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Payment Source

	Delivery Status:
	Delivered – Model

	Additions allowed?
	No

	Menu Path:
	Accounts Payable >  Payments >  Pay Cycle Definition >  Payment Source

	Expected Number of Rows / Valid Values
	5 rows



	Record(s) to Retrieve for Validation
	· VCHR – Accounts Payable Vouchers

· EXAD – Advances Definition

· EXPN – Expenses Sheet Definition



	Key Values
	None – validate existence only


	Anticipated Exceptions
	None


	Manual Set Up Tasks
	None


	Comments
	TR and TRET not used by GeorgiaFirst Financials
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Pay Cycle Step Table

	Delivery Status:
	Delivered – Model

	Additions allowed?
	No

	Menu Path:
	Accounts Payable >  Payments >  Pay Cycle Definition >  Step Table

	Expected Number of Rows / Valid Values
	2 rows

	Record(s) to Retrieve for Validation
	All

	Key Values
	BOR Positive Pay – should have 2 defined steps, includes BOR Positive Pay step

Model – should have 30 defined steps … make sure that the Positive Pay step has been removed



	Anticipated Exceptions
	None



	Manual Set Up Tasks
	None

	Comments
	None
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Payment Selection Criteria

	Delivery Status:
	Delivered - Institution Specific

	Additions allowed?
	Yes

	Menu Path:
	Accounts Payable >  Payments >  Pay Cycle Processing >  Payment Selection Criteria

	Expected Number of Rows / Valid Values
	Varies by institution

	Record(s) to Retrieve for Validation
	· DAILY

· BANNER

Plus, any … 

· “EFT” Pay Cycles

· “ACH” Pay Cycles

RSTRT or QUICK pay cycles do not require validation since they are for internal use initiated by the system


	Key Values
	DAILY pay cycle:

Dates Tab:

Set Accounting Date = Payment

Pay From = 09/03/2008
Pay Through = 09/04/2008
Payment Date = 09/03/2008
Next Pay Through = 09/05/2008
Next Payment = 09/04/2008
Holiday Calendar = 08

Validate Pay Through Dates checkbox - optional
Validate Payment Dates checkbox - recommended

Preferences Tab:

· Automatic Increment Dates checkbox - recommended

· Include Lost Discount checkbox - recommended
· Approval = User - recommended
· Step Group = Model

· Credit Voucher = Process When DRs >=CRs - recommended
Bank/Method Tab:
Determine if Bank Replacement Rules are required:

· Do multiple bank account rows exist?
· Are there vouchers that have never been paid that have the original bank on them?
· Are there still outstanding checks on the old bank account (BOR_BR_AP_OSCK query)? 

BANNER pay cycle:

Dates Tab:

Set Accounting Date = Payment

Holiday Calendar = 08

Validate Pay Through Dates checkbox - optional

Validate Payment Dates checkbox - recommended

Preferences Tab:

· Use Vendor Pay Group checkbox - required (Banner only)
· Automatic Increment Dates checkbox - recommended

· Include Lost Discount checkbox - N/A for BANNER

· Approval = User - recommended

· Step Group = Model

· Credit Voucher = Process When DRs >=CRs - recommended

Bank/Method Tab:
Determine if Bank Replacement Rules are required:

· Do multiple bank account rows exist?
· Are there vouchers that have never been paid that have the original bank on them?
· Are there still outstanding checks on the old bank account (BOR_BR_AP_OSCK query)? 

Pay Group/Netting Tab: 

· ‘BN’ Pay Group code must be populated and Process checkbox enabled

EFT pay cycles:
Dates Tab:

Set Accounting Date = Payment

Holiday Calendar = 08

Validate Pay Through Dates checkbox - optional

Validate Payment Dates checkbox - recommended

Preferences Tab:

· Process EFT Pre-Notes checkbox - required

· Automatic Increment Dates checkbox - recommended

· Include Lost Discount checkbox - recommended

· Approval = User - strongly recommended

· Step Group = Model

· Credit Voucher = Process When DRs >=CRs - recommended

Bank / Method Tab:

· Payment Method = Electronic Funds Transfer
· Process Checkbox enabled for Bank and Payment Method

ACH pay cycles:

Dates Tab:

Set Accounting Date = Payment

Holiday Calendar = 08

Validate Pay Through Dates checkbox - optional

Validate Payment Dates checkbox - recommended

Preferences Tab:

· Process EFT Pre-Notes checkbox - required

· Automatic Increment Dates checkbox - recommended

· Include Lost Discount checkbox - recommended

· Approval = User - strongly recommended

· Step Group = Model

· Credit Voucher = Process When DRs >=CRs - recommended

Bank / Method Tab:

· Payment Method = Automated Clearing House

· Process Checkbox enabled for Bank and Payment Method

· Delete payment method row for Electronic Funds Transfer for ACH pay cycle



	Anticipated Exceptions
	None

	Manual Set Up Tasks
	For expense payments, create two new pay cycle definitions – one for EFT payments (EXEFT) and one for Check payments (EXCHK).  See UPK Training Guide for instuctions on adding the EX pay cycles.



	Comments
	Pay cycles may only have one payment method per pay cycle definition.
If a paycycle is “converted” in approved status (not complete) the institution must add a new pay cycle to replace the “in process” pay cycle.

