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AP.020.503 Locating Pay Cycle files in Report Manager
[bookmark: pp_ref_BEFORECONCEPT][bookmark: _Toc31639924]Trigger:


Concept

This topic demonstrates how to locate pay cycle files in the Report Manager. Once you have completed selecting vouchers for payment (AP.020.500) and running the pay cycle (AP.020.501 and AP.020.502) you will need to locate your pay cycle files in Report Manager and complete printing or processing of the files.

Since PeopleSoft 8.9 is a web based product and AP check printers are not defined on the network, pay cycle output can no longer be run directly to a printer as they were in 7.5. A secure third party tool called SwiftView will be used for printing the checks and file copies from Report Manager.

Other pay cycle files (such as EFT/PPD and ACH/CCD+) will also be created in Report Manager. You will use instructions and software provided by your disbursement bank to send the PPD/CCD+ file to your bank.

You can also retrieve your files while still in Pay Cycle Manager by clicking on the Process Monitor link and then the Details link. 

Topic Objectives:
Upon completion of this topic, you will be able to:
- Locate your pay cycle files in Report Manager and complete printing or processing of the files.
- Verify that the direct deposit bank file is saved in the correct .txt format.
- Use the third party tool called SwiftView for printing the checks and file copies from Report Manager.



	Assumptions

	




	Dependencies/Constraints

	*  You must have SwiftView (a third party tool) installed on your workstation in order to print AP checks and file copies.  Contact your local technical representative that should refer to the PeopleTools 8.48.08 Workstation Installation Guidelines for installing SwiftView provided by OIIT.

*  Any changes to your AP check printer (new printer, new signature card, update of printer drivers, etc.) may impact your SwiftView settings.  Be sure to consult with OIIT prior to making these changes to determine whether testing in a clone of your database will be required.



Additional Information




Procedure

In this topic, you will locate the pay cycle check and file copy files and use SwiftView to print them. You will also locate the PPD file produced by an EFT pay cycle.

	Step
	Action

	1. [bookmark: ID0x0000024C] 
	Click the Reporting Tools link.


	2. [bookmark: ID0x0000024D] 
	Click the Report Manager link.

Locate process name BORIF030.


	3. [bookmark: ID0x0000033B] 
	Click an entry in the BORIF030 Report column.


	4. [bookmark: ID0x0000024E] 
	Click an entry in the Name column. File name 'APCHK' is the actual check file produced by the pay cycle. 


	5. [bookmark: ID0x0000024F] 
	The check file will open in your window in SwiftView. 

To print the checks, you will click the Print button and select your AP Check printer.

Important - Be sure that your Print Method is set to "Direct Print" for the printer selected or your checks will not correctly produce signatures or 
MICR line.

	6. [bookmark: ID0x0000033E] 
	Once you have printed checks, you will print file copies.
Click the Report Manager link.


	7. [bookmark: ID0x0000033F] 
	Click an entry in the BORIF030 Report column.


	8. [bookmark: ID0x00000253] 
	Click an entry in the Name column.

File Name 'APCPY' is the check copy file that was produced by the pay cycle.


	9. [bookmark: ID0x00000254] 
	File copies will also open in SwiftView. To print the file copies, you will click the Print button and select your AP printer that you use to print your file copies.

	10. [bookmark: ID0x00000342] 
	If you have additional pay cycle files to locate, return to Report Manager.
Click the Report Manager link.


	11. [bookmark: ID0x00000343] 
	Note that an EFT pay cycle was also run (Process Name FIN2025) and created a file in Report Manager.
Click an entry in the FIN2025 Report column.


	12. [bookmark: ID0x00000256] 
	Click an entry in the PPD Name column if you wish to open and review the file.

After reviewing the file, be sure to close it before trying to save the file for submission to your bank.


	13. [bookmark: ID0x00000257] 
	You will need to save the PPD/CCD+ file(s) from report manager to another location for file submission.

	14. [bookmark: ID0x00000258] 
	In order to save the file and preserve the .TXT format, 
right-click an entry in the Name column.

Note that the file should not be open when you attempt to save it or it will save in an html format which cannot be accepted by your bank.


	15. [bookmark: ID0x00000259] 
	Click the Save Target As... menu item. 


	16. [bookmark: ID0x0000025A] 
	Confirm that the Save in: reflects the location you wish to save the file to.

Click the Save as type list.


	17. [bookmark: ID0x0000025B] 
	Click the Text Document list item.

Note: If the file is not saved as a Text document, the format of the file will not be retained and may not be accepted by the bank.


	18. [bookmark: ID0x0000025C] 
	Click the Save button.

You will need to follow the instructions from your bank to send the PPD/CCD+ file. 


	19. [bookmark: ID0x0000025D] 
	Congratulations. You have just completed the Locating Pay Cycle files in Report Manager topic. Below is a summary of the key concepts of this topic:

- The check file will open in your window in SwiftView. To print the checks, you will click the Print button and select your AP Check printer.
- You should save the PPD/CCD+ file(s) from report manager to another location for file submission.
- Confirm that the Save in: reflects the location where you wish to save the file and that the file is saved as a text document.
- You will use instructions and software provided by your disbursement bank to send the PPD/CCD+ file to your bank. 
End of Procedure.
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