:l' & OKLAHOMA

A 2
[N

COR114 Express Checks Manual

COR114 Express Checks Manual Page 1 of 36
Updated: January 26,2021



:1' & OKLAHOMA

>
Table of Contents
[ 2o o2 1T 0 T=Y o Al 153 oY/ 3
L ] === 0 1= 2 SR 4
2o T8 T 1= 0 =Y 4 o o 5
INVOICE INFOMALION TAD ..eiiiiiiiii et e e et e e et e e e e st e e e e snbe e e e e anbeeeeenees 7
PAYMENTS PAgE vttt ettt e e e ettt e et e e e e et e et e e e e et et neaaaeaees 8
Express Payment Bank and ACCOUNT ........uiiiiiiiiiiiiiieece e e s st e e e e e s st e e e e e e s s s statae e e e e e e s snnrnnneeeaaeaenanns 8
Check Stock CoNtrol NUMDET ......cooiiiiie e e st e e et e e eneee 9
Creation of the EXpress Payment............coiiiiiiin s s s s sssss s e 12
Running the Express Payment Pay Cycle.........cccoiiiiiiiniiniin s 15
Pay Cycle — EXPress PayMeEntS Page ......ccou ittt e e st eee e 15
Select and APPrOVE PAYIMENT........oiiiiiiiiiiiii ittt ettt e e s aibe e e e s aab et e e s aabe e e e s anbneeesanneeeas 16
1AL T = U €SSO PRRPRRN 18
Delete Bl Publisher Check ProCess INSLANCE..........uuuiiiiiiiiiiiiiiiiie e ee e e e s s seneareee e e e e e e annes 23
SPOIled WAITANES......cooiiiiiiccccciiir s rsee e s s ssssee e e e s s s s s s smne e e e e e s s e s s sms s e e e eessa s snmneeeeeeasasssnnnnsenessnnssssnnnns 25
Process Instances wWith RUN StAtUS Of EFTOF........cc.uuiiiiiieiii i e e e e e e e e 25
Voucher After Warrant is Created ... s s e 26
ClaSS-FUNGING ..o ——— 26
Payment ReferenCe NUMDET .......... e 26
Express Pay Cycle Manager ... isssss s sssss s s s s ms s s smna s smna s mna s 27
Express Payment REPOITS........cooiiiiiiriiiiiccseirrs s sssr s s s s ssss s s s s s smmn s e e s e s s s s s smnn s e e e e s snssnsnnnnns 29
EXpress Payment HiSTOrY REPOIT .........ici s s s s s e a e s e e s e n e e s e e e e s e e e e e e e e e aas 29
Express Payment HiStory REPOIT DY DEPL........cooiiiiiiiiiiiiie ittt sttt sbnee e 31
EXpress Check ChecCKIist ...t ccssse e s s s ssn e s e e s s s mnn e e e s e s s s s nmnn e e e e e e snssnnmnnns 33
Express Check Internal Control Checklist ... e 35
COR114 Express Checks Manual Page 2 of 36

Updated: January 26,2021



b,

P ¢ OKLAHOMA

Document History

Doc Rev

1.0
11
2.0
2.1

COR114 Express Checks Manual

Updated: January 26,2021

Date

07/21/2008
05/11/2011
05/01/2014
01/26/2021

Description

Initial Document

Claim Entry and Express Check Supervisor Roles Separated

Upgrade Update
Logo Change

Page 3 of 36



3 & OKLAHOMA

[N

Express Checks

Express payments are utilized by individual agencies for auxiliary accounts (ASA) in the 7XX family of
funds. This enables payments to be issued directly by the agency. Any agency interested in using Express
Checks must complete an application for approval. A dedicated MICR printer is required.

Prior to initiating an Express payment, voucher creation must be complete by a user with claim entry access.
The Express Check is created by an Express Check Supervisor user. The process entails the following
steps:

e Voucher Creation
e Creation of the Express Payment
¢ Running the Pay Cycle Manager

For a voucher to be eligible for Express Check payment:

Voucher Class must begin with a 7

Bank Account must be EXPS

Express Payment Account must be set up for each 7XX voucher class
Voucher must have a Valid Budget Checking status

Matching must be No Match or Matched
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Voucher Creation

Navigation: Accounts Payable > Vouchers > Add/Update > Regular Entry > Add a New Value

A user with Accounts Payable Claim Entry access utilizes this navigation to create the voucher.

Voucher

| Find an Existing Value || Add a New Value |

Business Unit: 45200 |Q
Voucher ID:

Voucher Style: [ Regqular Voucher v]
Supplier Name: [MENTAL HEALTH AND SUBSTANCE ABUSE SERV | @,
Short Supplier Name: [DlHSAS-002  |&,

Supplier ID: 0000000452 |Q,
Supplier Location: Q,
Address Sequence Number: C&

Invoice Number: [EXP CHECK DENMO |
Invoice Date: B

Gross Invoice Amount: | 100.00|
Freight Amount; [ 0.00|

Misc Charge Amount: | 0.00]

PO Business Unit: :IQ
70 Nmber —
Estimated No. of Invoice Lines:| 1]

Add

Business Unit: Defaults to specific value for each User.
Voucher ID: Defaults to NEXT. The system sequentially numbers the vouchers. DO NOT CHANGE.

Voucher Style: Defaults to Regular Voucher. Use this style to create an Express Check.

Supplier Information: Enter supplier ID or short name to select the supplier. The 2 allows for a supplier
search.
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Invoice Number:
e Enter identifiable invoice number from invoice.
e Enter invoice number per agency’s style guide when no identifiable invoice number is on the
invoice.

Invoice Date: Enter the invoice date or use the El icon to select the correct date.

Gross Invoice Amount: Enter the total amount of the invoice.

Click to continue voucher creation.
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Invoice Information Tab

The Invoice Information page displays. Invoice information can be populated directly on this page if it
was not added on the Add page.