Use the following list to identify the disbursement bank account
:



	Institution
	Bank Code
	Bank Account Key
	Bank Account Number

	F210
	SECBK
	SECB
	65003220

	F240
	FCBNK
	OPER
	0002128080

	F270
	MOPER
	MOPR
	2000126933224

	F280
	MBOPR
	OPER
	2079900513710

	F280
	MBOPR
	OPR4
	2000126744138

	F300
	MBOPR
	OPER
	2459345

	F330
	MBOPR
	OPER
	310002202

	F360
	MBOPR
	OPER
	310002202

	F390
	MBOPR
	OPER
	5145667498

	F400
	MBOPR
	OPER
	2000028328377

	F420
	MBOP3
	OPER
	2000032278316

	F430
	MB2OP
	OPR2
	2000027644939

	F450
	BBT
	OPER
	0005148600661

	F480
	WACH
	WACH
	2000016951523

	F500
	MBOPR
	OPER
	000603759446

	F510
	MBOPR
	OPER
	000603759446

	F540
	MBOPR
	OPER
	01-55-549

	F570
	MBOPR
	OPER
	52084

	F610
	BBTOP
	BBTO
	5148108007

	F620
	MBOPR
	OPER
	147002424

	F630
	CBOPR
	CBOP
	178083

	F690
	OPR
	OPR
	2000183052258

	F700
	MBOPR
	OPER
	029785

	F710
	WACH1
	WACH
	2000126544370

	F720
	MBOPR
	OPER
	0140068101

	F730
	MBOPR
	OPER
	2060204414

	F750
	OPER2
	OPR2
	0005148337111

	F760
	MBOPR
	OPER
	1016

	F810
	MBOPR
	OPER
	5140358217

	F840
	MBOPR
	OPER
	0002006

	F870
	MBOPR
	OPER
	1000020132303

	F890
	MBOPR
	OPER
	9800279979

	F930
	MBOPR
	OPER
	2000035482659

	F980
	MBOPR
	OPER
	2000126745894


Dates Tab
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Preferences Tab 

	Key Values
	· Use Vendor Pay Group – must be selected for Banner pay cycles

· Process EFT Pre-Notes - must be selected for EFT/ACH pay cycles

· Automatic Increment Dates - optional
· Include Lost Discount - should be selected for vendor payments (typically Daily pay cycle) 

· Preferred Language:  English

· Approval – select “User” (strongly recommended for EFT and ACH pay cycles) 

· Netting Option – N/A

· Step Group - Model

· Credit Vouchers - Process when DRs >= CRs recommended 

· Date Limit – No Date Limit
· User ID - N/A

· Bank Replacement Rules – needed by institutions that still have outstanding checks or unpaid vouchers on the old disbursement bank account


	Manual Set Up Tasks
	Define Bank Replacement Rules, if necessary



	Comments
	None
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Source/BU Tab 

	Key Values
	· Source Transaction
· Business Unit



	Comments
	Source Transactions should be VCHR for all pay cycles except for Expenses
For Expense pay cycles source transactions should be:

· EXAD, and

· EXPN

Remember to enable the Process checkboxes.


[image: image10.png]Dates | Preferences | Source /BU {_BankiWethod | EayGroup Netting | Draft Options

PayCycle: DALY AP Daily Checkrun
PayFrom Date: 101712007 Pay Through Dat

[ 38000 QU Georgia Southem University





Bank/Method Tab 

	Key Values
	· Set ID
· Disbursement Bank

· Account

· Payment Method – Check, Electronic Funds Transfer or Automated Clearing House


	Comments
	Validate SetID >  Bank >  Account and Payment Method.  Important – ACH pay cycles MUST be modified to delete the EFT payment method.  
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Pay Group/Netting Tab 

	Key Values
	· Set ID

· Pay Group Code



	Comments
	Banner pay cycles should have Pay Group Code = BN
NOTE:  The Pay Group Code field will be grayed out unless the Vendor Pay Group checkbox is enabled on the Preferences tab.

Remember to enable the Process checkboxes.
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Match

	Delivery Status:
	Delivered – Model

	Additions allowed?
	No

	Menu Path:
	Accounts Payable >  Review Accounts Payable Info >  Vouchers >  Match Workbench

	Expected Number of Rows / Valid Values
	NA 

	Record(s) to Retrieve for Validation
	Vouchers with a status of ‘Matched’

To retrieve these vouchers, select the Business Unit and  “Matched” as the match status and press the Search button.

Make sure that the system successfully executes the search, refreshes the page, and displays any search results.



	Key Values
	· Business Unit = [Institution Specific]

· Match Status = Matched
· Vendor SETID = [Institution Specific]



	Manual Set Up Tasks
	None

	Comments
	None
If no records found using Match Status = Matched, try another Match Status … just to make sure the workbench is working.

If no records returned using any Match Status, investigate further to see if the institution used matching and proceed to resolve any discrepancies.
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External Accounts

	Delivery Status:
	Delivered - Institution Specific

	Additions allowed?
	Yes

	Menu Path:
	Banking >  Bank Accounts >  External Accounts

	Expected Number of Rows / Valid Values
	Varies by institutions

	Record(s) to Retrieve for Validation
	All 

	Key Values & Manual Set Up Tasks
	NOTE:  Due to the volume and complexity of the validation and update tasks for banks, we recommend that you select a tab and make changes to all active bank accounts before going to the next tab.
For All Bank Accounts …

External Accounts Tab:

· Status = Active 
· Account Products: 
· AP & EX - EX checkbox enabled using an update script executed during cutover
· For USO and Skidaway only  - Enable the AR & BI Checkboxes also (OK if selected for other institutions but required for USO and Skidaway). 

· For 24000 only, First Chatham Bank, uncheck the AR checkbox under Account Products … save the page.  Then, check the AR checkbox under Account Products, populate the Account field and resave the page.  (Unless this change is made before updating the Chartfield Inheritance Options, the record will not save.)

