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DISCLAIMERS 
 
 
MAXIMUS ERP Solutions 
 
Written by MAXIMUS, ERP Solutions Division March, 2003. 
 
This training manual is considered to be proprietary and confidential and may not be reproduced for any 
reason other than stated below without prior written consent of MAXIMUS, ERP Solutions Division.  
 
State of Oklahoma 
This training manual is intended only for use when utilizing the PeopleSoft System.  The information 
provided in this training manual does not replace the State statues, promulgated rules, approved State 
procedures, or your approved State Agency internal procedures.  If there is a conflict in the information 
presented in this training manual and authoritative sources, the order of precedence is as follows: 1.  
State Statutes, 2. DCAR Procedures Manual, 3. State approved procedures, 4. Approved State Agency 
Internal Procedures, 5. PeopleSoft training manual. 
 
 

EXCLUSION 
 
 
This training manual has been prepared exclusively for Client End-User Training. Information contained 
within this document may be used by the client for the sole purpose of personnel training.  Additional 
manuals may be reproduced and edited as needed for training purposes ONLY.  All other uses are 
prohibited without prior written consent from MAXIMUS, ERP Solutions Division. 
 
Copyright  2003 MAXIMUS, ERP Solutions Division, Inc. All Rights Reserved. 
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EXPRESS CHECKS 
Express payments are utilized by individual agencies for auxiliary accounts (ASA and Clearing) in the 
7XXX family of funds, i.e. Class field begins with a 7.  This enables payments to be issued directly by the 
agency.  Any agency interested in using Express Checks must complete an application for approval.  A 
dedicated printer is required. 
 
Prior to initiating an Express payment, voucher creation must be complete, and the Budget Check status 
must be valid.    Creating an Express payment is a relatively simple process that falls into the following 
steps: 

1. Voucher Selection 
2. Creation of the Express Payment 
3. Running the Pay Cycle Manager 

 

STEP 1 – VOUCHER SELECTION 
VOUCHER SEARCH PAGE  
Navigation: Vouchers > Entry /Regular Entry  
 
We first utilize the above navigation to locate the voucher we intend to pay.   

 
As a minimum, Business Unit must be populated; the other fields are optional and serve to narrow your 
search. 
 
Business Unit: – Defaults to specific value for each User. 
Voucher ID: – The voucher number that you are going to pay. 
Invoice Number: – The invoice number of the related voucher that you are going to pay. 
Short Vendor Name: – The abbreviated name of the vendor that is associated with the voucher. 
Name 1: – The full name of the vendor that is associated with the voucher. 
Voucher Style: – Not necessary for payment search. 
Entry Status: – Not necessary for payment search. 
Case Sensitive: – Searches to match the case that is entered. 
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Click  to return a list of vouchers that meet your search criteria. 

 
VOUCHER SEARCH RESULTS 

 

 
 
 
Search results will be displayed in a list as above whenever there are multiple values.  Click on the 
desired value to go to the Invoice Information Page.  If your search only returns one value, you will be 
taken directly to Invoice Information Page. 
INVOICE INFORMATION PAGE 
 

 
 
 
This brings up the Invoice Information page; if this is the correct voucher, click on the Voucher Attributes 

Tab to go to the Voucher Attributes Page.  Otherwise, utilize the  icon to retry the search.   
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 VOUCHER ATTRIBUTES PAGE 

Status Section 

 
 
In this section, the following items must be verified prior to attempting the Express Payment process; 
otherwise the voucher will not be selected for payment: 
Header Budget Status: – Valid 
Match Status: – Must be Matched, Overridden, or No Match 
 
PAYMENTS PAGE 

 
 
The account should already have the value “7XXX”, if not, this is the last chance to correct it before the 
payment is created.  From this page, invoke the Express Payment link.   
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STEP 2 – VOUCHER SELECTION 
EXPRESS PAYMENT PAGE  
 

 
From this page, all of the payment Bank and Payee information should populate from the voucher.   
 
 
NOTE: Examine all of the Payee information carefully, especially, the Account which should be set to 
7XXX.  This will be the last chance to change any of this information prior to making the payment. 
 
 

If you desire to pay more vouchers from the same vendor press the   button.  This will 
add to the payment all vouchers for this vendor that are available for payment (must be 7xxx fund as 
well).  Additional available vouchers for the same vendor may also be added/deleted by using either the 

 or  icons.   After all desired vouchers are in place; populate the Server field with “PSUNX”, and 

then press the  button to start Pay Cycle Manager. 
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 Error Messages 
 

If after pressing the  button, you are not taken to Pay Cycle Manager, but receive an 
error message, utilize this section to help diagnose some of the more common problems.  To resolve, 

click the  button to return to the Express Payments Page and correct. 
 

 
Receipt of this error message, means that Server field on the Express Payments page was not populated 
with “PSUNX”.   
 

 
 
This message indicates that Document Tolerance  is in error.   

 
 
This error usually means that the matching process was not run, or completed with exceptions. 
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Receipt of this message usually indicates one of two issues has occurred: 

• The Payment Method selected is not CHK. 
• A manual payment for this voucher was already created. 

