process. The query name is:

OCP_PAYROLL_VCHR_STG_VALIDATIO


NOTE: The query results must be reviewed prior to running the voucher build process. If the vouchers build incorrectly or not at all, the results from this query will help determine if the problem is with Accounts Payable or HCM.


Query Viewer

Navigation: Reporting Tools > Query > Query Viewer

Enter all or part of the query name and click [image: image1.png]Search
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Once the query name displays in the Search Results, click HTML link to run the query.
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Enter your Business Unit number and click [image: image4.png]View Results
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The query will list the vouchers that are ready to be built for the deductions sent from the HCM system. The amounts transferred from payroll credits the 994 class fund.
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Print a copy of the query results or download them into Excel.
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Take (or email) a copy to your Payroll counterpart and have them verify that the data is what was sent and that no additional payroll adjustments changing the payroll withholding deduction amounts recorded in the 994 class fund will be made. The vouchers built and processed for payment should debit the 994 class and zero the transactions sent from payroll. Timing differences in the class should be reconciled and resolved to bring the account to zero.

NOTE:  If the query returns No Matching Values, check with your Payroll counterpart and determine when the Payroll to AP Extract process was run, and if it ran successfully. There is a one business day delay after the Extract since a nightly batch processing runs the AP Voucher Post process for agencies.

Step 2 – Build the Vouchers
After validating that the query reflected the data expected, the Batch Voucher Request must be run.

Navigation: Accounts Payable > Batch Processes > Vouchers > Voucher Build

It is highly recommended that you create a new Run Control ID specifically for this process. This will ensure the settings will be correct and it will prevent you from having to retype the settings every time you run the process.
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Enter your Run Control ID and click [image: image9.png]Add
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The fields on the Voucher Build must be populated correctly to build the vouchers.

1. Request ID and Description:  The request ID value can be “1” to signify the one request being run, or it can be anything meaningful. The description field should also contain a meaningful description.
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2. Dates: Leave the date fields blank. The Voucher Build process will pick up ALL vouchers in the staging tables since the last time the Build was run.
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3. Voucher Process Option: Business Unit. This field is not available to update.
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4. Voucher Sources: All (Unrestricted). Change the value from “New Voucher Data” to “All (Unrestricted).”
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5. Business Unit: Agency Business Unit

[image: image15.png]



6. Voucher Batch Interfaces: Payroll Interface. There are a number of choices in this dropdown menu. Ensure “Payroll Interface” is chosen.
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Once the fields have been populated, click [image: image17.png]Run



  at the top right of the Voucher Build page to access the Process Scheduler Request page. Within the Process Scheduler Request page, the Server Name is PSUNX and the Process selected is Voucher Build.
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Click  [image: image19.png]


 at the bottom of the page to run the process.

After the button is selected, the Run Control page will appear with the Process Instance indicated at the top right of the page. In addition, there will be a Process Monitor link that can be selected to view your progress.
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Click [image: image21.png]Refresh



 at the top of the page. The process will run until either a “Success” or “No Success” status is reached.
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If the process runs to “No Success” as illustrated, submit a Help Desk Case by emailing HelpDesk@osf.ok.gov. Include the User ID and the Process Instance number in the email message. Do not delete the job as the technical staff will need to access the messages associated with the process instance to resolve the issue(s). Also include a copy of the query results with the case because the technical staff will need to reload the staging tables with the voucher IDs identified in the query.
Upon receiving a “Success” message, proceed to Step 3.

Step 3 – Review Voucher Build Results
After the process has been completed, the user who ran the process will be able to view any vouchers that are in Error status and their associated messages. To see if there are any vouchers in Error status, return to the Voucher Batch Request page by clicking the Go back to Voucher Batch Request link at the bottom of the Process List page.
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Select the Build Errors Tab:

[image: image24.png](CVSUEheT e Piccees Wessages | Bu Evors

user ID: Run Control ID: 7,00
RequestID:  VCHR_BATCH Description:  Payroll Voucher Build
Request Status

Successtully Completed Instance: 1428883

Voucher Build | Process Wessages | Build Errors




It is not common to receive errors that prevent the voucher from building (pre-edit errors), but if pre-edit errors are identified, submit a helpdesk case. Most users do not have access to the Quick Invoice necessary to correct these types of errors. Proceed to Step 5 if vouchers are built in Recycle Status or if there are no errors.
Step 4 – Correcting Vouchers in Recycle Status
Some or all of the vouchers that were built may have built with Recycle Status errors. These errors will need to be corrected before proceeding to the final step (Step 5). In the example below, there are two places that have Review Errors icons; in the Header Section next to the Voucher ID (1) and in the Invoice Lines Section (2)
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The Header Errors are shown below:

[image: image26.png]Header Errors for Business Unit 12500, Voucher H0072313

Message
Ship To Location ‘TSE Prompt table edit; valus not found in prompt table.