· Index = [Model or [Institution Specific Setid]

· Cash Account = [Institution / Bank Account Specific or 118100] ... cannot be 000000
Signatories Tab:

· N/A

Contacts Tab:

· N/A

Reconciliation Tab:

· Reconciliation Method = Automatic

· Enforce Bank Statement Edits and Enforce UnReconciliation Edits checkboxes should be enabled

· Reconciliation Rules populated (should have 3 rows)

· For the Rule where Source Type = Recon Process:

· Select the Options hyperlink and verify that 4 rows are defined

· Select the Tolerances hyperlink and verify that the Day Tolerances = 180 Days

Account Information Tab:

· Holiday List ID = 08

· Confirm FractRtg#

· Georgia Southern

· Atlanta Metro - remove since bank wants Fract Rtg# populated under bank name (populate in Bank Branch Address instead) 
Collection Methods Tab:

· N/A

Payment Methods Tab:

Payment Method – System Check:

· Payment Options:

· Positive Payment enabled
· File Copy - institution specific

· Holiday Options – N/A

· Payment Form:

· Last Ref Number – Institution specific

· Form ID – CHECK1

· Positive Payment Form – POS1

· File Copy Form – COPY1

· Document Sequencing – N/A

· Prenote – N/A

· Draft Status – N/A

Payment Method – Electronic Funds Transfer
· Holiday Options – N/A

· Payment Form:

· Last Ref Number – Institution specific

· Form ID – EFT2

· Document Sequencing – N/A

· Prenote – Prenotification Required should be selected, Status = New and Date populated.  If status and date are blank, unselect the Prenotification required checkbox and reselect it.  Once the Status and Date are populated, click OK and Save the changes.
· Draft Status – N/A

· Layout – PPD

Payment Method – ACH

· Holiday Options – N/A

· Payment Form:

· Last Ref Number – Institution specific

· Form ID – EFT2

· Document Sequencing – N/A

· Prenote – Prenotification Required should be selected, Status = New and Date populated.  If status and date are blank, unselect the Prenotification required checkbox and reselect it.  Once the Status and Date are populated, click OK and Save the changes.
· Draft Status – N/A

· Layout – CCD+

Payment Method – Manual Check
· Payment Options:

· Positive Payment

· Holiday Options – N/A

· Payment Form:

· Last Ref Number – 0000000000
· Positive Payment Form – POS1

· Document Sequencing – N/A

· Prenote – N/A

· Draft Status – N/A

Account Settlement Tab:
· N/A


	Anticipated Exceptions
	Chartfield Inheritance updates for 24000, First Chatham Bank, due to AR account issue (see Key Values section for more details).

	Additional Manual Set Up Tasks
	External Accounts Tab:
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to display Chartfield Inheritance subpage).  See separate Configuration Guide for further instructions – there is a specific process and sequence to updating Chartfield Inheritance – this process is much more involved than just validating or updating settings!

Cash – AR Bank Accounts: 

· Account – Always Inherit

· Department – Do Not Inherit

· Program – Always Inherit

· Class – Always Inherit

· Project– Always Inherit

· Budget Reference – Always Inherit

Deposit – AR Bank Accounts: 

· Account – Use Bus Unit Default

· Department – Do Not Inherit

· Program – Use Bus Unit Default

· Class – Use Bus Unit Default 

· Project– Use Bus Unit Default

· Budget Reference – Use Bus Unit Default

Cash – AP Bank Accounts: 

· Account – Always Inherit

· Department – Always Inherit

· Program – Always Inherit

· Class – Always Inherit

· Project– Always Inherit

· Budget Reference – Always Inherit

Draft – AP Bank Accounts: 

· Account – Always Inherit

· Department – Always Inherit

· Program – Always Inherit

· Class – Always Inherit

· Project– Always Inherit

· Budget Reference – Always Inherit



	Comments
	None
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External Accounts Tab
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Chartfield [Inheritance] Options SubPage
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Signatories Tab
[image: image18.png]Signatories »

SeiD: 39000 Bank: MBOPR  Branch Banking & Trust (BB&T) External Bank ID: 061113415

[Account information

Bank Account:  OPER Main Bank Operafing Account





Contacts Tab
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Reconciliation Tab
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Account Information Tab
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Collection Methods Tab
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Payment Methods Tab
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Account Settlement Tab
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Payment Forms

	Delivery Status:
	Delivered – Model

	Additions allowed?
	No

	Menu Path:
	Banking >  Banks and Branches >  Payment Forms

	Expected Number of Rows / Valid Values
	11 rows

	Record(s) to Retrieve for Validation
	CHECK1

COPY1

EFT2

POS1



	Key Values
	None – validate existence only.


	Anticipated Exceptions
	None



	Manual Set Up Tasks
	(Optional) To update the sort order for checks (CHECK1), go to the Sort Fields tab and select View All.  Then, make any desired changes to the sort fields and / or order.

	Comments
	DO NOT modify the values on Form Information tab.
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Form Information Tab
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Sort Fields Tab
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Bank Branch Information (Disbursement Bank Address)
	Delivery Status:
	Institution Specific

	Additions allowed?
	Yes

	Menu Path:
	Banking >  Banks and Branches >  Bank Branch Information

	Expected Number of Rows / Valid Values
	

	Record(s) to Retrieve for Validation
	All Active Bank Branches


	Key Values
	Address Information hyperlink:
Address 1 = [Institution / Bank Branch Specific]

City = [Institution / Bank Branch Specific]

County = [Institution / Bank Branch Specific]

Postal = [Institution / Bank Branch Specific]

State = [Institution / Bank Branch Specific]



	Anticipated Exceptions
	Special considerations:
· Fort Valley, Georgia Southwestern, Kennesaw and Southern Poly - Needs to abbreviate and/or shorten Bank Branch Address information due to overlapping/overflowing check issues.

· Atlanta Metro (61000) - add the fraction routing number to Bank Branch Address.



	Manual Set Up Tasks
	Correct any erroneous bank information; populate missing information in any field listed in Key Values above.

