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CORE Oklahoma

INTRODUCTION

The P214 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 Resource Management
System, (HRMS).
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PROCESS STEPS

Step 1

The withholding data that has been transferred by the Payroll staff should be queried prior to
running the Batch Voucher process and creating the Vouchers. The query name is:

OCP_PAYROLL_VCHR_STG_VALIDATIO

I IMPORTANT !

The query results must be reviewed prior to running the voucher build
process. If the voucher is built incorrectly or does not build at all, the results
from this query will help determine where the problem lies (Accounts Payable,
HRMS, etc.).
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Reporting Tools > Query > Query Viewer

| Navigation:

Input the query name and select the _Z83th|pytton,

et o P o e b e e ey P
acations

[ Set Up Financials/Supply
Chain Query Viewer

[= wWiorklist

[> Tree Manager

— Reporing Toals
= Guery

— Query Manager
- - Search I Advanced Search

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

*Search By: |query Name | begins with OCP_PAYROLL_ W

— Schadule Query
— Beport Manager
[ Peoplelools . =l . - b i . —t

Click on the HTML hyperlink.

Query Viewer

Enter any infarmation yvou have and click Search. Leave fields hlank for a list of all values.

“Search By: |®uer\y Mame ﬂ begins with OCP_PAYROLL_V

Search | Advanced Search

Search Results

‘Folder View: | All Folders - j

Customize | Eind | Wi

Fun to

Query Name Description Owner Folder HTML
OCP_PAYROLL_VCHR_STG_VALIDATIO Payrall Wehr validation Public HTML
. . View Results
Input your Business Unit number and select the button:
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OCP_PAYROLL_VCHR_STG_VALIDATIO - Payroll Vchr Validation ;,

Business Unit: ey

Yiew Results |

o
e e e e

You will receive one of two results.

1. The first option is shown below:

OCP_PAYROLL_VCHR_STG_VALIDATIO - Payroll Vchr ‘h‘alidati!

Business Unit: 03000 Q)

Wiew Results |

LWL WL

Mo matching values were found.

Unit |Voucher |Imwoice | Date mwﬂb

If there are no values then one of three things has happened:

A. If the PYAP_XDEDN and PYAP_VCHPOST processes were not run by Payroll staff, have them
run both processes.

B. If the Payroll staff ran the PYAP_VCHRPOST process with the wrong Paycheck date, have
them re-run the process with the correct date.

C. If both processes were run correctly and no data appears, check with your Payroll counterpart
and see when the PYAP_VCHRPOST process was run. It can take up to 45 minutes to come
across depending on network traffic.

If your query runs to Success, you will get a list of vouchers that are ready to be built:
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OCP_PAYROLL_VCHR_STG_VALIDATIO - Payroll Vechr Validation ;
»
Business Unit: |34000 O
Wiewy Results :
4
3
Download results in . Excel SpreadSheet C5V TextFile (32 ki) F
¥
t
6L
IO R I
Unit Acc:
COLUMBIAN LIFE
34000 HO034241 HD034241 01/052007 14550 ooz ©O-MBMILERE ooy 34000 833110 1
.
2 |34000 |HOO4671 |HOO24571 |01/ 202007 |400.000  |oono1ssrat |9FFICE OF oot 1 |1 34000 633tso |
CHAPTER 13 3
OKLA e
3 |34000 HOD34672 |HOO34672 0141212007 |248.170  ooogteoris CEMTRALIZED fopne 4 34000 sazion |
SUFFORT 1
REGISTRY -
CREDIT BUREAL {
4 | 34000 | HOD34673 | HOO34573 0141 2/2007 |4567.800 0000191217 | SERVICES o001 1 |1 |3s000 833130
ASSOC S
AMERIGAN
§ 34000 HOD34677 |HOO34677 01/12/2007 |80.380 0000014083 GENERAL LIFE 0004 |1 |1 |34000 633110
ING GO )
CONSECO 1
B | 34000 HOD34675 |HOO34676 0141242007 [190.550 | 0000016979 | HEALTH Doz 1 1 34000833110 |
INSURANCE y
UNITED WAY OF A
7 |24000 HODZ4678 | HOO34570 014202007 [16.000 0000056174 CENTRAL oogt 1 |1 34000 63380 | 4
OKLAHOMA INC :
LEADERS LIFE P
B 34000 | HO034680 HO034680 011202007 34,670 0000058211 \cie oyl 10002 1 (1 (34000 633110 |
OKLAHOMA b
3 24000 HOD34881 HO034691 0141202007 |100.000 0000063205 COLLEGE 528 0001 1 |1 |34000 g331¢0 | &
SAVINGS PLAN 3
AMERICAN 7
10| 34000 | HOD34662 | HOO34582 | 0141 2/2007 |191.300 | 0000171740 | FAMILY LIFE ooo1 |1 |1 34000 833110 |
ASSURANCE CO 4
CREDIT UNIGN 5'
1134000 \HOD34683 |HOO34683 01/12/2007 400.000 0000174073 | OME OF ooot 1 |1 34000 B33130
OKLAHOMA 5
FOGUS FEDERAL
1234000 | HO034884 | HO034884 01412/2007 1337 580 | 0n0174248|FOMSFEDERAL Tggq 14 14 34000 833130 ({
OKLA PUBLIC <
1324000 \HOD34685 | HOO34686 01/12/2007 166.000 | 0000175853 EMPLOYEES oog1 1 1 34000 B3ztso | A
ASSOC 1
I S — | oa | aw e OV TP | o e o s |t ke

