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SW AP312 Running the Prompt Pay Report

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). 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

Favu:g’rte; i Mainyenu »  Accounts Payable : Reports > Payments : Prompt Pay Report

Prompt Pay Report

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

Add a Mew Value

Maximum number of rows to return (up to 200): | 300
Search by: Run Control ID begins with| prompt_pay

" case Sensitive

Search | Advanced Search

Find an Existing Value | Add a Mew Value

Use the Find an Existing Value tab if you have an existing run control ID.
Use the Add a New Value tab to create a run control if this is the first time you are running the report.
Enter or Search for your Run Control ID.

Click the Search button.
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Favorites
- K

Prompt Pay Report

Prompt Pay Report

Run Control ID:  prompt_pay Feport Managet Process Monitor

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

ey Run

*Business Unit: 41100 @, Department of Forestry

*Department: IEIQQEIEI Agency Wide
*Fiscal Year: 2015 *Period From: 4 *Period To: 4

[5] save | [P ReturntoSearch |t] PreviousinList = | | fNextinList | =7 Notify = [k Add | |/ Update/Display

6 The Prompt Pay Report page displays. Enter the Report Request Parameters:

a
b.
c.
d.

e.

Business Unit — enter or select your agency’s business unit
Department — this value defaults to 99999 and can not be changed.
Fiscal Year — enter the fiscal year for which you want to run the report
Period From — enter the period for which you are running the report from

Period To — enter the period for which you want to run the report through

7 Click the Run button.
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Favc;r'rtes MainvMenu » Accounts Payable » Reports > Payments > Prompt Pay Report

Process Scheduler Request

User ID: xmtiFT Run Control ID: prompt_pay
Server Name: I 'I Run Date: lo/29/2014 E| _ .
Recurrence: I hd I Run Time: 11:33:13AM  Resetto Current Date/Time

Time Zone: @,

Select Description Process Name Process Type *Type *Format Distribution
F  VAPRO525 VAPRO525 SOR Report [weo ¥ [POF ¥ Distribution

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

Fawlr'rtes Main_ru'lenu » Accounts Payable » Reports > Payments : Prompt Pay Report

Prompt Pay Report

Prompt Pay Report

Run Control ID:  prompt_pay Report Manager [ Process Wonitor ]

Process Instance:21950495

*Business Unit: (41100 @, Department of Forestry
*Department: W Agency Wide
*Fiscal Year: | 2015 *Period From: | 4  *PeriodTo: | 4

[5] save | [Gh ReturntoSearch | Previousinlist | | Nextinlist| |[Z7] Notify | |k Add | |5 Update/Display

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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Fa\rovrites Mainvl\-'lenu s Accounts Payable » Reports > Payments > Prompt Pay Report

View Process Request For

User ID: | xmt777 QL Type: | =l [Last =l 1 |Days =
Sewer:l 'l Name: @ Instanoe:| to |

Run I vl Distribution | =] ¥ Save On Refresh

Status: Status:
Process List customize | Find | vizw A1 B | 3 st © qorq O Last
Process . Distribution .
Select Instance Seq. Process Type Name ser Run Date/Time Run Status Status Details
¥ |2195095 S0R Report VAPROS25 xmt777 10/29/2014 11:33:13AM EDT Success FPosted Details

5o back to Prompt Pay Report

(5 save  [=] Notity

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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Fawlr'rtes Mainflenu » Accounts Payable > Reports » Payments : Prompt Pay Report

Process Detail

Process

Instance: 2195095 Type: SQR Report
Name: VAPRO525 Description: VAPRO525
Run Status:  Success Distribution Status: Posted
(R

Run Control ID: prompt_pay © Hold Request
Location: Server © Queue Request
Server:  PSUNKA r Cancel Reauest

€ Delete Request
Recurrence:  Restart Request
Request Created On: 10/29/2014 11:33:26AM EDT Parameters Transfer
Run Anytime After:  10/29/2014 11:2313AM EDT Message Log
Began Process At 10/29/2014 11:23:34AM EDT Batch Timings
Ended Process At 10/29/2014 11:33:49AM EDT View Log/Mrace