	Comments
	The Address Information populated here is the Disbursement Bank address that will be printed on AP checks.
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Bank ID Qualifiers

	Delivery Status:
	Delivered – Model

	Additions allowed?
	No

	Menu Path:
	Banking >  Banks and Branches >  Bank ID Qualifiers

	Expected Number of Rows / Valid Values
	16


	Record(s) to Retrieve for Validation
	NA



	Key Values
	001 – validate existence only



	Anticipated Exceptions
	None



	Manual Set Up Tasks
	None


	Comments
	None
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Bank Information
	Delivery Status:
	Delivered – Institution Specific 

	Additions allowed?
	Yes

	Menu Path:
	Banking >  Banks and Branches >  Bank Information

	Expected Number of Rows / Valid Values
	Varies by institution

	Record(s) to Retrieve for Validation
	All Active Accounts

	Key Values
	For Banner & Current Disbursement Account:

Status = Active

For all other Accounts:

Status = Inactive

	Anticipated Exceptions
	“Old” disbursement accounts that still have outstanding and unreconciled payments – they cannot be inactivated until all check have been reconciled

	Manual Set Up Tasks
	Status = Inactive, where appropriate

	Comments
	Do not inactivate Old Disb bank if checks are still outstanding.

Address Information taken from Bank Branch during check creation; it’s okay for the Address to be blank on the Bank Information record.

Use an existing query (BOR_BR_AP_OSCK) or create a new query similar to the following SQL statement to determine whether there are unreconciled checks associated with a bank account:

select * from ps_payment_tbl where recon_status <> 'REC' and pymnt_amt <> 0 and pymnt_method = 'CHK'
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BOR EFT Formatting

	Delivery Status:
	Delivered – Institution Specific

	Additions allowed?
	Yes

	Menu Path:
	BOR Menus >  BOR Utilities >  BOR EFT Formatting

	Expected Number of Rows / Valid Values
	Varies by institution, no more than 2 rows

	Record(s) to Retrieve for Validation
	· EFT 

· ACH 

	Key Values
	None – validate existence only (should not be blank)


	Anticipated Exceptions
	· Georgia Gwinnett (40000) - there appears to be a discrepancy related to a ACH account – OIIT to discuss with institution

· Atlanta Metro (61000) - Bank requested Origin name to be in all caps
· Augusta (27000) - confirm that Pad Batch and Include Offset options are correct 



	Manual Set Up Tasks
	None

	Comments
	Refer to Business Process AP.010.040 – EFT Formatting Page for additional information.
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Installation Options > BOR Check Printing Options and Transmittal Codes
	Delivery Status:
	Delivered - Institution Specific

	Additions allowed?
	Yes

	Menu Path:
	BOR Menus >  BOR Utilities >  Installation Options (Check Print Opts Tab and Transmittal Codes Tab)

	Expected Number of Rows / Valid Values
	1

	Record(s) to Retrieve for Validation
	NA

	Key Values
	Check Print Options Tab:

· Printer Selection - confirm printer (Columbus and Georgia Southern should no longer have Third Party selected)
· Check/Advice Stock - pressure seal for most institutions

· Print Signature on Check should be enabled

· MICR/Signature offsets - confirm and update as required (Georgia College, Georgia Gwinnett)

Fonts Subpage:

· Signature and MICR fields are institution specific and will be blank for most institutions.  Confirm and update as required (Dalton, Georgia Southwestern)
Transmittal Codes Tab:

Should be populated for institutions that use Positive Payment – validate existence and population only.

	Anticipated Exceptions
	

	Manual Set Up Tasks
	None


	Comments
	Refer to Business Process AP.010.020 – Check Print Options for additional information.
Also refer to Business Process AP.010.050 – Establishing Positive Pay Format & Transmittal Codes for more information.


Check Print Opts Tab:
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Fonts Subpage:
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Transmittal Codes Tab:
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Document Association Rules

	Delivery Status:
	Delivered – Model

	Additions allowed?
	No

	Menu Path:
	Set Up Financials >  Product Related >  Procurement Options Vouchers >  Document Association Rules

	Expected Number of Rows / Valid Values
	2 rows



	Record(s) to Retrieve for Validation
	STANDARD

	Key Values
	For “Equal” Merch Amt Rule Only:

· Amount Only checkbox enabled

· User Criteria not populated (select hyperlink to validate)
For all other Rules:

· Amount Only checkbox is not enabled

· User Criteria is populated (select hyperlink to validate)

· Should have at least one row defined as user criteria (see panel shots on subsequent pages to validate correctness of user criteria)



	Anticipated Exceptions
	None



	Manual Set Up Tasks
	None

	Comments
	None
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ACH File Layout
	Delivery Status:
	Delivered – Model

	Additions allowed?
	No

	Menu Path:
	Set Up Financials/Supply Chain >  Common Definitions >  EFT > ACH Layout

	Expected Number of Rows / Valid Values
	4


	Record(s) to Retrieve for Validation
	NA



	Key Values
	ACH Layout = CCD+ - validate existence only



	Anticipated Exceptions
	None



	Manual Set Up Tasks
	None

	Comments
	None
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EFT File Layout
	Delivery Status:
	Delivered – Model

	Additions allowed?
	No

	Menu Path:
	Setup Financials/Supply Chain >  Common Definitions >  EFT > EFT File Layout

	Expected Number of Rows / Valid Values
	41


	Record(s) to Retrieve for Validation
	NA



	Key Values
	Select View All to display all rows
EFT Layout Code = PPD - validate existence only

EFT Layout Code = CCD+ - validate NON-existence only



	Anticipated Exceptions
	None



	Manual Set Up Tasks
	None

	Comments
	None
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EFT Payment Format Codes
	Delivery Status:
	Delivered – Model

	Additions allowed?
	No

	Menu Path:
	Set Up Financials/Supply Chain >  Common Definitions >  EFT >  EFT Payment Format Codes