COR114 Express Checks Manual

[ mvaico intormaticn || Pammarts || Meuchorstibutes |
Businoss Unlt 35200 Inwgilea Ity ENE CHECK DEMD | lingiee Talal
Veuwchor il HEXT Accounling Date DORZE0E  |@ Uiho Taral wpIe
Wouchor Styfe RegularVauchar PoyTormsig G T ppags — wE0
Involce Dale[BEE2G0T |m Basic fiato Typa Im Date Isooliznoous, &=
IweiceRocead | Eralght| 5
MEHTAL IIEALTIE ARD SUBSTANCE ABLIEE SEAV
e e R A R a1 T
| |
sepplierin[0I0GOT0SEZ ), ControtGrowp[________ 4, Diltoronca [
Shoritlamp |DRHEES 002 {-’L Dincampieis Vaue har
Lacatlon (D020 ;'EL
=Addness |19 =R
Vige Riefaled Biopomant
[ Savir | | SeeForLar | Attt - Pun | [ ezeuin | [ Filnl
| P oy From Source Decumard
lImaize Lines [ Find | Wigee A1l F
Une 1 Elcopy Down spessthent 9,
*DHAibale by | Aaurd | Shipfo p1EOSHIPOY
Hom 1, Deseription| ]
ouseuy| | e E—
Uary :ﬂ.
Linlt Prisa
LExp Ampung ilJD.IJE,
™ Dislritation Lines Peraenatze | Find | Vg Al | 55
GLChan || Eschangs Rate || Etifislies || psaels |
nm” Ling FMarchassdisn fimt Quanlity "GL Unig Figsganl Sub-hesemnt Fused Typr ClassFunding Cepl Gud Aol 1
BHE O 1[ 0008, | | [45200)®, E5a1i0 @ | la, [Fozon la, [zToooia, [
< T |
| Save | | SaweForleter |

Enter the Distribution Lines GL Chartfields to record the expenditure. The class funding must begin
with 7 to create an Express Checks.

NOTE: Express Check vouchers may be good candidates to set up SpeedCharts so the accounting
distribution information can be more easily populated onto the voucher.
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Payments Page

Express Payment Bank and Account

To create an Express Check, the Payment Options fields must be populated with specific values.

Payment Options

*Bank|[EXPS |3, Pay Group| -] “Netfing | ot Applicable ~ Supplier Bank
*AccouniQ ’Handﬂng‘Regumr vl LiCID v Actions Messages
Hold Payment
*Method[CHK @, Hold Reason | -]
Separate Payment

Message| |
Message will appear on remittance advice.

Bank: Enter EXPS for Express Payments.

Account and Look Up Icon ﬂ: Displays the Express Payment bank accounts set up for the 7XX
classes, the corresponding bank account numbers, and a description of the funds as illustrated below.
The three (3) digits beginning with the second digit in the bank account number represent the 7XX class
fund. Enter the unique four digit Express Payment account that matches the 7XX class used on the
voucher.

Look Up Account

Help
SetID:  begins with ~ || |
Bank Code: EXPS
Bank Account: | begins with || |
Bank Account #:| begins with ~ || |
Look Up || Clear || Cancel |BaSiCL00RUﬂ
Search Results
iew 100 First (¥) 1-8of8 (3) Last

Bank

Bank Short o
Beccount !ﬂccuunt Description DEStiiption
131E  [7705131 Pefy Cash |Consolidated Petly Cash |
4524 (7701452 |Griffin Me  |Griffin iMemarial Hosp Fund|
4528 (7702452 |[Eastern St |Eastern State Hosp Fund |

Method: Enter CHK.

Pay Group: Leave blank.

Separate Payment: Do not check since Express Check generates one warrant per “Remit To” payee.
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Check Stock Control Number

The check stock will have a Stock Control Number. Before creating the Express Check, enter the
Stock Control number from the warrant that will be used to print the check in the Message field.

In this example, the Stock Control number from the warrant that will be used to print the check is
0000010. If it is entered in the Message field before Express Payments is run, it will print on the check
stub and the Express Check Reports. This number is assigned to the voucher and will provide additional
control to manage the check stock and help to prevent the warrant from being printed more than once.

Paymenl Infamation Find [Wewdl  Arsl 1001 W Last

Paymeat 1
et FAEEE A 53 e — RN ey e —
Locatioa[030 Y Dlseome| 00 ap phes bun [ i Paymectrialei)

R, Hatdaiumency

hdzoss[iE 9, Zecomating Dala |
WEITIAL HEALTH IO SIS TANTCE
FENEE SERY
AT FTASE DEPT
PO EQE £3277
GRLAHGHALITY, S Fas2a3Tr

| Payment Optinns
‘BukBPS W, Pay Group| = “Rating 1ictAppictia_¥| Sppde Bk
'ntmunlﬁizﬁ j‘}, "Handing| Reguear - vtm - arany Hassages
= L L | [] HoM Paymeat
&, L] -
Wetsd THE 5, emiex Heed Reaa | [ sepaclo Fase
reaazega BODSOED |

| L3390 W JDDRIr GARNEDINGH I,

Payment notes can be entered onto the voucher for internal purposes only and must be entered before
creating the Express Check. Please note that the Payment Note is now accessed by linking the
Payment Comments located on the right in the Payment Information section.

Payment Note (Maximum number of characters allowed for commenis is 254)

Help

Business Unit 45200
Voucher D MNEXT

Payment Count 1

Payment Note:
Any necessary notes for internal use.|

Note: Payment Note is for internal use only and will not appear on remitiance advice.