Print off a copy of the query results (or download them into Excel).
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OCP_PAYROLL_VCHR_STG_VALIDATIO - Payroll Vehr Validation

Business Unit: |34000 Q)

View Results

[ax]
=
_|
o
=
]
53
w
)
=
=
R PN W e R

DO N S

COLUMBIAN LIFE

34000 HOD34241 HOD34241 01/0502007 14650 ooonzs4arn | COLMBANEIFE nnpg 34000 633110 ;
7 34000 HOOZ4671 |HOD34E71 | 014122007 | 400000 |ooootge7at =FTIGEOF 0001 1 1 |34000|@33190
: CHAPTER 13 -
OKLA -‘
CENTRALIZED
3 34000 HOD34672 HOD34672 01/1212007 248170 0000180715 &5 RToA 0001 1 134000 833180
REGISTRY }
CREDIT BUREAL ¢
4 34000 HOO34673 |HOO34E73 011122007 | 467,800  |0000181217 SERVICES ool 1 1 | 34000 633190
ASZ0C !
AMERICAN I
§ 34000 HOD34677 HOO4E77 01/12/2007 80380 0000014083 GEMERALLIFE 0004 1 1 34000 633110 ¢
INS GO '
CONSECO (
§ 34000 HOO34678 |HOO34678 | 01/122007 |190.550 | 0000016879 HEALTH 0003 1 1 | 34000 6331104
INSURANCE )
UNITED WAy OF !
7 34000 HOO34679 HOO34E78 014122007 15000 | 0000056174 CENTRAL 0001 1 134000 633190 J
OKLAHOMA INC t
LEADERS LIFE 4
3 34000 HOD34650 HOD34580 01122007 34670 (0000088211 | e 0T (0002 (11 34000/833110
- ‘M"" - - - . - . __.j..- - e — = e

Take (or email) a copy to your Payroll counterpart and have them verify that the data is what
was sent.
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Step 2

After validating that the queries reflect the data expected, the Batch Voucher Request must be run.

[Navigation: I 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.

VYoucher Build Request

{ Eind an Existing ¥alue }* Add a New Value

Run Control ID:|

Add

Find an Existing Yalue | Add a Mew Value

Add

Type in your Run Control ID and click on the button.
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/" Voucher Build Y Process Messages § Build Errors

g

Fun Control ID: - paRKS Report Manager

‘Request ID:; I ®

Description:

From Date: @ I [H [ Assign Invoice ID

To Date: I [H [ Assign Invoice Date
‘Process Option: |Elusiness Init j @
“Youcher Sources:; | Meve Youcher Data j @

LU WL W e an

Selection Parameters
Business LInit

O

Interfaces
Soucher Build iterfaces b

|F'ag,fr|:ull Interface

Six (6) fields must be populated for the Build process to run correctly:

1. Request ID: "VCHR_BATCH". Hint: This value can be anything, but make sure the value and
description used is easily remembered.

‘Request ID:; I;CHR'_EIATCH

Description: |P ayrall WifH Youcher Build

2. Dates: These values are generally left blank. By leaving them blank, the Voucher Build
process will pick up ALL vouchers since the last time the Build was run.

From Date: || 5  Assign Invoice ID
To Date: I [#  Assign Invoice Date

P214 Payroll to AP Process Manual Page 11 of 27
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3. Voucher Process Option: Process Business Unit. This value is usually grayed out (not
available), but it is a good idea to verify it is correct.

