
 Accounts Payable Job Aid 
 SW AP312 Running the Prompt Pay Report 

 

Page 1 of 14  Rev 9/18/2015 
 

About Running and Retrieving the Prompt Pay Report 
The Prompt Pay Report  provides both summary and detailed information on an agency’s compliance 
with prompt pay.  The report is run for selected  period(s), either  for a specific department or for the entire 
agency.  The report captures  the dollars in compliance as well as the percentage of total payments.   

The Prompt Pay Report is run the first business day of the month and reported to the Department of 
Accounts (DOA).  If you do not run the report on the first business day of the month, the numbers will not 
match DOA’s numbers.  In this case, you will need to access your individual Agency Run or the Master 
Run to obtain your agency’s information.  (The steps for running the report or retrieving the batch reports 
are included in this job aid.) 

Running the Prompt Pay Report: 
1 Navigate to the Prompt Pay Report page using the following path: 

Main Menu > Accounts Payable > Reports > Payments > Prompt Pay Report 

  

 

2 Use the Find an Existing Value tab if you have an existing run control ID. 

3 Use the Add a New Value tab to create a run control if this is the first time you are running the report.  

4 Enter or Search for your Run Control ID.   

5 Click the Search button. 
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6 The Prompt Pay Report page displays.  Enter the Report Request Parameters: 

a. Business Unit – enter or select your agency’s business unit 

b. Department – this value defaults to 99999 and can not be changed.  

c. Fiscal Year – enter the fiscal year for which you want to run the report 

d. Period From – enter the period for which you are running the report from 

e. Period To – enter the period for which you want to run the report through 

7 Click the Run button. 
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8 The Process Scheduler Request page displays. Click the OK button. 

 

9 The Prompt Pay Report page returns.  A Process Instance number displays for your request. 

10 Click the Process Monitor link. 
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11 Click the Refresh button until the Run Status – Success and Distribution Status – Posted. 

12 Click the Details link next the to report you ran.  
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13 The Process Detail page displays.  Click the View Log/Trace link. 
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14 Click the .PDF file link to view the report. 
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15 The Prompt Pay Report displays. The Prompt Pay Report contains two sections.   

a. Section one of the report display summary data which includes: 

i. Information for the specific period selected (in this example period 4) 

ii. Information for Fiscal Year (FY) to date.   This information displays from the 
beginning of the FY through the Period From selected on the report (in this example 
it is periods 1-4). 
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b. Section two of the report provides more detailed data on the individual vouchers that are late. 
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Viewing Your Individual Agency Run: 

Individual agency reports are run in batch on the first day of the month.  The reports can be viewed / 
printed by following the below navigation. 

 

1 Navigate to the Report Manager page using the following path: 

Main Menu > Reporting Tools > Report Manager 

 

2 In the Folder field, enter or select AGY Prompt Pay Rpts. 

3 Enter VAPR0525 in the Name field.  This is the name of the report.   

4 Enter the date or days range that you want to view.  In this example the range is 30 Days. 

5 Click the Refresh button. 

6 Click the VAPR0525 link to open the report. 
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7 Click the .PDF link for your Business Unit.   
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8 The Prompt Pay Report displays for the selected report.  Scroll down to view other pages. 

  



 Accounts Payable Job Aid 
 SW AP312 Running the Prompt Pay Report 

 

Page 12 of 14  Rev 9/18/2015 
 

Viewing Your Information in the Master Run: 

A single report for all agencies is run in batch on the first day of the month.  This master version can be 
viewed / printed by following the below navigation. 

 

1 Navigate to the Report Manager page using the following path: 

Main Menu > Reporting Tools > Report Manager 

 

2 In the Folder field, enter or select XXXX Statewide Rpts, where XXXX is the current Fiscal Year. 

3 Enter VAPR0525 in the Name field.  This is the name of the report.   

4 Enter the date or days range that you want to view.  In this example the range is 30 Days. 

5 Click the Refresh button. 

6 Click the VAPR0525 link to open the report. 
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7 Click the .PDF file link. 

 

 

8 The Prompt Pay Report displays.  Click the Control (CTLR) and F keys simultaneously to search for 
your Business Unit. 
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9 The Find pop-up box displays.  Enter your Business Unit in the Find box. 

10 Click the Next button. 

 

 

11 This search takes you to the page of the report with the Business Unit you identified in your search.  
You can now view / print the Prompt Pay Report pages for your agency. 
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