QK | Cancel
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Budget Check VVoucher

Save the voucher and select Budget Checking from the On-Demand_Action drop down box to budget

check the voucher. If the voucher was vouchered against a purchase order, use the on-demand action

of Match, Doc Tol, Bdgt.

| Summeary || Involco Infeamaticn || Baymarts ]| Youchar finizuize || Emar Summary ]_

BuginessUnic 45200 Envclce tio JE4P EHEEH DEMA | Imaice Tolal
Vemcher D 00386352 Accounting ate [JE2014 [ Line Tatad 100,00
Veischor Style RegularWeacher Paptemsfbd % E] gpayp “Cumency UsDa,
myslcr Date DIEZE0IA | Ba5i5 DAl Type Inedaln IRisteliane s =
Invaine rsihnd| = Frolght |
HIENTAL HEALTH A0 SUBSTAIICE ABUSE SERY
Suopleroficcniioisz o, e Ooranes— g3
shortlamn [DMHSAS 002 |,
Locailan |83 i'Q
Y
Viaw Related Document
#cilon| Budgat Chegkdng v Fiun | | catuale | | Frird

| k Ceay Fiom Saurce Document

COR114 Express Checks Manual
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Summary Tab Statuses

Verify statuses on the Summary page prior to attempting the Express Payment process to ensure the

voucher will be selected for payment:

Summary || Invoice Information ” Bayments || Voucher Atiributes “ Emar Summary

Budget Status Valid
Budget Misc Status Valid

Business Unit 45200 Invoice Date
VoucherID 00386352 Invoice Ho
Voucher Style Regular Invoice Total
Supplier Name MEMTAL HEALTH AND SUBSTANCE ABUSE SERY Pay Terms
ATTM FINAMCE DEPT Voucher Source

PO BOX 83277
OKLAHOMA CITY, QK 73152-3277 Crigin
Entry Status Postable Created On
Match Status g naten Created By
Approval Status Approved Last Update
Post Status Unposted Modified By
ERS Type
Doc Tol Status Valid Close Status

*\iew Related [ Payment Inquiry

This voucher is now eligible for Express Payments.

Match Status: Must be Matched or No Match

Document Tolerance: Must be Valid.

Budget Status: Must be Valid.

COR114 Express Checks Manual
Updated: January 26,2021
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Express Payment Page

Navigation: Accounts Payable > Payments > Express Payments > Create Express Payment

An Express Check Supervisor utilizes this navigation to create the payment for the selected voucher.

Express Payment

Payor Bank and Payee Information

Bank SetlD 46700 Express Checks

Bank EXPS 217 State Capitol
Account [4528 @, Okiahoma City, OK 73105
Payment Currency USD 67-6/532

Pay Method CHK

Payment Detail

Address Q

OKLAHOMA CITY, OK 73152-3277
Reference NEXT

i MENTAL HEALTH AND SUBSTANGE ABUSE SERY
Date[10/24/20714| [ Supplier SetiD 00000
Supplier [0000000452 |@,  ATTM FINANCE DEPT
Amount 0.00 USD

UsA

Business Unit 45200 |G Voucher 1D|00386367 |24

| Create Payment

Report Output Bl Publisher

Server -

Select Voucher

Personalize | Find | view Al | 2 |
Main information || Additional Info |

Unit |\J’oucher ‘Payments |Paymenl Method |Invo|'ce HNumber

0| | | | |

|Invo|'ne Date

First@ 1of1 @ Last

Account: Enter the unique four digit Express Payment bank account entered on the Voucher.

Supplier ID: Enter the ten digit Supplier ID entered on the Express Check Voucher.

Business Unit: Enter the AP Business Unit.

Voucher ID: Enter the Voucher ID and tab out of the field to open the server field.

If the voucher ID

does not display after entering the Account Number, Supplier ID, and Business Unit, return to the
voucher and review the Supplier ID and Class Funding on the Invoice Information page. The
combination of these values must match with the Account number entered on the Payments page. In
the example below, the class funding 70200 does not agree with the Express Payment 452A Account

illustrated above

~ Distribution Lines
GLChart || Exchange Rate || Statistics || Assets | [F=0)

‘ g;il;r_l Line|Merchandise Amt |Quantity(*GL Unit Account ir::g;um Fund Type Erisdsr;g Dept Bud Ref ‘
BE o | 1 1234 [as200_J B4t ja [ Ja 700 _Ja [Foz00 Ja [iz7ooot Ja [rE_Ja|

Also ensure that the Match Status is No Match or Matched, and the Document Tolerance and Budget

Checking statuses are Valid.

COR114 Express Checks Manual
Updated: January 26,2021
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Express Payment

Payor

Bank and Payee Information

Mental Health & Subst Abuse Sv
DEPT OF MEMTAL & SAS-CO
OKLAHOMA CITY, OK 73152-3277

Payment Detail

Reference MEXT

Bank SetlD 46700 Express Checks
Bank EXPS 217 State Capitol
Account Qa Oklahoma City, OK 73105
Payment Currency USD G7-6/532

Pay Method CHK

i MENTAL HEALTH AND SUBSTANCE ABUSE SERV
Date [09/24/2014][5] Supplier SetlD 00000
Amount 1234 USD Supplier (0000000452 @ ATTN FINANCE DEPT
' Address Q OKLAHOMA CITY, OK 73152-3277 UsA

Business Unit [45200 |3 VoucherID (00386367 |3

| Create Payment

Report Output Bl Publisher Server| PSNT -

Select Voucher

Unit |\J’0u:her

Main Information || Additional Info | [F=%

|Payments |Payment Method |Inv0|’ce Number |Inv0|’ce Date |

Personalize | Find | view all | &2 | First @ 1 ot 1 ® Last

Apply Discount

45200 |00385357 | 1|System Check |TEST1 02414 |1U.|'24J'2014 | O

After entering all the values in the Express Payment page, populate the Server field with PSNT or

PSUNX, and select ‘ Create Payment to start the Pay Cycle Manager and create the
warrant.
NOTE: If selecting the ‘ Create Payment ‘ button results in this error message, the

Server field on the Express Payments page was not populated with PSNT or PSUNX. Click OK

and populate the

server field.

Message

Process Scheduler Server is Required. (7250,159)

Process Scheduler Server is Required.