‘Process Option: Business Unit =]

4. Voucher Sources: All (Unrestricted). Ensure that “All (Unrestricted)” is selected.

ORACLE &
Menu &

> Yendors ;l
> Purchasing

[> eProcurement

[ Voucher Build Y Process Messages | Build Erors |

[> Sourcing
L= Accounts Payable
b Youchers Run Control ID: MARKS Eeport
[ Control Groups
[ Payments
=7 Batch Processes
= Youchers ‘Request I IMP-.R kS
— Youcher Build N : :
— Matchin Description: |F'aﬁ;rnll Withholdings
— Docurment Talerance From Date: | [z ¥ Assign Invoice ID
— Budget Check
— Voucher Posting To Date: I 5] ¥ Assign Invoice Date
D;VDuchterEntr‘-.f Event ‘Process Option: |Elusiness Unit j
aymen
— Yalidate Posting Setup “Youcher Sources: |AII (Unrestricted) j
[ Review Accounts Payable Al (Unrestricted) 5
Infa - ErrorsiStaged VYouchers
[ Reports Selctmn Pﬂameters Mews Voucher Data
[> Banking Business Unit Recveled Vouchers
[ Commitment Control Youcher Maintenance
|1 aon O
[ General Ledger Youcher Mass Maintenance
Slloeaticone

5. Business Unit: Your Business Unit

Business LInit

[ &

P214 Payroll to AP Process Manual Page 12 of 27
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menu. Ensure “Payroll Interface” is chosen.

. There are a number of choices in this dropdown

‘Voucher Build nterfaces

Fayroll Interface

Fun

Once the fields have been populated, click on the

button at the top right of the page.

Within the Process Scheduler Request page, select the Server PSUNX @ and verify the Process

selected is Voucher Build. @ .

Process Scheduler Request

=]
P

User I0: Fun Control 1L,

03mar2006
10:22:07AM il
E

Process Name
AP_WCHRBLD Appli

MADEIMNSONO1

PEUIME -
Q

*

Server Name: Fun Date:
Fun Time:

Time Zone:

Prni-nr.-u 1 it

elect Description
[v Youcher Build

Ok Cancel | Fefrash |

é
i
<
{

If everything is correct, click on the button 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 Erocess Monitor hyperlink that can be selected to view

your progress.

P214 Payroll to AP Process Manual
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Voucher Build ' Process Messages | Build Errars |

Fun Control ID: - MARKS Feport Manager

‘Request I0: IVCHR_EIAT@F N
. _-____4"* o e o AP a — e " o - - -

Occasionally click on the Refresh button at the top of the page. The process will run until either a
“Success” or “No Success” status is reached.

[ Process List | SetverList |

User ID: QL Type:
Server: - | Name:

¥ | Last:

Q. Instance: |

Run

~ | Distribartion -

7 oo =l _eteen |
3932199 to |

¥ Save On Refresh

Status:
Process List

Status

Custamnize | Find | Yigwe = 2

Select nstance Seq. Process Type z:l)](l::ss User Run Date Time Run Status Details
3082199 Application Engine  AP_vcHRELD (D ' 0122006 10:37.19AM W o ciccees Bosted  Details

coT

If you receive a “No Success” Run Status message, navigate to the Message Log. Click on the
Details hyperlink at the right. This will take you to the Process Details page. Click the Message Log
hyperlink.

P214 Payroll to AP Process Manual
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Frocess Detail

Instance: 3982195 Type:
Hame: AFP_VCHRBLD
Run Status: Mo Success

Run Control ID: (NS
Location: Servert
Server: PELIN

Recurrence:

Request Created On: 101 2i2006 10:37:528M COT
Fan Anytime After: 101 22006 10:37:1950M CDT

Began Process At: 101 22006 10:38:128M CDT

.__'"_I_'""" " - b gy R

Application Endine
Description: voucher Build

Distrilmtion Status: Fosted

" Hold Request

™ Queue Request
" Cancel Request
" Delete Request
" Restart Request

If you see a long list of messages, look for one that has the phrase “SQL Error” in the body of the

message.