13 The Process Detail page displays. Click the View Log/Trace link.
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Favqrr'rtes Mainflenu » Accounts Payable > Reports » Payments : Prompt Pay Report
H - - b

View Log/Trace

Report
ReportID: 9790176 Process Instance: 2195095 ilessage Log
Hame: YAPROS25 Process Type: SOR Report

Run Status: Success

VAPROS25
Distribution Details
Distribution Node:  finsit Expiration Date: |1 1282014
File List
Hame File Size es Datetime Created
SOR VAPR0525 21950495 log 1,868 100292014 11:33:49 481946AM EDT
vapris2s 2195095 PDF 11,837 10/29/2014 11:33:49 481946AM EDT
vapris52s 2195095 out 151 100292014 11:33:49 481946AM EDT

14 Click the .PDF file link to view the report.
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Commonwealth of Virginia

; PROMPT PAY REPORT
CARDINAL Fun Date: 10/29/2014
Report ID: RAPS2S Fun Time: 11:33 00

Page No. 1 of 2
Business Unit: 41100 Department of Forestry

Department : 93539 Agency Wide
Fiscal Year: 2015
Period From : 4 10/01/2014
Period To : 4 10/31/2014

# Involces Paid  Total Imvoices % Pald Late 4 Invoices Pald  Total Invoices % Pald Late
Department ID Department Name Late For Period Paid For Period  For Paricd Late For FY raid For FY For FY
1400 Operations 10 15 66.667 10 15 66.667
Total for 93993 10 15 66.667 10 15 £6.667

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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Business uni
Period From:

Entered
Date

10/01/2014
10/01/2014
10/01/2014
10/01/2014
10/01/2014
10/01/2014
10/02/2014
10/02/2014
10/02/2014
10/02/2014

Summary for

C: 41100

Department

4 01-0CT-2014

Voucher

1D

00000012
00000013
00000015
00000016
0000001%
00000021
00000023
00000024
00000026
00000041

ORG -

Due Date Exception Detail for ORG

of Forestry Page No. 2 of 2
period To: 4  31-0CT-2014

Remit Check Late Pmt Invoice Goods/Srve Sched Pmt  Actual Pmt Days Total Pmt & Dollars
Vendor ID Remit Vendor Name Humber Amount Receipt Dt Receipt Dt [Due Date Check Date Late Amount _Paid Late
- 1400
0000052299 SHEMANDOAH VALLEY ELECTRIC CO-OP 20112125 500.39 09/29/2014 09/22/2014 10/08/2014 10/10/201¢ 2
0000050494 APPALACHIAN POWER CO 90020806 62.00 09/25/2014 05/19/2014 10/13/2014 10/20/2014 7
0000050470 Rappahannock Electric Cooperative 80044458 76.75 09/25/2014 09/15/2014 10/07/2014 10/03/2014 2
0000048724 Elaven 20112476 5.00 09/15/2014 09/15/2014 10/15/2014 10/21/2014 &
0000025086 Timmons Group 90020802 5,000.00 09/15/2014 08/31/2014 10/15/2014 10/20/2014 5
0000031033 Luck Stone Corp 90020804 756.41 09/15/2014 09/02/2014 10/15/2014 10/20/2014 &
0000052592 COMMUNITY ELECTRIC COOP 20112126 12.76 10/08/2014 10/10/2014 2
000005302% TOWN OF VICTORIA 80044516 403.86 10/01/2014 10/01/2014 10/10/2014 10/20/2014 10
0000046255 Town of Woodstock 80044515 85.58 10/01/2014 0%/22/2014 10/15/2014 10/20/201¢ 5
0000074793 Bradley Wright 20112533 700.00 09/15/2014 09/14/2014 10/15/2014 10/21/201¢ &
1400 oOperations 7,602.75 51,237.15 14.838

Total Invoices Paid for period

Total Percent Paid Late for Period

51,237.16

5 51,237.16

Total Invoices Paid Late for period g 7,602.75

¢ 7ne02.75

14.338

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

Favorites | Main Menu > myCardinal Financials > Financials Report Retrieval > FIN Report Manager
- : - = -