In this example, the “Ship To Location” listed in the Invoice Lines area of the voucher is invalid. The correction necessary would be to change the Ship To Location on the voucher to a valid value by typing it in or using the magnifying glass to select a location from the list.

The Invoice Line errors are shown below:
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In this case, fixing the “Ship To Location” identified on the Header Section above will also fix these errors. Upon Saving the voucher, the two Review Errors icons will be removed.
Step 5 – Add a Pay Group
The Pay Group must be added to the Payments Tab for all vouchers that are ready for payment.  Failure to do so will prevent warrants from being issued to those vendors.

[image: image28.png]Business Unit: 30000 Invoice Number;  [H0211085
VoucherD:  H0211088 Invoice Date:  [11/10/2011 )

Voucher Stle  Reguiar Action: (R |

Totas
Vendor:  UNTEDWAYOFCENTRAL  .ppy rormey  [0Dwrs =] Schedule Payments
OKLAHONA NG
PO BOX 37

OKLAHOMA CITY, OK 73101-0837

Scheduled Payment:
“Remit to:

Location:
“Address:

Payment Method

Bank  [osTQ
“Accoun: 05T 1@
“Method:  [CHK Q. Check “Netting: W Q

1
[o000056174 QFE Gross Amount: 2500 USD
oot @ Discount: 000 usD
1
UNITED WAY OF CENTRAL OKLAHOMAINC Scheduled Due: | 11/1022011 [
POBOX 837
Net Due: 102011
OKLAHOMA CITY, OK 73101-0837
Discount Due:

Accounting Date:

essages |

Hessage will appear on remittance advice

Hessages

Payment Options
Hold Payment [

Reference: [ HoldReason: [ QL

Letter of Credit:






NOTE:  After the Pay Group has been added, verify the Schedule Due date to ensure it is not after date the vouchers will be sent to OSF for payment. The Schedule Due date determines when the pay cycle selects vouchers for payments. Failure to change the Schedule Due date may result in the claims being returned to the agency.


Upon saving the voucher the following warning messages may display: 
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The warning message displays because the invoice date populated with the pay date and is after the date the voucher was built. Click [image: image30.png]0K



 . Do not change the invoice date.
Continue through your regular day-to-day voucher procedures by printing the vouchers, creating the batch slip, and submitting them to Office of State Finance.

For users that do not have access to the Voucher Batch Request process, identify the Payroll Vouchers in a Recycle status through the Find An Existing Value screen.

Navigation: Accounts Payable > Vouchers > Add/Update > Regular Entry > Find an Existing Value

Selection Criteria:

Business Unit = _____ (Agency)

Voucher ID Begin With = H_______ (All Extracted Payroll Withholding Vouchers will begin with an H)
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The voucher number for the payroll vouchers will begin with an H followed by seven (7) digits. The number sequence will be statewide; each agency will NOT have its own numbering system.



Check List

	Step
	Description
	Path

	1
	Ensure the payroll deductions are in AP
	Reporting Tools > Query > Query Viewer > OCP_PAYROLL_VCHR_STG_VALIDATIO. Maintain the query results.

	2
	Build vouchers

· Voucher Batch interface = Payroll interface

· Select run

· Select PSNUX server

· Select OK

· Link to Process Monitor
· After Success, link back to “Go back to Voucher Batch Request”
	Accounts Payable > Batch Processes > Vouchers > Voucher Build

	3
	Review for Errors
	From above navigation select “Build Errors” Tab

	4
	Correct Errors
	If errors are present then select the voucher hyperlink, correct and save. For Pre-Edit Errors, submit a helpdesk case.

	5
	Prepare voucher to be sent to OSF for payment

· Assign a pay group

· Change any necessary information.

· Save Voucher
	Accounts Payable > Vouchers > Add/Update > Regular Entry > Find an Existing Value
Note: All changes to vouchers must coordinate with Payroll. The 994 must balance to zero after processing vouchers.

	6
	Print Voucher Jacket
	Accounts Payable > Reports > Vouchers> Print Vouchers

	7
	Print Batch Slip
	Accounts Payable > Reports > Vouchers > Voucher Batch Slip

	8
	Send voucher with necessary documentation to Office of State Finance.
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