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AP.030.050 - Posting Payments
[bookmark: pp_ref_BEFORECONCEPT][bookmark: _Toc31639924]Trigger:


Concept

This business process was revised for Consolidation.

This topic demonstrates how to post payments. Posting payments in PeopleSoft Payables updates vendor account balances and creates balanced accounting entries for all payment-related transactions. Payment-related transactions include manual payments, ACH payments, electronic funds transfers, system created payments, and system canceled payments. After these accounting entries are generated, they are available for General Ledger journal generation.

In order to post in PeopleSoft Payables, you must first define and verify a payment posting request, then you must run the posting process using the Process Scheduler. Finally, you must evaluate the posting results.

A payment can be canceled after it has been posted. You can record void payments and stop payments. When a check is voided, PeopleSoft Payables automatically reconciles the voided payment. A stop payment request is normally submitted to your bank when the check is not in your control and then the stop payment is recorded in the system. When a stop payment is placed on a check in the system, you will need to receive confirmation from your bank before you reconcile the payment. After posting a void check or stop payment check, you cannot undo the cancellation.

Note: When running the Payment Post process, users should select the "Post Bank Account" option on the Run Control Parameters page. Campus users should never select the "Post All Banks" option.

Topic Objectives:
Upon completion of this topic, you will be able to:
- Navigate to the Payment Posting Request page.
- Run the posting process for one payment in a business unit.
- Use the Process Monitor to verify completion of your posting request. 




	Assumptions

	•	Generally you will run payment post by bank account. •	The process of posting payments in PeopleSoft Payables creates voucher accounting entries (in the AP subledger only) that will be available for journal generation.




	Dependencies/Constraints

	-The voucher must be budget checked and paid.

-Payment Posting for payment transactions from Expenses will occur within the Expense Payment Posting process and not Accounts Payable.



Additional Information




Procedure

In this topic, you will post a single payment that has been canceled and needs to be reissued.

(Optional) Before running payment post, you may wish to run delivered query BOR_AP_UNPOSTED_PYMNTS to determine payments that need to be posted.

	Step
	Action

	1. [bookmark: ID0x00000411] 
	Click the Accounts Payable link.


	2. [bookmark: ID0x00000412] 
	Click the Batch Processes link.

	3. [bookmark: ID0x00000413] 
	Click the Payment link.

	4. [bookmark: ID0x00000414] 
	Click the Payment Posting link.

	5. [bookmark: ID0x00000415] 
	A Run Control ID is an identifier that, when paired with your User ID, uniquely identifies the process you are running. The Run Control ID defines parameters that are used when a process is run. This ensures that when a process runs in the background, the system does not prompt you for additional values.

	6. [bookmark: ID0x00000416] 
	You can run this process by searching for an existing Run Control ID or you can add a new value. Creating a Run Control ID that is relevant to the process may help you remember it for future use.

	7. [bookmark: ID0x00000417] 
	Click the Add a New Value tab.


	8. [bookmark: ID0x00000418] 
	Click in the Run Control ID field.


	9. [bookmark: ID0x00000419] 
	Enter "PAY_POST" in the Run Control ID field. 

	10. [bookmark: ID0x0000041A] 
	Click the Add button.


	11. [bookmark: ID0x0000041B] 
	Use the Payment Posting Request page to enter the request parameters. These parameters will be used to define the processing rules and data to be included when the process is run.

	12. [bookmark: ID0x0000041C] 
	Click in the Request ID field.


	13. [bookmark: ID0x0000041D] 
	Enter "POST" in the Request ID field. 

	14. [bookmark: ID0x0000041E] 
	Click in the Description field.


	15. [bookmark: ID0x0000041F] 
	Enter "POST PAYMENTS" in the Description field. 

	16. [bookmark: ID0x00000420] 
	Click the Process Frequency list.


	17. [bookmark: ID0x00000421] 
	Click the Always Process list item.


	18. [bookmark: ID0x00000422] 
	For each option you select from the Post Payment Options field, different entry fields appear for you to complete. The only options that you should select from are: Post Bank Account, Post Payment, and Post Payment Method. Only Shared Services staff should select "Post All Banks." 

In the event you mistakenly select "Post All Banks" you will receive the following error message: "The Post Payment Option to Post All Banks is not allowed. Please select another Post Payment Option."

To select all payments for your institution, you should select "Post Bank Account" for the Post Payment Option. You can insert multiple rows to post payments for more than one bank account.

	19. [bookmark: ID0x00000423] 
	Click the Post Payment Option list.


	20. [bookmark: ID0x00000424] 
	Click the Post Payment list item.


	21. [bookmark: ID0x00000425] 
	Click in the Set ID field.


	22. [bookmark: ID0x00000426] 
	Enter "27000" in the Set ID field. 

	23. [bookmark: ID0x00000427] 
	Click in the Bank Code field.


	24. [bookmark: ID0x00000428] 
	Enter "MOPER" in the Bank Code field. 

	25. [bookmark: ID0x00000429] 
	Click in the Bank Account field.


	26. [bookmark: ID0x0000042A] 
	Enter "MOPR" in the Bank Account field. 

	27. [bookmark: ID0x0000042B] 
	Click in the Payment Method field.


	28. [bookmark: ID0x0000042C] 
	Enter "CHK" in the Payment Method field. 

	29. [bookmark: ID0x0000042D] 
	Click in the Payment Reference field.


	30. [bookmark: ID0x0000042E] 
	Enter "219093" in the Payment Reference field. 

	31. [bookmark: ID0x0000042F] 
	Click the Run button.


	32. [bookmark: ID0x00000430] 
	Use the Process Scheduler Request page to enter or update parameters, such as server name and process output format.

	33. [bookmark: ID0x00000431] 
	Click the Server Name list.

You must select a Server Name to identify the server on which the process will run. If you use the same Run Control ID for subsequent processes, the server name that you last used will default in this field.


	34. [bookmark: ID0x00000432] 
	Click the PSUNX list item.


	35. [bookmark: ID0x00000433] 
	Click the Select checkbox.


	36. [bookmark: ID0x00000434] 
	Click the OK button.


	37. [bookmark: ID0x00000435] 
	Notice the Process Instance number appears. This number helps you identify the process you have run when you check the status.

	38. [bookmark: ID0x00000436] 
	Click the Process Monitor link.


	39. [bookmark: ID0x00000437] 
	The current status of the process is Queued. The process is finished when the status is Success. 

	40. [bookmark: ID0x00000438] 
	Click the Refresh button.
Continue to click the Refresh button until the status is Success.


	41. [bookmark: ID0x00000439] 
	Notice the run status is now Success. If the payment successfully posted, payment voucher accounting entries have been created and are now ready to journal generate.

	42. [bookmark: ID0x0000043A] 
	Congratulations. You have just completed the Posting Payments topic. Below is a summary of the key concepts of this topic:

- A payment can be canceled after it has been posted. 
- In order to post in PeopleSoft Payables, you must first define and verify a payment posting request, then you must run the posting process using the Process Scheduler.
- Before running payment post, you may wish to run delivered query BOR_AP_UNPOSTED_PYMNTS to determine payments that need to be posted.
End of Procedure.
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