?,-ACARD'NALW Accounts Payable Job Aid

SW AP 312 Payment Cash Checking — Updating Transaction Level Overrides

About Payment Cash Checking

Cardinal’s payment cash checking process ensures that all payments, including vouchers, employee
expenses, and cash advances, are checked against available cash before being released for payment
each night.

The payment cash checking process runs in the nightly batch schedule after the pay cycle selection
process, but before the pay cycle creation process. The process helps to make sure all payments have
available cash in the respective Business Unit (agency) / Fund combinations being paid that night. Based
on system priority, payments are bounced against the applicable ACTUALS ledger cash account
balances, and a running total is kept until all payments are cleared or marked for insufficient funds.

The payment cash checking process utilizes several system configuration settings to provide some
flexibility in how the payment requests are analyzed by the system.

See the SW AP312 Payment Check Cashing — Overview job aid for more information.

About Transaction Level Override

Select users from the Department of Accounts will have security to specify Transaction Level Override
configuration. This functionality allows for selected payment transactions to override the payment cash
process when the cash balances are not adequate to cover the payment. This means that even if the
cash goes negative, these transactions pass through the cash checking process and are paid. These
transactions are deducted from the running cash balances.
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1 Navigate to Transaction Override page using the following path:

Main Menu > Accounts Payable > Payments > Payment Cash Check > Transaction Override.

Faxrt:nvr'rtes Mainvl"-ﬂenu » Accounts Payable : Payments > Payment Cash Check : Transaction Override

Transaction Override

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

d EOENEITl Add a Mew Value

Maximum number of rows to return (up to 300y |300
Search by: Source Transaction - beginswith|

Search :Aduanced Search

Find an Existing Value | Add a Mew Value

2 Click the Add a New Value tab.

Favorites Main Menu > Accuuntg Payable = Pa'_.frrv'lents »  Payment gash Check > Transaction Override

Transaction Override

Find an Existing Value |FLGGERETRE

Source Transaction: @,

GL Business Unit: Q@

Add

Find an Existing Value | Add a Mew Value

3 Enter a Source Transaction (EXAD Cash Advances, EXPN Expense Sheet, VCHR Accounts
Payable Vouchers).

4 Enter the GL Business Unit.

5 Click the Add button. The Transaction Override page displays based on the option selected.
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?Fa"vc;ntes - Main Menu > Accounf§Pav3ble > Payments > Payment [vlash Check » Transaction Override

Transaction Override

I Source Transaction EXAD I

LE| New Window @

GL Business Unit 50100

s
Customize | Find | View 21 B | #

First K1 q o1 4 I L aet

QOverride User Upd Info

m’“““ *Advance i Name Payment Amount i::t:; Comments
| Q| & =
e (21t [ sty

6 For Source Transaction EXAD Cash Advances:
a. Enter the Business Unit.
b. Enter the Advance Id.

7 Gotostep 11.

'Favo'r!'tes Main'Menu 3 AccountgPayable 5 Payn'wents » Payment gash Check » Transaction Qverride

" Transaction Override

] New Window @Help Ef

Source Transaction EXPN

GL Business Unit 50100

i
Customize | Find | View 21| BV | B rrst B qore O Lot

User Upd Info
‘Business Budget  Sheet

binit *Sheet Id Empl ID Hame Payment Amount Status Status Comments
a @ ® ENE
(5 save | =] notity [k Add | | 7] UpdateiDispiay |

8 For Source Transaction EXPN Expense Sheet:
a. Enter the Business Unit
b. Enter the Sheet Id.

9 Gotostep 11.

Page 3 of 7 Rev 9/1/2015



| caRDINAL Accounts Payable Job Aid

SW AP 312 Payment Cash Checking — Updating Transaction Level Overrides

Fa\ro'rrces Mavaenu > Accounts Payable > Payments > Payment Cash Check » Transaction Override
H v v -
@Nemedow @Help [/,CustomizePage

 Transaction Override

Source Transaction VCHR

GL Business Unit 50100

Ll UserUpdinfo

Business

Budget  Approval
Status  Status

A a EE

*Voucher ld \Vendor ID Hame Payment Amount Due Date Comments

nit

Halfy i Add | | 7] UndateiDisplay

10 For Source Transaction VCHR Accounts Payable Voucher:
a. Enter the Business Unit
b. Enter the Voucher Id

11 Use the Comments field to enter information if needed.

12 The Employee or Vendor ID, Employee or Vendor Name, Payment Amount, Due Date, Budget
Status and Approval Status of the transaction populate once entered.

13 Transactions in process or transactions with errors may be entered to this page, but are not
processed until the transaction is complete and ready to be paid

14 Click the + (plus) button to add another transaction to this Source Transaction.
15 Click the — (minus) button to delete a transaction from the page.
16 Once all entries are added, click the Save button.

17 Click the User Upd Info tab.
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Fal.rq'['rtes MainvMenu » Accounts Payable : Payments : Payment Cash Check : Transaction Override

Transaction Override

Source Transaction VCHR

GL Business Unit 50100

Customize | Find | view 20 ] B 3 Fret B g o1 O Last

Override User Upd info

*Business
Unit

“Woucher Id LIt eE

@ | @,

Upd User Update Dttm

[+ |[=]

5] save (o Retumnto Search =] Motify L Add

fim
=i
it
{=)
o
2

18 The User Upd Info tab is populated with the Created Opr (ID) of the user who entered the
transaction to the Transaction Priority page, the Create Dttm, Upd User ID and Update Dttm.

19 Click the Add button at the bottom right hand corner to add transactions for other GL Business Units
and Source Transactions as needed.

20 The transactions drop off the page when they have been processed by the Payment Cash Checking
process. Those in Pending or Error status stay on the page until ready for pay cycle and payment
cash checking processing.
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4P CARDINAL
== Home | ‘orkist | Addto Favorites

Favorites Main Menu > Accounts Payable > Payments > Payment Cash Check > Transaction Override

Ll,Z' Mew Window @ Help
Transaction Override

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

Find an Existing Value Add a New Value

IMaximum number of rows to return (up to 2300 (300
Source Transaction: begins with - |VCHR Gg
GL Business Unit:  begins with |501UU @,

Search Clear  |Basic Search [gf Save Search Criteria

Search Results
Wiew All First E 1-2of 2 m Last

Source Transaction GL Business Unit
VCHR 15100

| Ui 50700]

Find an Existing Value | Add a New Value

21 If you need to change a Transaction Override, select the Find an Existing Value tab
22 Enter the Source Transaction.

23 Enter the GL Business Unit or click the Search button to select value from Search Results.
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Favgmes : Main'Menu > Accounts Payable > Payments » Payment Cash Check » Transaction Override

{0 New Window @Help E,/CustomizePage Ehﬂp
I Transaction Override

Source Transaction VCHR

GL Business Unit 50100

Customize | Find | View A1 BV | 3 st K q0p I (st
" User Updinfo
*Business Budget  Approval
Unit “oucher Id Vendor ID Hame Payment Amount Due Date Saluz  |Siatus Comments
50100 @, ||00348377 @, 0000023845 Cultural Resources Inc

0GI0BI014 v A

|\ save | |G RewmtoSearch 1) reviousin it | || ierii Lst =] oty |

[Benou) [-pss

24 Click the + (plus) button to add another Transaction ID to the page.
25 Click the — (minus) button to delete a transaction from the page.

26 Once all entries are updated, click the Save button.
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