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AP.020.520 Creating Express Checks
[bookmark: pp_ref_BEFORECONCEPT][bookmark: _Toc31639924]Trigger:


Concept

This topic demonstrates how to create Express checks. Occasionally, you may want to pay a voucher outside of the normal pay cycle. This may happen if a vendor demands payment early or special arrangements are made with a vendor to pay a voucher outside the normal pay cycle.

Express payments offer you a lot of flexibility on paying your vendors on demand. You can pay a single voucher or you can search other vouchers for that vendor and select only those that you want paid. If there are multiple payment schedules within a voucher, you can select all or just the payment schedule numbers that you want to pay.

Topic Objectives:
Upon completion of this topic, you will be able to:
- Navigate to the Express Payment section of the Voucher Payments tab.
- Create an Express Payment.
- Verify that the Pay Cycle status shows complete. 



	Assumptions

	




	Dependencies/Constraints

	



Additional Information




Procedure

In this topic, you will create an Express Check from a voucher that is currently in the system. It needs to be paid immediately and cannot wait until your next scheduled Pay Cycle. 

	Step
	Action

	1. [bookmark: ID0x00000316] 
	Click the Accounts Payable link.


	2. [bookmark: ID0x00000317] 
	Click the Vouchers link.

	3. [bookmark: ID0x00000318] 
	Click the Add/Update link.

	4. [bookmark: ID0x00000319] 
	Click the Regular Entry link.


	5. [bookmark: ID0x0000031A] 
	Click the Find an Existing Value tab.


	6. [bookmark: ID0x0000031B] 
	Enter "00095456" in the Voucher ID field. 

	7. [bookmark: ID0x0000031C] 
	Click the Search object.


	8. [bookmark: ID0x0000011A] 
	Click the Payments link.

	9. [bookmark: ID0x0000011B] 
	Click the vertical scrollbar.

	10. [bookmark: ID0x0000011C] 
	Click the Express Payment link.


	11. [bookmark: ID0x0000011D] 
	Click the PSUNX list item.


	12. [bookmark: ID0x0000011E] 
	Click the Create Payment button.


	13. [bookmark: ID0x0000011F] 
	Click the Refresh button.


	14. [bookmark: ID0x00000120] 
	Click the Server Name list.


	15. [bookmark: ID0x00000121] 
	Click the PSUNX list item.


	16. [bookmark: ID0x00000122] 
	Click the Output Type list.


	17. [bookmark: ID0x00000123] 
	Click the Web list item.


	18. [bookmark: ID0x00000124] 
	Click the Process button.


	19. [bookmark: ID0x00000125] 
	Click the Additional Info tab.


	20. [bookmark: ID0x00000126] 
	Congratulations. You have just completed the Creating Express Checks topic. Below is a summary of the key concepts of this topic:

- If there are multiple payment schedules within a voucher, you can select all or just the payment schedule numbers that you want to pay.
- You can pay a single voucher or you can search other vouchers for that vendor and select only those that you want paid. 
- Express payments are used when you may want to pay a voucher outside of the normal pay cycle. 
End of Procedure.
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