List Explarer Administration Archives

View Reports For

Folder]_AGY PROMPTPAYRI »|  Instance: | to: | . Refresh |

Hamel [VAPRO525 Created On: | E Last - 30 Days
Customize | Find | View 20 | B | 3 Firet B q2052 O Last
. Completion Process
Report Report Description Folder Hame DateTime Report ID I—nstanc:e

0412015
VAPRODS525 VAPRODS525 AGY PROMPT PAY RPT 11-55AM 12566561 2618791
(5 save |

List | Explorer | Administration | Archives

In the Folder field, enter or select AGY Prompt Pay Rpts.
Enter VAPR0525 in the Name field. This is the name of the report.
Enter the date or days range that you want to view. In this example the range is 30 Days.

Click the Refresh button.

O a A~ WO DN

Click the VAPRO0525 link to open the report.
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Fmrgrr'rtes Mainvru'lenu > rrrr[lardinalFinancials > Financials ReEum Retrieval > FIN Report Manager
Report ID; 12566561 Process Instance: 2618791 Message Log
Name: VAPRO525 Process Type: SR Report
Run Status: Success
YVAPROS25

Distribution Node: finsit Expiration Date:
Hame File Size es Datetime Created
SOR _VAPRDS525 2618791.1og 1,876 04/20/2015 11:55:20 506862AM EDT
WAPRO525 10000 2618791.PDF 11,524 04/20/2015 11:55:20 506862AM EDT
WAPROS25 10100 2613791.PDF 11,298 04/20/2015 11:55:20 506862AM EDT
VAPROS25 10200 2618791.PDF 10,768 04/20/2015 11:55:20 506862AM EDT
WAPRODS25 10400 2613791.PDFE 10,767 04/20/2015 11:55:20 506862AM EDT
VAPROS525 10500 26187V91.PDF 10,871 04/20/2015 11:55:29 506862AM EDT
WAPROS25 10700 2618791.PDF 11,082 04/20/2015 11:55:20 506862AM EDT
VWAPROS525 10800 26187V91.PDF 10,758 04/20/2015 11:55:29 506862AM EDT
WAPROS25 10800 26183791.PDF 11,091 04/20/2015 11:55:20 506862AM EDT
VWAPROS525 11000 26187V91.PDF 11,094 04/20/2015 11:55:29 506862AM EDT
WAPROS25 11800 26183791.PDF 10,7649 04/20/2015 11:55:20 506862AM EDT
VAPROS525 11900 26187V91.PDF 10,874 04/20/2015 11:55:29 506862AM EDT
WAPROS25 12100 2618791.PDF 11,194 04/20/2015 11:55:20 506862AM EDT
VAPROS25 12200 26187V91.PDF 11,053 04/20/2015 11:55:29 506862AM EDT
WAPROS25 12900 2618791.PDF 11,120 04/20/2015 11:55:20 506862AM EDT
YAPROS25 13200 26187V91.PDF 11,101 0420/2015 11:55:29 506862AM EDT
WAPROS25 13600 2618791.PDF 16,469 04/20/2015 11:55:20 506862AM EDT
YAPROS25 14200 26187V91.PDF 11,056 0420/2015 11:55:29 506862AM EDT
WAPROS25 14500 2618791.PDF 10,762 04/20/2015 11:55:20 506862AM EDT
YAPROS25 14600 26187V91.PDF 12,018 0420/2015 11:55:29 506862AM EDT
VAPROS25 14700 2618791.PDF 11,218 04/20/2015 11:55:20 506862AM EDT

7  Click the .PDF link for your Business Unit.
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Buginess Unit: 10000  Agency of Alphabets page No. 2 of 3
Period From: 7  01-JAN-2015 period To: 7 31-JAN-2016

# Invoices Paid Total Involces & Paid Late # Involces Paid Total Involces % Paid Late

Department ID Department Name Late For Period Paid For Period For Period Late For FY Paid For FY For FY
1100 Clerk's Administration 1 a 12.500 | 29 10.345
Total for 99999 1 8 12.500 3 29 10.345