COR114 Express Checks Manual

Updated: January 26,2021

Page 13 of 36




:‘a‘: OKLAHOMA

P>
| N

NOTE: Review the account and payee information carefully. This will be the last chance to
return to the accounts payable screen through the regular navigation and change any
information prior to making the payment.
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Running the Express Payment Pay Cycle
Pay Cycle — Express Payments Page

The Express Payment Manager — Pay Cycle page displays and kicks off a Pay Cycle with a QUICKX
ID (X can be alpha or numeric) when the Create Payment process on the Express Payment page was
selected. The initial Status is Running, meaning the voucher is selected for payment and is currently

running.
Exprass Payment Manager - Pay Cyela
Partyce QUIEKY Emress Chock
Pay Crde Salus
Statss Runnlig [ wmefesmn | Frocossmcior Trial Roplstar
PayFrom Dabe Dars2014
Pay Theaugh Date Bac+01a
Paymuni Bate Ba401a
Sehoduly PEymants Stictad 1] Summary Exezalls PayCyele Re2t
Sanar| -] |_Rese |
Pay Sycle Excepians
Pay Cyda Enor Cispooni Lo Elscoum Banled Vilhhedding Exceptions
Pay Cyele Raaulls Parscnalige | Fd | g |10 mrgt @ qge1 T gt
Lain intormation || Addpnatins |
Prosess Regreata Pay Seaius D 18 pioibee Ingi2ass Bank Asrgunt Jsltmr:r Duizpet Typa Dhazprel Deanbayilon
[ Frecesz ||[ meeate | complesd  Pnlcnesks EXFE | 1B PSHT Wb
o || Aenie Seach | |2 Haldy |
Click ‘ Retresh to display the most current status of the Express Payment Pay Cycle. When
the Status changes from Running to Approved, Express Payment is ready to advance to the next
step.
COR114 Express Checks Manual Page 15 of 36
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Select and Approve Payment

The Pay Cycle status is Approved and is ready to advance to the step of printing the warrant.

Express Payment Manager - Pay Cycle

Pay Cycle QUICKT  Express Check

Fay Grde Slalus
Status Agprovad | Retresh Pracess llaniior Trial Register
Fay From Dote Q22452014
Pay Through Date Q92452014
Payrment Date Q92472014
Schedufz Payments Selected 4 Summary Delalis W

sannarE

Pay Cyde Excoplions

Pay Cycla Emar Dizcount Lost Dizcpunt Denled Wilhhalding Excepilons

Pay Cycle Results Persengllze | Find | Wew Al |ﬂ
Maln Information || Addillonatinio |

Proeess oercate: iy Stolus Deseription Instance Bank Apeount Server flame Gutput Type

[ Pcess | [ Rewaste |lspproved  |Print Chacks | EXPS 4528 PSNT Web

After the Pay Cycle status is Approved, but before the warrant is printed, review of the voucher
information is available by selecting the Details link.

COR114 Express Checks Manual Page 16 of 36
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The Pay Cycle Detail Data page displays the voucher information for the voucher selected for the QUICKX

Search

Pay Cycle. Select

Pay Cycle Details

: Pay Cyelo Dala
Pay Cycl [OUIEKD 3, Eaprass Bhack Pay Byl Summary Pay Byl Llanagar
Elu:lnn::l.lnlll:ﬂ. Mﬂnum:}ﬁ. THWI:F\.
SuppEar s-:Erl:l'EL Eumltmur:ﬂ, Asdness| i'Q anum[:i'ﬂ,
Banksesm___ 19, Bask Codn i, Bank Agcount] 1%, Hathed|
Puyment Hazeng [ 19, Payment Curiessy 13, [Cseaen | | Giear |
Pay Cyclz Bedails
Scheduled Payments || Pagment Dessils || Adatisns ey |
FPaymentAstian Hold Reavon Eoeproe Business Beir  Voucher 1D Mayment Count  Ewolee Remsz Supplier | Short Supplier Hame Supplier |lame
s EMF CHECH LETTAL HEALTHAND
g NCHR I-.sil;ll;l (o=t 'IPEM:I 000oQoeHss ONHSAS00Z IE’:?HS’TN‘JCE =
Howal | [ ewesean | | separmean Tolal Bald Amseest 10000 USD
TorakGaess Amount 100.00 LFSEF
Talal Mscount Amount 0.0 USP
Tobal Laly Chadge Amount DO UED

After reviewing the voucher information, select the Pay Cycle Manager link to return to the Pay Cycle
Manager.

NOTE: Once the Pay Cycle status is Approved, the warrant number is assigned and populated
into the Reference field on the Payments page of the voucher. If incorrect payment information is
identified after reviewing the voucher information on the Pay Cycle Detail Data page, the warrant
must still be printed so it can be returned to the Office of Management & Enterprise Service with
an OST Stop Payment and Hard Cancel for cancellation.

COR114 Express Checks Manual Page 17 of 36
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Print Warrants
The final component of the process is to print the warrant by selecting the button. The

actual printing will occur on a secure printer subject to the Office of State Treasurer’s requirements.

Express Payment Manager - Pay Cycle
Pay Cycle QUICK1 Exprecss Check
Pay Cycle Stalus
Status Approved | Refresh Process Wonitor  Trial Reglster
Pay From Date 09/24/2014
Pay Through Date 09/242014
Payment Date (9/24/2014
Schedule Payments Selected 1 Summary Delallz
\Pay Cycle Exceptions
Fay Cydle Error Discount Lost Discount Denied Withholding Exceplions
|Pﬂy Cycle Results Pers
Main Information || Additional Info |
Process Recreate Pay Status | Description Instance Bank  Account Server
| Process ]|| Reacreata | :ﬁ.pprnl.'ed |F‘r]nt Checks |E1"1F‘S |ai52:E| penT .I
|

NOTE: Do not delay processing the Print Checks job. There are a limited number of QUICKX
Pay Cycles available statewide. Until the Print Checks job is run, QUICKX Pay Cycles in Approved
Status cannot select other vouchers for Express Payments.

Click Retresh to display the most current status. When the Status changes from Approved
to Completed, the Express Payment is ready to advance to the next step.

COR114 Express Checks Manual Page 18 of 36
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A process instance number associated with the APY2021X1 Bl Publisher Check displays on the
Express Payment Manager — Pay Cycle page. Select the Process Monitor link to view the Run Status

of the instance.

