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Scheduling Multiple Payments for a 
Single Voucher Over $99,999,999.99 2.0 
Supplemental Job Aid

Date: 07/21/2016

Revision History
	Date
	Version
	Location
	Update Description

	7/21/2016
	2.0
	Entire Document
	Transferred to new template, 9.2 updated screenshots, and changed ‘vendor’ to ‘supplier’.



Target Audience:  Departmental Pay Cycle Processor

Purpose: This Supplemental Job Aid provides Departmental Pay Cycle Processors the instructions for scheduling multiple payments for a single voucher over $99,999,999.99. The scheduled payments must total up to the voucher’s gross amount within the payment tab of the voucher. 

Scheduling Multiple Payments for a Single Voucher Over $99,999,999.99


Step 1: Navigate to the Regular Entry Voucher page. 
Navigation: Main Menu  Accounts Payable  Vouchers  Add/Update  Regular Entry
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Step 2: Click the Add a New Value tab. The Business Unit will default to user’s BU and Voucher ID will default to “Next” (the System will auto assign a voucher ID once the voucher is fully created and saved). 
· Click the search icon [image: ] next to the Supplier ID filed to select the Supplier.
· Enter the Invoice Number and Invoice Date.
Enter the Gross Invoice Amount totaling over $99,999,999.99, then click Add.
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Step 3: Enter the payment information and departmental specified ChartField values on the Invoice Information tab, “Invoice Lines” section. 
· Select the Item by clicking on the search icon  [image: ] and selecting the appropriate item from the search results that display. 
· Enter the Unit Price.
· Enter the Unit of Measure (UOM) by clicking on the search icon  [image: ] and clicking on the appropriate unit of measure from the search results that display. 
· Enter the Line Amount.
· Enter the Quantity.
· Enter the Description
· Click the Calculate button to verify Gross Amount, Unit Price, and Merchandise Amount balance. 
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Step 4: In the “Distribution Lines” section, enter the encumbrance information in the 
GL Chart tab. 
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Step 5: Click the Payments tab and verify the Cash Type. In the “Payment Options” section, verify the Bank, Account, and Method fields. 
· Cash Type: Warrant
· Bank: STATE
· Account: 0000
· Method: CHK
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Step 6: Adding additional Payment schedules. Click the Payments tab.
· In the “Payment Information” section click the “+” sign. 
· 1 of 1 changes to 1 of 2 as a new Payment information section is added.
· Click View All to display all Payment Information sections 1 and 2 simultaneously. Take note of the Payment 1 and 2 sections.
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Step 7: Enter payment amounts. In the “Payment Information” section for 
“Payment 1”, enter the Gross Amount (reduce the payment to the desired amount). In this example, the payment is divided in half. 
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Step 8: Enter Payment amounts. For “Payment 2”, enter the remaining Gross Amount. 
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Step 9: Scheduling Payments: Payment dates can be changed by clicking the calendar icon [image: ] next to the Scheduled due field in the “Payment Information” section on “Payment 1” and “Payment 2” and selecting the desired payment dates from the calendar. 
NOTE: The payment date of each of payment must be the same. If the payment dates are different, the payment will be voided. 
· Choose the month by clicking on the drop down list in the calendar.
· Choose the year by clicking on drop down list for year. 
· Select the desired date in the calendar. 
· Press Save. This schedules the payment and will issue two separate warrants in the pay cycle, based on the scheduled dates. 
NOTE: The sum of the payments will not exceed the original gross amount entered on the “Invoice Information” tab.
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