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AP.020.506 Pay Cycle Approval
[bookmark: pp_ref_BEFORECONCEPT][bookmark: _Toc31639924]Trigger:


Concept

This topic demonstrates pay cycle approval. If you have selected User Approval on the Payment Selection Criteria - Preferences page, then your pay cycles must be approved after you have completed payment creation and before you run your output processes. Pay cycle approval is an optional step, however, it is recommended that you use pay cycle approval for EFT or ACH pay cycles.

You can run and view the Trial Payment Register report (AP.070.090) to examine the results of payment selection and creation before approving the pay cycle.

Topic Objectives:
Upon completion of this topic, you will be able to:
- Run a Trial Register for a pay cycle that requires approval.
- Examine the Trial Register prior to approval.
- Approve a pay cycle.



	Assumptions

	




	Dependencies/Constraints

	



Additional Information




Procedure

In this topic, Payment Selection and Creation have already been completed and the pay cycle is now ready to be approved. You will run the Trial Register Report and then approve the pay cycle.

	Step
	Action

	1. [bookmark: ID0x00000230] 
	Click the Accounts Payable link.


	2. [bookmark: ID0x00000231] 
	Click the Payments link.

	3. [bookmark: ID0x00000232] 
	Click the Pay Cycle Processing link.

	4. [bookmark: ID0x00000233] 
	Click the Pay Cycle Manager link.

	5. [bookmark: ID0x00000234] 
	Click the Look up Pay Cycle (Alt+5) button.


	6. [bookmark: ID0x00000235] 
	Click an entry in the Pay Cycle column.


	7. [bookmark: ID0x00000236] 
	Click the Search button.


	8. [bookmark: ID0x00000237] 
	Click the Trial Register link.


	9. [bookmark: ID0x00000238] 
	Click the Search button.


	10. [bookmark: ID0x00000239] 
	Click an entry in the Run Control ID column. 

If you have never run the Trial Register, you will need to add a New Value.


	11. [bookmark: ID0x0000023A] 
	Click the Look up Pay Cycle (Alt+5) button.


	12. [bookmark: ID0x0000023B] 
	Click an entry in the Pay Cycle column.


	13. [bookmark: ID0x0000023C] 
	Click the Run button.


	14. [bookmark: ID0x0000023D] 
	Confirm that the Type (Web) and Format (PDF) are correct.
Click the OK button.


	15. [bookmark: ID0x0000023E] 
	Click the Process Monitor link.


	16. [bookmark: ID0x0000023F] 
	Click the Refresh button.


	17. [bookmark: ID0x00000240] 
	Click the Go back to Trial Register link.


	18. [bookmark: ID0x00000241] 
	Click the Report Manager link.


	19. [bookmark: ID0x00000242] 
	Click an entry in the Report column.


	20. [bookmark: ID0x00000243] 
	Open the APY2030 PDF Trial Register and review it. You can also print it if you wish.

	21. [bookmark: ID0x00000244] 
	Click the Pay Cycle Manager link.


	22. [bookmark: ID0x00000245] 
	Click the Look up Pay Cycle (Alt+5) button.


	23. [bookmark: ID0x00000246] 
	Click an entry in the Pay Cycle column.


	24. [bookmark: ID0x00000247] 
	Click the Search button.


	25. [bookmark: ID0x00000248] 
	Click the Approve link.


	26. [bookmark: ID0x00000249] 
	If no issues were found with the pay cycle, 
Click the Approve button.


	27. [bookmark: ID0x0000024A] 
	Click the Pay Cycle Manager link.


	28. [bookmark: ID0x0000024B] 
	Congratulations. You have just completed the Pay Cycle Approval topic. Below is a summary of the key concepts of this topic:

- You can run and view the Trial Payment Register report (AP.070.090) to examine the results of payment selection and creation before approving the pay cycle.
- It is recommended that you use pay cycle approval for EFT or ACH pay cycles.
- After the pay cycle has been reviewed and Approved, you can continue running the pay cycle.
End of Procedure.
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