Express Payment Manager - Pay Cycle

PayCycle QUICK1 Express Check
Pay Cyde Status
Status Completed | Refresh | Processiionltor  TdaiReglster
Pay From Date 092422014
Pay Through Date 0912412014
Payment Date 0912412014
Schedule Payments Selected 0 Summary Delalls W
server[
Pay Cydle Excoplions
Pay Cycle Error Discouni Lost Discount Denled VWithholding Exceptions
Pay Cycle Results Personaiize | Find | view A | €
taln Information || Adaitions info |
Process Recreate ipay Status 1Des:ﬂp00n Instance Bank  Account ‘::::’ :OulpulType |
[ Process | [ Receate ||Compteted  [Print Checks 12443012 EXPS 4528 PSNT Web :
|
Select " Feeftesh |button to update the progress.
[ ProcessList || SewerList |
[ Viaw Procoss Rogquast For |
User DETEEES ) @, Typa | | Laat - 4 [pars - Raftazh
SO e ) e— S m— . —
Runstaws)  v|  Disrbwionstaws [ | [saveOnRefresn
Process List personaiizs | Find [Viewat |2 [ mist @ 1100110 ® Lase
Selest [nsianca Seq. Proseas Typo Pracoss Hama \Urear R DAt Tima Hun Status I;:‘::E:um“ | Dotaila
Ci 12443012 | |BIPuttsner |APY202101 | iefsbeo| 09412014 S49SSAMCDT  Succoss  Pested  |Detalls |

The job is finished when the Run status is Success and the Distribution Status is Posted. Select the
Details link to access the Express Check warrant.

COR114 Express Checks Manual
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Select the View Log/Trace link.

NOTE: When more than one Express Check Pay Cycle is running concurrently, verify the
QUICKX paycycle ID to ensure that the correct warrant will be printed on the check stock
with the Check Stock Control number assigned to the voucher. See the Check Stock Control

details in the Voucher Creation Chapter.

COR114 Express Checks Manual
Updated: January 26,2021
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Help
Process |
Instance 12443012 Type Bl Publisher
Name APYZ021X1 Descripion AF Check Pnnt
Run Statis Success Distribution Status pPasted
Run | | Update FProcess
Run Control 1D APY2021X8 ) Hold Request
Location Sapver ) Quette Request
Secyer PSUNK ) Cancel Request
i Delete Retjuest
Recurrence C) Restart Reguest
Date/Time | | Actions
Reguest Created On 02/24/2014 248:56AL CDT Farameters Transfar
Run Anytime After 024/2014 249:55AK COT iessage Log Wiew Locks
Benan Process At 092402014 9:5016AM COT Batch Timings
Ended Process At 024/2094 3504848 CDT View Logirace
0K || Cancal
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Select the .pdf report. This will allow you to view and print the check.

View Log/Trace

Report
Repori [Tk 11126806 Process Instance: 12445482 Message Log
Hame: APY2021x1 Process Type: XML Publisher

Run 5iatus: Success

AP Check Print
Distribution Details

Distribution Node: pshitp Expiration Date: 10/01/2015 |
File List
Name File Size [bytes) | Datetime Created
AE_APY2021%1_12445482 stdout 202 10/01/2014 1:41:03.234869PM COT
AE_APYZ2021X1_12445482 irc 5525 1000172014 1:41:03.234869PM COT
APY2021% 1. pdf 6,745 10/01/2014 1:41:03.234869PM COT

Distribute To

Distribution
ID Type

*Distribution 1D

User |

COR114 Express Checks Manual Page 21 of 36
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PDF Page Scaling
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Before printing the warrant, set the Page Scaling field in the print options to Actual size. The
default may be Shrink oversized pages, which causes the MICR line to print too high on the

warrant.

The Page Scaling option of Actual size allows the MICR line to print in the correct location on the

warrant.
Pages to Print Comments & Forms
@ All Document and Markups -

Current page

Pages Jl
» More Options

Page Sizing & Handling (&)

l Size ” B:?Pcrster || Multiple || E]Eooklet |

() Fit
(@ Actual size
() Shrink oversized pages

() Custom Scales 100 o

[F] Choose paper source by POF page size

Orientation:
(@ Auto portrait/landscape
() Portrait

() Landscape

COR114 Express Checks Manual
Updated: January 26,2021
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Payment Advice and Warrant

Note that the Message field on the payment advice includes the voucher number and the stock control

number.
10/124/2014 452 State Of Oklahoma Warrant No 990000315
Account/invoice Number Inv Date Invoice Amt Message
TEST102414 10/24/2014 $12.34 vchr# 00386367 STOCK NUMBER 240848
67-6/532 WARRANT#
990000315
10/24/2014
MENTAL HEALTH AND SUBSTANCE ABUSE SERV xg12 34
Twelve and 34/100
MENTAL HEALTH AND SUBSTANCE ABUSE S
ATTN FINANCE DEPT
OKLAHOMA CITY, OK 73152-3277
00003 L5 12030008551 770cL G5t

NOTE: The MICR font must be installed on the personal computer in order for the MICR line
to print correctly.
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Delete Bl Publisher Check Process Instance

After printing the warrant, delete the process instance by selecting the Delete Request in the
Process Detail page to prevent duplicate printing of the warrant.

Process Detall

FProcess
Instance 12445482
Name APYZ2021x1
Run 5tatus Delete
Run

Run Control ID APYZ2021X2
Location Seapger

Server P3MNT

Recurrence

Date/Time

Type Bl Publisher

Description AP Check Print
Distribution Status Pgsted

Update Process

Hold Request
Queue Request
Cancel Request
@) Delete Request
Restart Request

Actions

Request Created On 10/01/2014 1:40:16FM COT
Run Anytime After 10/01/2014 1:40:16PM COT
Began Process At 10/01/2014 1:40:33FPM COT
Ended Process At 10/01/2014 1:41:03PW COT

|| Cancel |

cick 2]

L oK

COR114 Express Checks Manual
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Spoiled Warrants

If the warrant does not print correctly on the check stock, it is considered spoiled and must be sent to OMES
with the OST Stop Payment and Hard Cancel form for cancellation. The process instance must be deleted
after printing the spoiled warrant and under no circumstance should the warrant be printed more than
once. See the Express Check Internal Control Checklist at the end of the manual.