	Expected Number of Rows / Valid Values
	4


	Record(s) to Retrieve for Validation
	NA


	Key Values
	Format = Trade Exch – validate existence only


	Anticipated Exceptions
	None


	Manual Set Up Tasks
	None


	Comments
	None
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Payment Handling Codes
	Delivery Status:
	Delivered - Institution Specific + Model

	Additions allowed?
	Yes

	Menu Path:
	Setup Financials/Supply Chain >  Product Related >  Procurement Options >  Payments >  Payment Handling Codes

	Expected Number of Rows / Valid Values
	Varies by Institution – should have at least the “model” 4 rows



	Record(s) to Retrieve for Validation
	NA – validate existence only



	Key Values
	Payment Handling:

HD – Hold 

IN – Internal Distribution

MA – Mail W/Attachment

MN – Mail/No Attachment



	Anticipated Exceptions
	71000 – may only have 2 rows – update during cutover.



	Manual Set Up Tasks
	For any institution that does not have the 4 key values, add them to the record.


	Comments
	None
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Payment Terms – Single Payment 
	Delivery Status:
	Delivered – Institution Specific + Model

	Additions allowed?
	Yes

	Menu Path:
	Setup Financials/Supply Chain >  Product Related >  Procurement Options >  Payments >  Payment Terms-Single Payment

	Expected Number of Rows / Valid Values
	Varies by institution – should have at least 5 “model” values 

	Record(s) to Retrieve for Validation
	Payment Terms:

· 00 – Due Immediately

· 1D – 1% Discount 10 Days, Net 30

· 2D – 2% Discount 10 Days, Net 30
· 30 – Net 30
· PPAY – PrePayment 

	Key Values
	None – validate existence only

	Anticipated Exceptions
	None

	Manual Set Up Tasks
	For any institution that does not have the 5 key values, add them to the record.



	Comments
	None
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Payment Terms Timing Codes
	Delivery Status:
	Institution Specific

	Additions allowed?
	Yes

	Menu Path:
	Setup Financials/Supply Chain >  Product Related >  Procurement Options >  Payments – Payment Terms Timing Codes

	Expected Number of Rows / Valid Values
	Varies by institution - should have at least 5 “model” values

	Record(s) to Retrieve for Validation
	Payment Terms Timing Codes:

· 00 – Due Immediately

· 10 - 10 days

· 15 – 15 days

· 20 - 20 days

· 30 – 30 days 

	Key Values
	None - validate existence only

	Anticipated Exceptions
	None

	Manual Set Up Tasks
	For any institution that does not have the 5 key values, add them to the record.

	Comments
	None
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Vendor Pay Group Codes
	Delivery Status:
	Delivered – Institution Specific

	Additions allowed?
	Yes

	Menu Path:
	Setup Financials/Supply Chain >  Product Related >  Procurement Options >  Vendors >  Vendor Pay Group Codes

	Expected Number of Rows / Valid Values
	1 row


	Record(s) to Retrieve for Validation
	BN (Banner)



	Key Values
	None – validate existence only


	Anticipated Exceptions
	None


	Manual Set Up Tasks
	Populate Short Description, if blank:
Short Description: BANNER

Save changes



	Comments
	None


[image: image62.png]Vendor Pay Group

SetiD: 39000

Pay Group: BN

Short Descriptior

Description: Banner Pay Group





Accounting Entry Templates

	Delivery Status:
	Delivered – Model

	Additions allowed?
	No

	Menu Path:
	Setup Financials/Supply Chain  > Common Definitions  > Accounting Entry Templates  >  Templates

	Expected Number of Rows / Valid Values
	1

	Record(s) to Retrieve for Validation
	STANDARD

	Key Values
	Effective Date = 1/1/1901

Effective Status = Active

Chart Fields:
· Accounts Payable Accrual = 211000

· Cash Distribution = 139100

· Expenses Accrual = 211500

· Employee (Cash) Advances = 132300

· Prepaid Airfare/Expense/Hotel = 132160 (Employee)
· “Dummy” Accounts = 799990


Escheatment Liability chart field string:

Account = 241500

Fund = 60000

Dept = E100000

Program = 00000

Class = 00000

	Anticipated Exceptions
	None

	Manual Set Up Tasks
	None

	Comments
	Note:  Freight Expense field should not be used since Freight Accounts are institution specific and AP Fit/Gap participants voted to Pro-rate freight charges.
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Match Rule Control

	Delivery Status:
	Delivered – Model

	Additions allowed?
	No

	Menu Path:
	Setup Financials/Supply Chain >  Product Related >  Procurement Options >  Vouchers >  Match Rule Control

	Expected Number of Rows / Valid Values
	1 record with 28 rows



	Record(s) to Retrieve for Validation
	STANDARD – validate existence only



	Key Values
	Effective Date = 01/01/1900

Currency Code = USD



	Anticipated Exceptions
	None

	Manual Set Up Tasks
	None

	Comments
	None
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Match Rules

	Delivery Status:
	Delivered – Model

	Additions allowed?
	No

	Menu Path:
	Setup Financials/Supply Chain >  Product Related >  Procurement Options >  Vouchers >  Match Rules

	Expected Number of Rows / Valid Values
	90 rows



	Record(s) to Retrieve for Validation
	1, selected at random by user



	Key Values
	None – validate existence only



	Anticipated Exceptions
	None


	Manual Set Up Tasks
	None


	Comments
	None
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Voucher Origin
	Delivery Status:
	Delivered – Model

	Additions allowed?
	No

	Menu Path:
	Setup Financials/Supply Chain >  Product Related >  Procurement Options >  Vouchers >  Voucher Origin

