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AP.020.505 Reviewing Payments Selected and Exceptions & Alerts
[bookmark: pp_ref_BEFORECONCEPT][bookmark: _Toc31639924]Trigger:


Concept

After you complete the Payment Selection process, you might find it necessary to review the voucher payments that have been selected for payment, place certain payments on hold, temporarily exclude some from the pay cycle, enforce separate payments for some, or review total payment amounts for the pay cycle by various criteria before you proceed with the Payment Creation process and your output processes.

The Pay Cycle Manager page notifies you of any exceptions that might occur during processing and transfers you to the appropriate page so that you can decide how best to handle these conditions. These exceptions pages include: 

~Pay Cycle Errors page
~Lost Discount Alert page
~Discounts Denied page
~Withholding exception page
~Bank Replacement Exceptions page

In this topic we will review the payments selected in the Daily pay cycle, exclude a payment from the pay cycle and review Pay Cycle Exceptions.

Topic Objectives:
Upon completion of this topic, you will be able to:
- Navigate to the Pay Cycle Exceptions area of the Pay Cycle.
- Exclude an entire payment from the Pay Cycle.
- Determine whether a voucher should be included in the pay cycle so that the discount will not be lost.
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Procedure

In this topic we will review the payments selected in the Daily pay cycle, exclude a payment from the pay cycle and review Pay Cycle Exceptions.

	Step
	Action

	1. [bookmark: ID0x0000036C] 
	Click the Accounts Payable link.


	2. [bookmark: ID0x0000036D] 
	Click the Payments link.

	3. [bookmark: ID0x0000036E] 
	Click the Pay Cycle Processing link.

	4. [bookmark: ID0x0000036F] 
	Click the Pay Cycle Manager link.

	5. [bookmark: ID0x00000370] 
	Click the Look up Pay Cycle (Alt+5) button.


	6. [bookmark: ID0x00000371] 
	Click an entry in the Pay Cycle column.


	7. [bookmark: ID0x00000372] 
	Click the Search button.


	8. [bookmark: ID0x00000373] 
	DAILY pay cycle has 17 vouchers selected for payment.

Click the Details link.


	9. [bookmark: ID0x00000374] 
	Confirm that the correct Pay Cycle is reflected in your Pay Cycle Details and Click the Search button.


	10. [bookmark: ID0x00000375] 
	Click the View All link.


	11. [bookmark: ID0x00000376] 
	Voucher ID 00107094 is in dispute with the vendor and should not be paid at this time.

Click the Action list.


	12. [bookmark: ID0x00000377] 
	You can either Exclude or put the Voucher on Hold.

Click the Exclude list item.


	13. [bookmark: ID0x00000378] 
	Note: If you are running an Expense pay cycle and EX transactions have been selected for payment that need to be put on Hold or Excluded from the pay cycle, you will not have the option to place them on Hold or Exclude them from within the paycycle.

You will need to reset the pay cycle and have your EX Administrator that is responsible for staging payments to put the transaction on Hold within Expenses.

	14. [bookmark: ID0x00000379] 
	Click the vertical scrollbar.

	15. [bookmark: ID0x0000037A] 
	Click the Save button.


	16. [bookmark: ID0x0000037B] 
	Click the vertical scrollbar.

	17. [bookmark: ID0x0000037C] 
	Click the Pay Cycle Manager link.


	18. [bookmark: ID0x0000037D] 
	Note that Pay Cycle Exceptions exist since the Discount Lost link is active for this pay cycle.

	19. [bookmark: ID0x0000037E] 
	Click the Discount Lost link.


	20. [bookmark: ID0x0000037F] 
	Click the View All link.


	21. [bookmark: ID0x00000380] 
	Review the information to determine whether this voucher should be included in the pay cycle so that the discount will not be lost.

Click the Include button.


	22. [bookmark: ID0x00000381] 
	Click the vertical scrollbar.

	23. [bookmark: ID0x00000382] 
	Click the Include button.


	24. [bookmark: ID0x00000383] 
	Click the Save button.


	25. [bookmark: ID0x00000384] 
	Click the vertical scrollbar.

	26. [bookmark: ID0x00000385] 
	Now that you have reviewed payments selected and taken the appropriate actions for exceptions, you are ready to complete the pay cycle. 

Click the Pay Cycle Manager link.


	27. [bookmark: ID0x00000386] 
	Congratulations. You have just completed the Reviewing Pay Cycle Exceptions and Alerts topic. Below is a summary of the key concepts of this topic:

- The Pay Cycle Exceptions you may encounter are: Pay Cycle Errors page, Lost Discount Alert page, Discounts Denied page, Withholding exception page and Bank Replacement Exceptions page.
- Some of the actions you can perform are to place certain payments on hold, temporarily exclude some from the pay cycle, enforce separate payments for some, or review total payment amounts for the pay cycle.
- After reviewing Pay Cycle exceptions you can choose to Include or Exclude payments.
End of Procedure.
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