P214 Payroll to AP Process Manual
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Message Log
Instance: 39821949 Tyne: Application Engine
Name: AP _VCHRBLD Description: “oucher Build
Custormize | Find | View All | B First (4] 1.45 of 15 [ Last
Severity Log Time Message Text
10 10:38:15AM Beginning Batch Youcher BuildiPre-Edit
10 10:38:1 6AM a8 HR/FPayrall Yauchers selected for processing.
10 10:38:13AM Mew vouchers to be processed = 58
10 10:38:40AM Beginning Youcher Header Defaults and Editing
10 10:39:03AM Woucher Line Default Processing Started.
10 10:39:06AM Beginning Youcher Distribution Defaulting.
10 10:40:06AM Applving Youcher Payvment Defaults.
10 10:40:2280M oliakaasibbsdaaskaniikssnkiianaai
SEL error. Strmt#: 1604 Error Position: 22 Return
10:40:32AM A-00054: resource husy and acg dire with MOWAIT
shecified
10:40:32AM _ _ _
1040324 Frocess 3882199 ABEMDED at Step
T APVEDTDFLT DFLTScPr.S5tep13 (5QL) -- RC =54
Y e BTN e et "

i

m

=
=
-
=

Explain
Explain
Explain
Explain
Explain

Explain

g

Explain

Explain
(a4-0R

Explain

Explain

il

———t Py

If you see a SQL Error message like the one above, open a Help Desk Case by calling 405 521-2444
or 866 521-2444 or by emailing HelpDesk@osf.ok.gov. Please include the Process Instance number
and the SQL Error message. You will not be able to proceed with voucher creation until this issue is

resolved.

If you receive a “Success” message, then you are ready to proceed to Step 3.

P214 Payroll to AP Process Manual
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Step 3

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 on the Go back to Voucher Batch Request
hyperlink at the bottom of the Process List page.

J/ Process List Y ServerList

User ID: (MADKINSOMD 3 Type:
Server: | Hame:
Fun - | Distribution

Status: Status
Process List
Process
select Instance sed. Process lype
Select nstance Sedq. Process Type Name

[ 3235930 Application Engine AP _VCH

323592 FsJob MDCo04
3235920 Application Engine AP_APY
3235919 Application Engine AP_PST]
3235916 Application Engine AP_APY

-
-
-
-
-

Go backto Voucher Batch Reguest

3235914 Application Engine AP_PET]

P214 Payroll to AP Process Manual Page 17 of 27
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Select the | Euild Errors b tab:

Voucher Build Y Process Messages | Build Errors

User ID: CORE34 Fun Control I MARKS

Request ID: YCHR_BATCH Description: Fayrall YiH Youcher Build
Successfully Completed All Edits Passed Instance: 463693
.} . |

If there are no errors in either area, you are ready to proceed to Step 5 on page 22 of
this manual.

P214 Payroll to AP Process Manual Page 18 of 27
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CORE Oklahoma

The vouchers that were just built may have errors that 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; next to
the Voucher ID (1) and the Invoice Lines (2)

Cracle

Invoice Lines

=3
e YN
| _Summary | Invoice Information Y Fayments | Voucher Aftributes | Error Summary |
Business Unit: 12500 (__(D Invoice Number: |HDDT231 3
Voucher ID: HOOT2313 a Invoice Date: I”BUQDD? ]
Voucher Style  Regular Action: | ﬂ Gl
Yiew Related Docurment
PG Unit: I Purchase Order: I Copy PO | Worksheet Copy Option: |N0ne j
Vendor:  [0DODDB3Z08 QL g Téims: [0Days =] ®  BasisDtType InvDate
Name: |OK COLL 5P-001 3 Comments
Location:  [0001 Q Accounting Date: |11/262007 [
‘Address: | 12 advanced vendar Search ‘Currency: |USD Q Mon Merchandise Surarmary
- | 100.00 Calculate
OKLAHOMA COLLEGE 529 SAVINGS PLAN Toak IR
PO BOX 8193 Dilteeancy g0g
BOSTON, MA 02266-8193 Packing Stip: I

> Distribution Lines
GL Chart % Exchange

Rete

l’t'" | Eind | View All |
W Statistics Azsets

Eind | Yiew All First
E| Line ‘Distribute by Rem Description Cuantity UOM Unit Price Extended Amount
1 |Amount x| | ;| | | Q | [ 100.00
Ship To SpeadChart
[12s00 Q| Q " Use One Asset ID

Calculatel

Amount

Cuantity 'GL Unit

Accounnt Slib

Accow

Fund Type

Class-
Funding

Dept Bud Ref Buiget Date

[=] 100.00

i

| {12500 @ [633180 Q |

C 1000 @ fagd00 |

Q| @ |110262007 B

P214 Payroll to AP Process Manual
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The Header Errors are shown below:

ORACLE

EL

Header Errors for Business Unit 12500, Voucher HO0T2313

Header Errors Customize | Eind |
Field Hame Message
Ship To Location TSE Prompttable edit value not found in prompt takle.