 
After correcting the error, return to the Express Payments page and press on the  button 
to return to the Pay Cycle Manager. 
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STEP 3 – PAY CYCLE MANAGER 
PAY CYCLE -EXPRESS PAYMENTS PAGE  
Navigation: Payments > Express Payments >Express Payment Manager 
 

 

At this point, Pay Cycle Manager is now running, clicking on the button to update the status of 
the process.   
 
Select and Approve Payments 
The PayCycle will first select and approve the payments. 

 
To view the Trial Register, utilize the Trial Register link. 
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TRIAL REGISTER RUN CONTROL SEARCH PAGE 

 
 
 
 
 
 
 
This page is used to run the trial register.  A Run Control will first have to be entered to run the report.  
Either enter a new Run Control on the Add a New Value tab or select from an existing Run Control by 
utilizing the  icon.  For our example, we have chosen to select from an existing Run control. 
Search Results 

 
Use the Run control “Register”. 
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Process Scheduler Request 

 

 

 
 
 
To run the Trial Register, ensure that the following parameters are set: 
Server Name: – “PSNT”  
Type: – Web 
 
Press  to go to the Report Manager 
 
 
NOTE: The Server Name should always be set to “PSNT” whenever a Process Type of Crystal is run.  
For all other processes the Server Name should be set to “PSUNX”. 
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REPORT MANAGER ADMINISTRATION PAGE 

 
 
 
To print the Trial Register: 

• Tab to the Administration Page 
• ( )  the report that you wish to run (in this case the Trial Register) 
• Click on the View link 
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Report Detail Link 
 

 

 
Click on the APY2030 -1804HTM link to view the report.   
 

Click on the button to return to the Pay Cycle Manager. 
 
Trial Register Report 

 
You will then be able to view the report, in a new browser window. 
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Print Warrants 

 
The final component of the process is to print the warrants.  This is accomplished by pressing on the 

 button, the actual printing will occur on a secure printer subject to the Office of State 
Treasurer’s requirements. 
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MANUAL PAYMENTS 
Manual Payments are utilized when an agency has a business need to issue handwritten checks for 
auxiliary accounts (ASA and Clearing) in the 7XXX family of funds, i.e. Class field begins with a 7.  Any 
agency interested in using Manual Payments must complete an application for approval.  When 
authorized, preprinted warrants will be provided by the State Treasurer’s Office.  Immediately upon writing 
a manual check the agency must fax a copy to OSF.  OSF will enter manual payments in the system. 
 
Navigation: Vouchers > Entry /Regular Entry  
 
VOUCHER SEARCH PAGE 
 
The process starts out identical to that of an Express Payment; first locate the voucher that is to be paid. 
 

 
As a minimum, Business Unit must be populated; the other fields are optional and serve to narrow the 
search. 
 
Business Unit: – Defaults to specific value for each User. 
Voucher ID: – The voucher number that is to be paid. 
Invoice Number: – The invoice number of the related voucher that you are going to pay. 
Short Vendor Name: – The abbreviated name of the vendor that is associated with the voucher. 
Name 1: – The full name of the vendor that is associated with the voucher. 
Voucher Style: – Not necessary for payment search. 
Entry Status: – Not necessary for payment search. 
Case Sensitive: – Utilized to match the case that is entered. 
 
Click  to return a list of vouchers that meet your search criteria 
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VOUCHER SEARCH RESULTS 

 

 
 

 
 
 
 
Search results will be displayed in a list as above whenever there are multiple values.  Click on the 
desired value if it is in your list to go to the Invoice Information Page.  If your search only returns one 
value, you will be taken directly to Invoice Information Page. 
INVOICE INFORMATION PAGE 
 

 
 
 
This brings up the Invoice Information page; if this is the correct voucher click on the Voucher Attributes 

Tab to go to the Voucher Attributes Page.  Otherwise, utilize the  icon to retry the search.   
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VOUCHER ATTRIBUTES PAGE 

Status Section 
 

 
 
In this section, the following items must be verified prior to attempting the Express Payment process; 
otherwise the voucher will not be selected for payment: 
Match Status: – Must be Matched, Overridden, or No Match 
 
Next, tab to the Payments page 
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PAYMENTS PAGE 
 
The entire process of creating a manual payment occurs on the Payments Page.  Accordingly, this page 
will be broken down into its various sections to show the process in greater detail. 
 

 
 
 
NOTE: Updates to the following payment sections need to occur in this process prior to posting the 
payment, since, all saved settings are irreversible after posting. 
 
 
 
Payee Section 
 

 
 
Specifies the name of the payee that is receiving the payment.  Ensure that this is the same payee who 
will receive the warrant. 
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Payment Method Section 

 
 
This section covers the method in which the vendor is to be paid.  For a manual payment, the only field 
that must be updated is Account, which must have a value of “7XXX”.   
 

 
 
The following are the steps required to make the manual payment: 

1. From the Action section select Record. 
2. From the Pay field select either Full or discount (If paying a discount, you will have to go back to 

the Payment Details section and populate the amount of the discount). 
3. From the Reference field, input the warrant number. 

 
Press the  button to save the voucher.   
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If the above error message is received upon saving, the Account field in the Payment Method section is 
not set to “7XXX”.  Correct and resave the voucher.  After the voucher has been successfully saved, the 
Payment posting process will be run in the evening by OSF. 
 
 
 
 
 

 