	Expected Number of Rows / Valid Values
	4 rows



	Record(s) to Retrieve for Validation
	BNR – Banner 

CNV – Pos Converted From Legacy

ONL – Online Entry (new for Voucher Upload)
XML – XML Voucher Upload



	Key Values
	None – validate existence only



	Anticipated Exceptions
	None



	Manual Set Up Tasks
	None


	Comments
	None
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Accounting and Pay Options Tab 
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Vouchering Options 1 Tab
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Vouchering Options 2 Tab
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Tax Options Tab
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Define Business Unit for AP
	Delivery Status:
	Delivered – Model

	Additions allowed?
	No

	Menu Path:
	Setup Financials/Supply Chain >  Business Unit Related >  Payables >  Payables Definition 

	Key Values
	Definition Tab:

· Miscellaneous > Location = MAIN (used by pay cycles for printing institution’s address on checks) 

Tax Options tab:

· Hide Sales Use Tax and Hide Value Added Tax options should be selected (populated by update script executed during cutover)
Voucher Build tab:

· Recurring Voucher Release Date Option:  No Date

· ERS Option:  No ERS

· RTV Debit Memo – not used by GeorgiaFirst Financials (populated by update script executed during cutover)
Matching tab:

· Document Association:  STANDARD

· Match Delay Days:  0

· Matching for Voucher Approval should be selected

· Copy Gross Amount to Voucher should be selected
Payments Tab:

· Payment Calendar > Specify Calendar = 08 (will need to be updated each new calendar year)

· Use Business Day should be selected

· Go Next or Prior Business Day = Prior

Numbering Tab:

· Voucher Numbering should be selected

· Control Group Numbering should be selected

· Last Voucher Number: 03000000

· Group ID Last Assigned: 0000300000

Last Voucher Number and Group ID Last Assigned are updated during the cutover process, to provide a benchmark for identifying pre-upgrade and post-upgrade transactions.
Summary Invoice tab:

· Amounts should be set to 0.00 since this functionality will not be used by GeorgiaFirst Financials.


	Anticipated Exceptions
	None

	Manual Set Up Tasks
	None

	Comments
	None


Definition Tab
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Tax Options
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Voucher Build
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Matching Tab
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Payments Tab
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Numbering Tab
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Summary Invoice Tab
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AP Business Unit Options
	Delivery Status:
	Delivered – Institution Specific + Model

	Additions allowed?
	Yes

	Menu Path:
	Setup Financials/Supply Chain >  Business Unit Related >  Payables >  Payables Options

	Expected Number of Rows / Valid Values
	1 row

	Record(s) to Retrieve for Validation
	Setid = [Institution Specific]

	Key Values
	Payables Options tab:
· Accounting Date Indicator - Use Current Date
Vouchering Options 1 tab:

· Approval Rules - Pre-Approved

Vouchering Options 2 tab:

· Duplicate Invoice Checking - institution specific
· ChartField Editing - Recycle
· Edit Combinations checkbox should be selected
· Voucher Balancing - Recycle
Payment Options:

· Holiday Options:

· Holiday Options - Due before Holiday

· Days - 1

· Payment Terms:  30
· Method:  System Check

· Payment Bank Options - Institution specific

Tax Options tab:

· N/A



	Anticipated Exceptions
	None

	Manual Set Up Tasks
	Vouchering Options 1 Tab:

Create a Single Payment Vendor record, if desired; then populate the Single Payment Vendor ID which will allow the Single Payment Vendor to be defaulted in when selecting the Single Payment Voucher Style.


	Comments
	None


Payables Options Tab
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Vouchering Options 1 Tab
[image: image84.png]Vouchering Options 1

SetlD: 38000 Model Business Rules

joucher Options

Effective Date:  01/01/1801  Status:  Active
[Approval Rules

©Pre-Approved  Business Process:

Ospecity Rule Set:

Route Denials To:

‘currency:  |USD|Q Dollar Single Payment Vendor ID: Q
CRRNTQ.  current

“Rate Type:





Vouchering Options 2 Tab
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Payment Options Tab 
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Holiday Payment Options Subpage
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Tax Options Tab 
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User Preferences

Pay Cycle Defaults
	Delivery Status:
	Delivered – Institution / User Specific

	Additions allowed?
	Yes

	Menu Path:
	Setup Financials/Supply Chain >  Common Definitions >  User Preferences >  Define User Preferences >  Pay Cycle

	Expected Number of Rows / Valid Values
	Varies by institution



	Record(s) to Retrieve for Validation
	Pay Cycle Users only



	Key Values
	Server Name 

	Anticipated Exceptions
	None



	Manual Set Up Tasks
	Server Name = PSUNX



	Comments
	See Business Process AP.010.010 – Adding and Updating AP User Preferences for additional information.
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Process Group Defaults 

	Delivery Status:
	User specific

	Additions allowed?
	Yes

	Menu Path:
	Setup Financials/Supply Chain >  Common Definitions >  User Preferences >  Define User Preferences >  Process Group

	Expected Number of Rows / Valid Values
	Varies by institution



	Record(s) to Retrieve for Validation
	All AP Users



	Key Values
	Allow Processing checkbox enabled

Source Transaction = VCHR_STM

· Process Group(s):  PST_VCHR

Source Transaction = VOUCHER

· Process Group(s):  

· BUDGET_CHK

· DOC_TOL

· MATCHING

· MTCH_DT_BC

· PST_VCHR



	Anticipated Exceptions
	None



	Manual Set Up Tasks
	None


	Comments
	For additional information on user preferences, refer to business process AP.010.010 – Adding and Updating AP User Preferences.
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Payables Online Vouchering Defaults
	Delivery Status:
	Delivered – Institution / User Specific

	Additions allowed?
	Yes

	Menu Path:
	Setup Financials/Supply Chain >  Common Definitions >  User Preferences >  Define User Preferences >  Procurement >  Payables Online Vouchering