NOTE: The Check Stock Control Numbers must be accounted for, and since the voucher is
assigned a Stock Control Number, it can only be printed once. A new voucher must be created with
the next sequential Stock Control Number assigned to it.

Process Instances with Run Status of Error

If a Bl Publisher Check APY2021X1 Instance errors instead of running to Success, the check stock that
was assigned to a particular voucher is considered spoiled since the pdf file cannot be accessed to
print the warrant. A copy of the Process Monitor showing the Instance in Error should be attached to
the blank check stock that was assigned to the voucher and sent to OMES with the OST Stop Payment
and Hard Cancel form for cancellation. The voucher number and warrant reference number should be
written on the blank check stock to ensure the correct warrant is cancelled in PeopleSoft.

| Process List || Senver List |
| View Process Request Far
T R S -] [ces § [ [ ]
soer <] meme[ _JA mstanco| | o |
Run Status - Distribution Status - Save On Refresh
Process List Personalize | Find | View Al | & | First @) 1-40 of 49 &) Last
. Distribution -
Select|Instance Seq.|Process Type Process Hame User Run DatefTime Run Status Status Details
= |12445557 | |E|IF'L|EJIisher |AF'Y2021X1 | |1m24f2014 9:49'51AM CDT Error |F'osted Detals

A new voucher will need to be created with the next sequential Stock Control Number assigned to it.

If the Run Status runs to Error, submit a helpdesk case so the OMES technical staff can determine
the reason for the Error. Do not delete the job so the technical staff can access the messages.
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Voucher After Warrant is Created
Class-Funding

A warrant can be created the same day the voucher is created. It is not necessary for the voucher to

post.
Invoice Lines (2) Find | V|
Line 1 [ CopyDown SpeedChart 2
*Distribute by | Amount - Ship To|0COSHIPOD 1N
Item =y Description | |
Quaniity Packing Siip| |
Uom
Unit Price
Line Amount 13.13
Calculate
~ Distribution Lines Personalize | Find
GLChart || Exchange Rate || Statistics || Assets |
g;iﬁ Line ‘Mer:handise}\mt Quantity *GL Unit Account Sub-Account Fund Type |Claz=-Funding Dept Bud Re
| 1 13.13] | | [as200]2, (554110 ]@, | o [7300 Ja, |70200 |1270001Q |C
<] I |

If the warrant is created before the voucher posts, the class-funding field will be inactivated.

Payment Reference Number

The system assigns the warrant number in numerical sequence for each bank account number and is
recorded in the Reference field on the Payments page of the voucher.

Schedule Payment

*hction | Schedule Paymen | Payment D‘EtEI'1 0012014 |
Pay | -| Reference [990000313 |

The Message and the Payment Note fields are no longer activated after the payment is created from
the Express Payments page of the voucher.
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Express Pay Cycle Manager

Navigation: Accounts Payable > Payments > Express Payments > Manage Express Payments

If the Express Check supervisor navigates elsewhere from the Express Payment Manager — Pay Cycle
after creating an Express Check Payment before the Pay Cycle is Approved or Completed, the Express

PayCycle Manager can be accessed using the Manage Express Payments.

Find an Existing Value

~ Search Criteria

Pay Cycle:| begins with ~|[QUICK |

UserID: |hegin5with v|| |

Case Sensitive

| Search || Clear |EIE|,si|::Searn::h R Save Search Criteria

Search Resulis

— . 1
|‘u’|ew All First @ 1-5of 5 @ Lasti
Pay C].r[:re|Des cription |Use.~r [}

QUICK1 |Express Check|= =i

The Pay Cycle field will populate with QUICK and the User ID.

Click Seaich to display a list of QUICKX Pay Cycles associated with the User ID. Click the QUICKX

link to access an Express PayCycle Manager associated with a specific Pay Cycle.

The QUICK1 Pay Cycle Status in the illustration is Approved; thus, the steps to process the warrant
beginning on the Select and Approve Payment section in the Running the Express Payment Cycle chapter

must be completed. If the Status is Completed, the steps to print the warrant beginning on the Print Warrant

section in the same chapter would be completed.
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Express Payment Manager - Pay Cycle

Pay Cycle GQUICKA Express Check

Pay Cyele Status
Status Approved Refresh | Process Monitor  Trial Reaister
Pay From Date 09/24/2014
Pay Through Date 09/24/2014
Payment Date Q9/24/2014
Schedule Payvments Selected 1 Summary Delalls
Pay Cycle Exceptions
Pay Cyde Error Discount Lost Dizcount Denied Withholding Exceplions
|J'-"'.31,-r Cycle Results Fersi
Main Information || Additional Info |
Process Recreate Pay Status  Deseription Inztance |[Bank  |Ascount Server
Process i|| Recreata | !Apprnl.'ed |F‘r]nt Chaecks |E1‘1F‘S |.£52:E| .pgNT.

COR114 Express Checks Manual
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Express Payment Reports
Express Payment History Report

Navigation: Accounts Payable > Reports > Suppliers > Express Payment Report

The Payment Express Report provides a register of payments made on a particular bank account for a
designated date range. The bank code EXPS is used to create Express Check payments in PeopleSoft
so this report can be run for Express Check payments only. It can be used to reconcile the warrants
recorded in PeopleSoft to the warrants cashed by OST and to monitor the used Stock Control Numbers.

Navigate to the report and add or use an existing Run Control ID. Make new run control IDs unique by
adding initials, BU number, etc.

Express Payment Report

| Find an Existing Value || Add a New Value |

Run Control ID:|E){F'_F'YMNT_RF'T_452 |

Add

Find an Existing Value | Add a Mew Value

Enter the report parameters.

Express Check

Run Control ID 704X Report Manager Process Monitor Run
Language ||[SaE[iE: -
Date Parameters
SetlD: 46700

fom: (00|
S

*Det/sum: | Detall - Currency:@

Run Option: | Bank Accounts  ~ |

Payment Method:

Bank Account Personalize | Find |2 |B  First @ 1 0f1 &) Last
46700 |EXF'S |131E o} | | =

Date Parameters: Select a date range to run the report
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Detl/Sum: Detail or Summary

Currency: USD

OKLAHOMA

Bank Account: EXPS and bank account defined for the 7XX fund. Click Eto select a bank account.