8 The Prompt Pay Report displays for the selected report. Scroll down to view other pages.
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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

Fa\rtlr'rtes Mainvl'v'lenu > Reporting Tools > Report Manager

Explarer Administration Archives

View Reports For
Folder: | 2015 Statewide Rpts ;l Instance: | Refresh

Name: [VAPRO525 | created on:| [ [Last -] 30 [paz &

b
Customize | Find | View 20 | BV B Frat T 44018 1 Last

Report Report Description Folder Name g;zrlf-li?:i;n :Eepurt mﬁ
: 1002914
1JVAPRO52S VAPR0525 2015 Statewide Rpts 5-51PM 9790183 2195216
&) save

List | Explorer | Administration | Archives

In the Folder field, enter or select XXXX Statewide Rpts, where XXXX is the current Fiscal Year.
Enter VAPRO0525 in the Name field. This is the name of the report.
Enter the date or days range that you want to view. In this example the range is 30 Days.

Click the Refresh button.

o a A W DN

Click the VAPRO0525 link to open the report.
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Favc;r'rtes Mainvru'lenu > Reporting Tools » Report Manager

Report
ReportID: 9753437 Process Instance: 2179219 Message Log
Name: VAPROGZ25 Process Type: S0OR Report

Run Status: Success

VAPRO525
Distribution Details
Distribution Node:  finprd Expiration Date: |'1'1.|'|:|'1.|'2|:|'14
Hame File Size (=] Datetime Created
SOR WAPRO525 2179219.log 1,876 10/02/2014 12:45:05.614733AM EDT
!vanrDEEE 2179219.PDF | 11,698 10/02/2014 12:45:05.614733AM EDT
vapris25s 2179219 out 1,800 10/02/2014 12:45:05.614733AM EDT
Distribute To
Distribution ID Type ZDistribution ID
User AA_CARDIMAL_BATCH_AP
Raole V_COVA_CARDINAL_REPORTER

7 Click the .PDF file link.

Commonwealth of Virginia
PROMPT PAY REPORT
CARDINAL | Run Date: 10/29/2014

Report ID: RAP52S Run Time: 04:07 00

Page No. 1 of 333

Business Unit: § All
Department : 95599 Agency Wide
Fiscal Year: 2015
Period From : 4 10/01/2014
Period To : 4 10/31/2014
# Imvoices Paid Total Invoices % Paid Late # Invoices Paid Total Invoices % Paid Late
Department ID Department Name Late For Period Paid For Period For Period Late For FY Paid For FY For FY
Total for 99999 0 0 0.000 0 0 0.000

8 The Prompt Pay Report displays. Click the Control (CTLR) and F keys simultaneously to search for
your Business Unit.
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13600

-,
CARDINAL

Report ID: RAPS2S

Commonwealth of Virginia
PROMPT PAY REPORT

Run Date: 10/20/2014

Run Time: 04:

Previous

07 00

Business Unit: % All
Department 90098  Agency Wide
Fiscal Year: 2015

Period From : 4 10/01/2014
Period To 4 10/31/2014

Page No. 1 o

£ 333

# Invoices Paid Total Invoices & Paid Late # Invoices Paid Total Invoices % Paid Late
Department ID Department Name Late For Period Paid For Period For Period Late For F¥ Paid For FY For FY
Total for 99952 a 0 0.000 0 0 0.000
9 The Find pop-up box displays. Enter your Business Unit in the Find box.
10 Click the Next button.
VA Information Tech Agency Page No. 31 of 333

Buginess Unit: 13600

WT-2014 Period To: 4

Department Name

Central Administration

Department 10
87

Total for 99939

31-0CT-2014

# Invoices Paid  Total Invoices § Paid Late 4 Involces Paid  Total Invoices  § Paid Late
Late For Period Faid For Period  For Period Late For FY Paid For FY For FY
1 2 50.000 1 1 50.000
1 2 50.000 1 1 50.000

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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