	Expected Number of Rows / Valid Values
	Varies by institution



	Record(s) to Retrieve for Validation
	All AP Users



	Key Values
	Payables Online Vouchering hyperlink:

· ORIGIN = ONL

· Post Vouchers checkbox enabled

· Manually Schedule Payments checkbox enabled

· Authority to Override Match checkbox enabled

· Record Payment checkbox enabled



	Anticipated Exceptions
	None



	Manual Set Up Tasks
	Update settings as required


	Comments
	See Business Process AP.010.010 – Adding and Updating AP User Preferences for more information.
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Security for Voucher Styles Defaults 

	Delivery Status:
	Delivered – Institution / User Specific

	Additions allowed?
	Yes

	Menu Path:
	Setup Financials/Supply Chain >  Common Definitions >  User Preferences >  Define User Preferences >  Procurement >  Payables Online Vouchering

	Expected Number of Rows / Valid Values
	Varies by institution



	Record(s) to Retrieve for Validation
	All AP Users



	Key Values
	Voucher Styles hyperlink:

Enable checkboxes for:

· Allow Regular Voucher

· Allow Adjustment Voucher

· Allow Template Voucher

· Allow Single Payment Voucher



	Anticipated Exceptions
	None



	Manual Set Up Tasks
	Update settings as required



	Comments
	See Business Process AP.010.010 – Adding and Updating AP User Preferences for more information.
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Document Tolerance Authorization Defaults 

	Delivery Status:
	Delivered – Institution / User Specific

	Additions allowed?
	Yes

	Menu Path:
	Setup Financials/Supply Chain >  Common Definitions >  User Preferences >  Define User Preferences >  Procurement >  Payables Online Vouchering (Doc Tolerance Authorizations)

	Expected Number of Rows / Valid Values
	Varies by Institution



	Record(s) to Retrieve for Validation
	All AP Users



	Key Values
	Override Voucher to Purchase Order Exceptions checkbox enabled

Override Purchase Order to Requisition Exceptions not enabled



	Anticipated Exceptions
	Some AP Users may have the authority to override PO to Requisition and Voucher to PO Exceptions.



	Manual Set Up Tasks
	Update settings, as needed


	Comments
	Refer to Business Process AP.010.010 – Adding and Updating AP User Preferences for more information.
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Withholding 
Rules

	Delivery Status:
	Delivered – Institution Specific + Model

	Additions allowed?
	Yes

	Menu Path:
	Setup Financials/Supply Chain >  Product Related >  Procurement Options >  Withholding >  Rules

	Expected Number of Rows / Valid Values
	4 rows



	Record(s) to Retrieve for Validation
	RULE1 



	Key Values
	None – validate existence only



	Anticipated Exceptions
	None



	Manual Set Up Tasks
	None


	Comments
	None
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1099 Piggy Back States

	Delivery Status:
	Delivered – Model

	Additions allowed?
	No

	Menu Path:
	Setup Financials/Supply Chain >  Product Related >  Procurement Options >  Withholding >  1099 Piggy Back States

	Expected Number of Rows / Valid Values
	1



	Record(s) to Retrieve for Validation
	STATE = GA



	Key Values
	None – validate existence only



	Anticipated Exceptions
	None



	Manual Set Up Tasks
	None


	Comments
	None
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Jurisdictions

	Delivery Status:
	Delivered – Model

	Additions allowed?
	No

	Menu Path:
	Setup Financials/Supply Chain >  Product Related >  Procurement Options >  Withholding >  Jurisdictions

	Expected Number of Rows / Valid Values
	4 rows

	Record(s) to Retrieve for Validation
	1099

	Key Values
	None – validate existence only


	Anticipated Exceptions
	None


	Manual Set Up Tasks
	None


	Comments
	None
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Report Control Information

Payor Data
	Delivery Status:
	Delivered – Institution Specific 

	Additions allowed?
	Yes

	Menu Path:
	Setup Financials/Supply Chain >  Product Related >  Procurement Options >  Withholding >  Report Control Information > Payor Data

	Expected Number of Rows
	Varies by institution

	Record(s) to Retrieve for Validation
	All

	Key Values
	Payor Data Tab:

· Vendor Software checkbox not enabled

· Combined Federal / State Filing checkbox not enabled



	Anticipated Exceptions
	None

	Manual Set Up Tasks
	Correct settings, as needed


	Comments
	Update script executed during cutover process to remove checkbox from Vendor Software and Combined Federal / State Filing fields.
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Vendors and Business Units 
	Delivery Status:
	Delivered – Institution Specific

	Additions allowed?
	Yes

	Menu Path:
	Setup Financials/Supply Chain >  Product Related >  Procurement Options >  Withholding >  Report Control Information > Vendors and Business Units 

	Expected Number of Rows / Valid Values
	Varies by institution

	Record(s) to Retrieve for Validation
	All

	Key Values
	Vendors and Business Units Tab:

All Vendors checkbox enabled

Business unit populated with institution’s business unit id



	Comments
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Piggyback States/Numbers 

	Delivery Status:
	Delivered – Institution Specific

	Additions allowed?
	Yes

	Menu Path:
	Setup Financials/Supply Chain >  Product Related >  Procurement Options >  Withholding >  Report Control Information > Piggyback States/Numbers 

	Expected Number of Rows / Valid Values
	Varies by institution

	Record(s) to Retrieve for Validation
	All

	Key Values
	Piggyback States / Numbers Tab:

Payer State Tax ID >  [Not Blank]
Process Checkbox not enabled 

	Anticipated Exceptions
	None

	Manual Set Up Tasks
	Correct settings, as required

	Comments
	GeorgiaFirst model is not using Piggyback States functionality
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Report Definition