Select [=]

Run

Click to run the report.

to add or delete bank accounts.

Process Scheduler Request

Userlix

Help

Run Control ID; 7K

Server Hame: | PSUNX

- Run Date: [10/06r2014 E

[ Ok || Cancel I

Recurrance: | - Run Time: [3:31:42Pk | | ResettocureniDaterTime |
Time Zone: :l%
Process List
Select Descripiion Procezs Name Procezs Type Type *Format Distribution
. QCAPO3I QCAPI399 Bl Publisher | Web v] | FOF TJ Distribulion

Selectthe OCAP0399 process. The Type and Format are pre-populated with Web and PDF. The Server
Name can be left blank or populated with PSNT or PSUNX.

Click and access the report through the Details link on the Process List.

The Express Payment History report lists the warrants in Warrant ID (Reference) order for the dates
selected. Note the message field populated with the Stock Control numbers.

Express Payment History
Repart ID: OCAPO389 Paga Na. 1
SetlD: 46700 From Sepi24/2014  To OcyZ7/2014 Run Date October27/2014
Paymeant Method: CHK Cumency: usoD Run Time 11:16:01 AM
Banki Branch Name: EXPRESS
Bask Accoumt 4528
Payment Payment
Reference  VoacherTd Vendor ID Vendor Name Statas Amaant Date Message
9900002058 (0386352  GOO00DD452  MENTAL HEALTH AMD SUBSTANCE ABUSE SERV P 10.00 Sepi242014  OHDOL0

COR114 Express Checks Manual
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3. oKLAHOMA

Express Payment History Report by Dept

Navigation: Accounts Payable > Reports > Suppliers > Express Payment Report by Dept

The Payment Express Report by Department provides a register of payments made on a particular
bank account for a designated date range and selected departments. One or more, including all
departments that have created 7XX Express Checks, can be selected. In the example, one bank
account and multiple departments are selected, but if the agency has multiple bank accounts, one or
more accounts can be selected to run on the report.

Add or Search for a Run Control ID to enter the report parameters.

Express Payment Rept by Dept ‘

Run Control 1D Report Manager

Language | English -

Date Parameters

Thiru:

From:

iz |
(=m0 |

Process Monitor

Process all Departments

Bank Account Information

Personalize | Find |2 B First @ 1-50r6 @ Last

|Bank SetiD |Bank Code |Bank Account |Dept | |
1|46700 EXPS [131E & [e007000 @, [=]
2| 46700 EXPS [131E |3 [oo1000 &, [=]
3|46700 EXPS [131E ] |[soo2000 | (=]
4{46700 EXPS [131E |, [o03000 |, [=]
5|46700 EXPS [131E ] |[so12000 & [=]
B 46700 EXPS [121E |@ [eo18000] |2 [=]

Date Parameters: Select a date range to run the report.

Process all Departments: Select if running a report for all departments. Report sorts by Department

ID.

Bank Account: Enter or click = to select a bank account.

Dept: Enter or click =

to select a department ID.

Select [=] to add or delete departments.

Click .

COR114 Express Checks Manual
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Select the Express Check by Dept Report link and leave the Type and Format as is. The Server
Name can be left blank or populated with PSNT or PSUNX.

Process Scheduler Request

Run Control 10:

Run Date: [10/08/2014 1
Run Time: [9:45:58AM |

UserlD:

Seruerhlame:| PSUMNX

hd |

v| Fesetto Current DatefTime |

Recurrence: |

IS m—

Process List

Help

Click and access the report through the OCP545AP link on the Process List.

Select |Des|::r|'ptfun |Pru|::ess Hame |Pra|::ess Type |‘Type |*Format |Distr|‘hutinn |
OCP0545 QOCPO0545 Bl Publisher |Web vl | PDF vl Distribution
| [l Express Check by Dept report OCP545AFP FSJob (Mone) v| (Mone) v| Distribution |
Express Check Paymnt By Deptid OCPAPS45 SCGR Report | Web - | | FDF - | Distribution
| 6] 4 || Cancel |

| Process List || Senver List |

| View Process Request For

7| 7 e ]

vserb[ R T [
Server -

Run Status -

Type | - || Last 4 |Days

name [ A to] |
Distribution Statos - Save On Refresh

Instance | |

Process List Personalize | Find | View All | E |

First @ 1.25 o125 & Last

Select|Instance Seq.|Process Type Process Name User Run Date/Time Run Siatus gi:::i:utinn Dretails
O [12445897 |  |Psuon |ocPs45AP | [10/0812014 9:4558AMCDT  |Success  |Posted  |Details

The Express Payment History by Dept ID report is sorted by Dept ID and Warrant ID (Reference) for
the dates selected. It also includes a message field to report the Stock Control numbers used.

Express Payment History By Dept ID
Repect 1D:  OCP0545 Page No. -]
SetiD: 45700 From 312012 To SGNE01E Run Dale OclobEnDE/2014
Paymeni Meho  CHEK Cammency: usD Run Time 110348 AM
Banid Branch Mame:  EXPRESS Process Insance: 12445903
Depeid: 8012000
9S0006ELE QOSTIEE?  OOO0OTEOIE CREVSOUNDLENESING » 2450 SOSR014
Dept Total: 43559
Deptid: B0IG009
990005131 OD3531E2  OOOOTENSE GHEEVEOUND LENESINC J 3030 IEDOLT veid i o Y MR R
991006193 00853236  OOOCOTEDSE CREYEOUND LANESINC ] 14750 3E014 i WS e el T
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Express Check Checklist

Task

Initials

Date

Comments

1.01

Claim Entry role creates the voucher for Express Payment.

Accounts Payable > Vouchers > Entry > Regular Entry

Class fund must begin with 7.

Budget check the voucher. If the voucher was vouchered
against a purchase order, use the on-demand action of
“Match, Doc Tol, Bdgt.”