In this instance, the “Ship To Location” listed in the Invoice Lines area of the voucher is invalid.
Change the Location on the voucher to a valid one by typing it in or using the magnifying glass to select
a location from the list.

The Invoice Line errors are shown below:

ORACLE S

(=l

Errors for Invoice Line 1

Customize | Eind |
Field Hame Messaqge
Ship To Location TSE Prompt table edit; value not found in promipt tatle.

SalesilUse Tax Destination TSE Prompt table edit; wvalue not found in prompt takile.

In this case, fixing the “Ship To Location” error from #1 above will also fix these errors. When you
Save the voucher, the two icons should disappear.

P214 Payroll to AP Process Manual Page 20 of 27
Revised: November 28, 2007



CORE Oklahoma

Step 5

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.

ORACLE’
[

e

[ Bummary Y Invoice Information | Payments Y Woucher Attributes ) Error Summary |

Business Unit: 35000

MIrMEAPOLIS, MM 55480-0067

Payment Information

Scheduled Payment: 1

*Remit to: |nnnnz1234a o Yo
Location: |n|:|n1 a,
*Address: I 1\,

FEDERAL RESERYE BAMIK OF
MIMNMEAPOLIS
FOBOKET

MINMEAPOLIS, MM 55430-0067

‘Bank: IOST QL

*Account: IOST Q
‘Method: ICHKQ Check

Iveice Number:
Invoice Date:

Total:

‘Pay Terms:

Voucher ID: HOOY 2680
Voucher Style  Regular Action:
Vendor: FEDERAL RESERYE BAMK OF
MIMNMEARCLIS
PO BOXGY

[Hoo72E80

|1 1202007
| j Run |

100.00

IIII Davys vI Schedule Payments'

Gross Amount: I 10000 UsD
Discount: I oo uso

Scheduled Due: |1 102012007 [3

Het Due: |1 12002007
Discount Due: I

Accounting Date:

Pay Group:

*Netting: IN a,

Message: |

Messaoe will appear on remittance advice.

P214 Payroll to AP Process Manual
Revised: November 28, 2007
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IMPORTANT!!!

After the Pay Group has been added you MUST verify the schedule
due date and ensure it is the date you will be sending the vouchers to

OSF for payment. Failure to do so will result in warrants not being
issued in time to mail them to the vendors.

After you save the voucher you may receive one or more warning messages as follows:

Warning -- Invoice date is greater than today's date. (7030,243)

(0] | Cancel |

Select the __2K__| putton.

YWarning -- Accounting Date should be greater than ar equal to Invoice Date. (F030,256)

Youcher transaction activity should not be recorded in advance ofthe actual transaction date.
You should change either the Accounting Date or the [nvoice Date {or both) to bring them into compliance.
. Press 'Cancel' ifyou want to make changes; otherwise, press 0K to accept the current date values

and continue processing.

(] | Cancel |

Select the __%K__| button.

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.

P214 Payroll to AP Process Manual
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Vouchers that are in a Recycle status through the Find An Existing Value screen.

I Navigation:

Existing Value

Selection Criteria:
Business Unit = (Agency)

Voucher ID Begin With=H (All Payroll Vouchers will begin with an H)

Entry Status = Recycle

Voucher
Enter any infarmation you hawve and click Search. Leave fields blank for a list of all values.

|/ Find an Existing Value Y Add a New Value

Business Unit: = 135000 Q
Voucher ID: | hening with j |H
Invoice Number: | begins with j |

Short Vendor Name: | begins with j |

Vendor ID: |begins with = || a
Name 1: |begins with = ||
Voucher Style: |: j | j
Emtry Status: |: j | Recycle j
[ Case Sensitive
PP gy R T N e T T

Accounts Payable > Vouchers > Add/Update > Regular Entry > Find an

We do not have an example available, however, if we did, the process would follow the same as above
in respect to correcting errors and saving to get a valid status; followed by updating the Pay Group.

e The voucher number for the payroll vouchers will begin with an H followed by 7 digits. The
number sequence will be statewide; each agency will NOT have its own humbering system.
o After the voucher has been built, please follow the normal Accounts Payable processes.

P214 Payroll to AP Process Manual
Revised: November 28, 2007
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Once the Payroll has been confirmed, the Payroll staff will be responsible for running two (2) processes
within the HRMS system.

e The first process (extract) retrieves the data that will be sent across to the Financials database.