	Delivery Status:
	Delivered – Model

	Additions allowed?
	No

	Menu Path:
	Setup Financials/Supply Chain >  Product Related >  Procurement Options >  Withholding >  Report Definition

	Expected Number of Rows / Valid Values
	3 rows

	Record(s) to Retrieve for Validaton
	US_REPORT - 1099 Reporting

	Key Values
	Select View All to display all rows

Report Definition 1 tab:

· Should have 11 report lines (one for each Withholding Class), all with the’ Include’ checkbox enabled
Report Definition 2 tab:
· Process Name = APY1099

	Anticipated Exceptions
	None

	Manual Set Up Tasks
	Correct settings, as required

	Comments
	None
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Report Definition 1 Tab
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Report Definition 2 Tab
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Vendor Categories

	Delivery Status:
	Delivered – Model

	Additions allowed?
	No

	Menu Path:
	Setup Financials/Supply Chain >  Product Related >  Procurement Options >  Withholding >  Vendor Categories

	Expected Number of Rows / Valid Values
	4 rows

	Record(s) to Retrieve for Validation
	1099 - 1099 Withholding

	Key Values
	Vendor Categories: 
· HOLD
· RPT
· WTHD

Validate existence only



	Anticipated Exceptions
	None

	Manual Set Up Tasks
	Correct settings, as required

	Comments
	None
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Withholding Codes

	Delivery Status:
	Delivered – Institution Specific + Model

	Additions allowed?
	Yes

	Menu Path:
	Setup Financials/Supply Chain >  Product Related >  Procurement Options >  Withholding >  Withholding Codes

	Expected Number of Rows / Valid Values
	Varies by institution – 11 delivered by PeopleSoft 

	Record(s) to Retrieve for Validation
	Withholding Codes typically used by GeorgiaFirst Financials:

· 01

· 02

· 03

· 07

	Key Values
	None – validate existence only

	Anticipated Exceptions
	None

	Manual Set Up Tasks
	None

	Comments
	None
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Withholding Entities

	Delivery Status:
	Delivered – Institution Specific

	Additions allowed?
	Yes

	Menu Path:
	Setup Financials/Supply Chain >  Product Related >  Procurement Options >  Withholding >   Withholding Entities

	Expected Number of Rows / Valid Values
	1 row

	Record(s) to Retrieve for Validation
	IRS

	Key Values
	Select View All to display all values

Withholding Entity Tab:

Last Report Date = 12/31/2007 (update script executed during cutover to populate / update Last Report Date field.)

Should have 4 Withholding Classes, with 3 vendor category rows in each Withholding Class


	Anticipated Exceptions
	If institution uses 3rd party software or service provided, the Last Report Date may be blank.


	Manual Set Up Tasks
	None

	Comments
	None

	
	


Withholding Entity Tab
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Withholding Entity.

Entity: IRS

Description:

Internal Revenue Sevice

fthholding Entity
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01/01/1601 [ *ApplyWithholding: Payment v
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Withholding Types and Classes
	Delivery Status:
	Delivered – Model

	Additions allowed?
	No

	Menu Path:
	Setup Financials/Supply Chain >  Product Related >  Procurement Options >  Withholding >  Types and Classes

	Expected Number of Rows / Valid Values
	4 rows



	Record(s) to Retrieve for Validation
	1099 - 1099 Withholding


	Key Values
	Select View All to display all values

Should have 11 rows for Withholding Class 



	Anticipated Exceptions
	None



	Manual Set Up Tasks
	None


	Comments
	None
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Institutions Address

	Delivery Status:
	Delivered – Model

	Additions allowed?
	No

	Menu Path:
	Setup Financials/Supply Chain >  Common Definitions >  Location > Location

	Expected Number of Rows / Valid Values
	Varies by institution

	Record(s) to Retrieve for Validation
	Location Code:  MAIN
(MAIN should be the location defined in Payables Definition, Miscellaneous Location)

	Key Values
	· Effective Date - 01/01/1901 - Active

· Confirm address is correct for your institution.



	Anticipated Exceptions
	None

	Manual Set Up Tasks
	Update as necessary

	Comments
	Important - This is the Institutions address that will print on your AP checks.
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On-Demand Processing Options
	Delivery Status:
	Delivered – Model

	Additions allowed?
	No

	Menu Path:
	Setup Financials/Supply Chain >  Common Definitions >  On-Demand Processing >  On-Demand Process Options

	Expected Number of Rows / Valid Values
	1

	Record(s) to Retrieve for Validation
	NA

	Key Values
	· Server Name = PSUNX

· Should have 9 rows in Journal Generator Accounting Entry Definition



	Anticipated Exceptions
	None

	Manual Set Up Tasks
	None

	Comments
	None


[image: image115.png]On-Demand Processing Options

Run Control Option Process Option
“LastProcess Number: | 10008 Server Nam PsUNX |2
“Rum Control Pref R [Juse Event Notication

ournai Generator Accounting Entry Derntion ;
Source Process Group ~ Sequence ‘SetiD ‘Accor 10 Definition Name
ARMNTWS  ARPOSTGL 20[30000 |2 [aRDEFN &
AROFIE  ARPOSTGL 20[30000 |2 [aRDEFN a
ARPAYWS  ARPOSTGL 20[30000 |2 [aRDEFN &
ARTRNWS  ARPOSTGL 20[30000 |2 [aRDEFN a
ARUNPOST  ARFOSTGL 20[30000 |2 [aRDEFN a
VCHR_STM  POSTAPGLAM an[ze000 | [apDERN a
VCHR_STM  PST_VCHROL an[ze000 | [apDERN a
VOUCHER  FOSTAPGLAM an[ze000 | [apDERN a
VOUCHER  PST_VCHROL an[z000 | [apDERN a




 
�Do we need to update this list?


�What is this???


�What about ProCard Accrual?  It is set to 139100 and not 799990??
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