Select the Payments Tab to enter the bank account and other
payment information.

Change the Bank from OST to EXPS.

Enter the Express Payment account that matches the 7XX
class used on the voucher.

The Look Up Account icon displays the available Express
Payment accounts, the corresponding bank account numbers,
and a description of the ASA account.

The three digits beginning with the second digit in the bank
account number represent the 7XX account number.

The Method is CHK.

Do not enter a pay group.

Do not check Separate Payment since Express Checks
generates one warrant per Remit To payee.

Enter the Stock Control Number that will be used to print
the check in the Message field.

1.03

Note the Voucher ID, Account, and Supplier ID.

2.01

Express Payment Supervisor creates the Payment Selection.

Accounts Payable > Payments > Express Payments > Create
EXxpress Payment

Upon accessing the Express Payments page, enter the
Account, Supplier ID, Business Unit, and Voucher ID. Use the
Look Up Voucher ID page for a list of eligible vouchers. After
selecting a voucher, review the payment information carefully.
This will be the last chance to return to the accounts payable
screen through the regular navigation and change any
information prior to making the payment.

Populate the server field with PSNT or PSUNX and select the
Create Payment button to access the Pay Cycle - Express
Payments page.

3.01

A Pay Cycle, identified by the ID of QUICKX (X can be alpha
or numeric), selects the voucher for payment.

There is a limited number of QUICKX pay cycles available
statewide; thus, it is important to complete the Pay Cycle from
beginning to end.

Monitor the status of the Express Payment Pay Cycle. The
status is Running while the Pay Cycle selects the voucher.
Click the Refresh Button to display the most current status.

3.02

When the status changes from Running to Approved, review
the voucher information. Select the Detail link and Search.
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Task Initials | Date Comments

3.03 | Click the Pay Cycle Manager link to begin the final component
of printing the warrant.

4.01 | Run the process to print the warrant.

a. Select the Process button under Pay Cycle Results on the Pay
Cycle - Express Payments page.

b. Click the Refresh Button to monitor the Express Payment Pay
Cycle status until the status changes from Approved to
Completed.

4.02 | Print the warrant.

a. Select the Process Monitor hyperlink to monitor the status of

the APY2021X1 Bl Publisher Check process. The job is
finished when the run status is Success and the Distribution
status is Posted.

b. Click the Details link and verify the Pay Cycle ID to ensure that
the correct warrant will be printed on the check stock with the
Stock Control Number assigned to the voucher.

Click the View Log Trace link to access the PDF hyperlink.

Set the Page Scaling field in the print options to None.

c

d.

e. Delete the process instance after printing the warrant.

5.01 | Return spoiled checks or check stock that was assigned to a
particular voucher that could not be printed to OMES with the
MWC form for cancellation.

6.01 | Run the Express Payment History reports on a recurring basis
and reconcile the cash account.

COR114 Express Checks Manual Page 34 of 36
Updated: January 26,2021



3 & OKLAHOMA

[N

Express Check Internal Control Checklist

Initials | Date Comments

Express Check is a PeopleSoft process that allows users to
select a 7XX fund voucher for quick creation of payment
outside of regular payment cycles. It requires a voucher to be
entered into the system and approved for payment before the
Express Payment. It is should be used only when the
disbursement must be issued immediately. It is not to be
substituted for 7XX payments that can be generated through
the Office of State Treasurer.

Authorization

Has the Express Check Application for Approval form (Form
301) been submitted to the Office of Management and
1. Enterprise Services (OMES) for Claim Entry and Express
Check Supervisor users authorized to create Express
Payments?

Has the OST Express Payment Approval Forn been
completed and submitted to OST for approval?

Have procedures been developed which specify how the
Agency is to comply with the State's requirements regarding
the issuance, recording, safeguarding, and reconciliation of
3. Express Checks? The procedures should include affirmation
that neither the Agency nor agency employees will use
Express Checks with the intent to defraud the state and be
signed by the finance officer and Express Check payers.

Does the Agency have a dedicated MICR printer and has the
4. MICR line been approved by the Treasurer's (OST) office?
Has the MICR font been installed on the user’s computer?

Has the Express Check Stock authorized by OST's office been
ordered from a supplier on the statewide contract?

Has Express Check access been limited to payers responsible
for these duties?

Is Express Checks used only in cases when a warrant must
be issued to the payee immediately?

Segregation of Duties

Is the person approving the disbursement an individual other
than the payer with access to Claim Entry?

Is there adequate separation of responsibility in disbursing the
9. funds? Does an individual other than the user entering the
claim have access to the check stock and printer?

Is there adequate separation of responsibility in keeping the
10. | records? Does an individual other than the users entering the
claim and running the pay cycle reconcile the 7XX funds?

If adequate separation of duties is not possible due to limited
staff, senior management must be aware of this limitation and
perform periodic reviews (at least monthly) of the records to
ensure funds are adequately protected.

11.

Safeguarding of Assets
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Initials

Date

Comments

Are the Express Check Stock and the MICR printer locked up?

12. | Are the keys restricted to the custodian of the check stock and
printer?
13 Have procedures been developed to adequately account for
" | the Check Stock Control Numbers?
14 Do the Express Check procedures strictly prohibit duplicate
" | printing of warrants?
15 Is the Process Instance of the APY2021X1 process deleted
" | after the warrant is printed?
Are spoiled checks or stock that was assigned to a particular
16. | voucher that could not be printed returned to OMES for
cancellation?
17. | Do Express Check warrants require two signatures?
Is the custody of check signing devices (check signing
18. | machine with signature plate or rubber signature stamp) kept
by the individual whose name is on the signature device?
Recording
19 Do all Express Check Payment require approved
" | documentation that is filed and maintained at the Agency?
20 Are the Stock Control Numbers printed on the stub compared
" | tothe Stock Control Number on the back of check and logged?
Reconciliation and Management Oversight
21. | Do the reconciliation procedures include:
a. Comparing internal records to the PeopleSoft disbursements?

Comparing disbursements to the Express Payment History
reports?
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