Compensate Employees > Administer AP Interface > Process >

Navigation
I g I Extract Non-Tax Deductions.

This process is run by Pay Run ID that is specific to the agency.
The process name is: PYAP_XDEDN.

Home = Compensate Employees = Administer AP Interface = Process = Extract Non-Tax Deductions

{ FParameters
Run Control ID; APFROCESS Report Manager Frocess Monitor Run
% Deduct/Collect Comp./Bond Met Pay Run ID: IDQDMM'] 200 | Q) 090Jun 04

' Specified Date

| ¥ Pay All Vendors

e Once the extract process is complete, the Payroll staff will have the opportunity to view the data
to be sent and de-select any items that should not be processed at this time.
0 The Paycheck will be updated with the message “EXTRACTED”. You can view this
message by retrieving the paycheck and selecting the Deduction Tab.
0 Please note that if this process was not successful, you will need to review the payrun id
used.

o After the review is complete, there is a second process on the HRMS system that will be run.
This process uses the Application Messaging functionality to send the data over to the
Financials side and places the data into staging tables.

P214 Payroll to AP Process Manual Page 24 of 27
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Navigation:

I Compensate Employees > Administer AP Interface > Process >
Send Vouchers to AP

Home = Compensate Employees = Administer AP Interface = Process = Send Vouchers to AP

Jf’ Send Vouchers to AP ‘._

Run ControlID: AFFPROCESS Feport Manager Process Monitor Fun

&% Non-Tax Deduction Payments ” Tax Deduction Payments

Payment Date: IDEISDIEDM B4

e This process is run by the Payment Date (Pay Check Date). The process name is:
PYAP_VCHPOST.

NOTE
If this process was not successful, review the paycheck date used when the
process was run.
This date should be the paycheck date, NOT the end of the month date.
This date can be found on the paycheck or pay calendar.

e The paycheck data will be updated with the message “SENT TO AP”. You can view this
message by retrieving the paycheck and selecting the Deduction Tab.
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Home = Compensate Employvees = Maintain Payroll Data (U5 = Inguire = Paycheck Data

{ Paycheck Deductions
Company: 350 Pay Group:  ME1 Pay Period End: 073002006 Page: 1
EmpliD: - name: NG Line: "
Confirmed  Advice [~ offcycle? [ Reprim [ A(I]ustmem [™ Comrected  gep Chk #

B R N LT WU N S S ST WSS, TSI P, St T et g et

A a4 LEI'T'Dre il 08 o A .""“""'"""""‘\* ""“"'"\-—-

EESupplemental Life Before-Tax 949 3.490 Extracted
0585 Before-Tax General

> Gamistments

Net Pay Distribution

2L Rreturn to Searh | (45 Nexct inList | (15 Previous in List |

e If you find there is no data, review the previous processes to determine whether they ran
successfully.

e Garnishments do not show up on the main Deduction Tab. To check the status of the
garnishment, expand the Garnishments Tab by clicking on the arrow to the left.

e |If there are multiple garnishments and the first one has an error, none of the garnishments will
be extracted and sent to Accounts Payable.

NOTE!!

Since the process for sending the vouchers to Accounts Payable is
using the Application Messaging functionality, it could take 30-45
minutes for all of the invoices to appear on the Financials side.
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CORE Oklahoma

Step | Description Path
1 Ensure the payroll Reporting Tools>Query>Query
deductions are in AP Viewer>OCP_PAYROLL_VCHR_STG_VALIDATIO
2 Build vouchers Accounts Payable>Batch Processes>Vouchers>Voucher
Voucher Batch interface = | Build
Payroll interface
Select run
Select PSNUX server
Select OK
Hyperlink to “Process
Monitor”
After “Success” Hyperlink
back to “Go back to Voucher
Batch Request”
3 Review errors From above navigation select “Build Errors” Tab
4 Fix Errors If errors are present then select the voucher hyperlink, fix and
save. (For Pre-Edit Errors you will need to run the batch
process again.)
5 Prepare voucher to be sent Accounts Payable>Vouchers>Add>Update> Regular Entry>
to OSF for payment Find an Existing Value
Assign a pay group
Change any necessary
information.
Save Voucher
6 Print Voucher Jacket Accounts Payable>Reports>Vouchers>Print Vouchers

Print Batch Slip

Accounts Payable>Reports>Vouchers>Voucher Batch Slip

Send voucher with
necessary documentation to
Office of State Finance.
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