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AP.010.010 Adding and Updating AP User Preferences
[bookmark: pp_ref_BEFORECONCEPT][bookmark: _Toc31639924]Trigger:


Concept

Before you set up user preferences, you must set up user IDs for those who will define default codes and values. Once you’ve completed table setup and defined all default values, you use the User Preferences pages to define profiles for your PeopleSoft-system users.

After setting up user preferences, generate the User Preferences report (FIN0006) to display information that includes a listing of the preferences that you have defined for each user.

Topic Objectives:
Upon completion of this topic, you will be able to:
- Be familiar with the various options available to Payables users.
- Know the values to be populated on this page to set specific parameters by user for processing Payables transactions.
- Discuss the rationale for limiting access and dollar amounts for specific users.



	Assumptions

	




	Dependencies/Constraints

	



Additional Information




Procedure

In this topic you will update User Preferences for DWOODDELL. You will select the Payables specific items to establish parameters for them to process transactions in Payables. 

	Step
	Action

	1. [bookmark: ID0x00000166] 
	Click the vertical scrollbar.

	2. [bookmark: ID0x00000167] 
	Click the Set Up Financials/Supply Chain link.


	3. [bookmark: ID0x00000168] 
	Click the Common Definitions link.

	4. [bookmark: ID0x00000169] 
	Click the vertical scrollbar.

	5. [bookmark: ID0x0000016A] 
	Click the User Preferences link.


	6. [bookmark: ID0x0000016B] 
	Click the Define User Preferences link.

	7. [bookmark: ID0x0000016C] 
	Click the Search button.


	8. [bookmark: ID0x0000016D] 
	Click the Overall Preference link.


	9. [bookmark: ID0x0000016E] 
	Click in the Name field.


	10. [bookmark: ID0x0000016F] 
	Enter "Donna Wooddell" in the Name field. 

	11. [bookmark: ID0x00000170] 
	Click the Look up Business Unit (Alt+5) button.


	12. [bookmark: ID0x00000171] 
	Click an entry in the Business Unit column.


	13. [bookmark: ID0x00000172] 
	The Display Debit/Credit Amounts in Subsytems check box will show both the user entered voucher line and the system generated offset if selected.

This option is typically not selected by most subsystem users.

	14. [bookmark: ID0x00000173] 
	Click the Save button.


	15. [bookmark: ID0x00000174] 
	Click the User Preferences tab.


	16. [bookmark: ID0x00000175] 
	Click the Process Group link.


	17. [bookmark: ID0x00000176] 
	Process Groups are shared by AR and AP and allow you to perform on-demand processing.

	18. [bookmark: ID0x00000177] 
	Process Groups can be copied from another existing user.
Click in the Copy From User ID field.


	19. [bookmark: ID0x00000178] 
	Enter "CASBELL" in the Copy From User ID field. 

	20. [bookmark: ID0x00000179] 
	Click the Copy button.


	21. [bookmark: ID0x0000017A] 
	If your institution does not use PeopleSoft AR, you may wish to delete the AR process groups for the user.
Click the Delete row 1 (Alt+8) button.


	22. [bookmark: ID0x0000017B] 
	Click the OK button.


	23. [bookmark: ID0x0000017C] 
	Click the vertical scrollbar.

Continue deleting the AR process groups if not applicable for the user.

	24. [bookmark: ID0x0000017D] 
	Click the Save button.


	25. [bookmark: ID0x0000017E] 
	Click the User Preferences tab.


	26. [bookmark: ID0x0000017F] 
	Click the Paycycle link.


	27. [bookmark: ID0x00000180] 
	The Server Name you select here will default into Pay Cycle Manager. If no Server Name is selected, the Server will have to be selected each time the pay cycle is run.
Click the Look up Server (Alt+5) button.


	28. [bookmark: ID0x00000181] 
	Click an entry in the Server Name column.


	29. [bookmark: ID0x00000182] 
	Click the Save button.


	30. [bookmark: ID0x00000183] 
	Click the User Preferences tab.


	31. [bookmark: ID0x00000184] 
	Click the Procurement link.


	32. [bookmark: ID0x00000185] 
	Click the Payables Online Vouchering link.


	33. [bookmark: ID0x00000186] 
	Click the Look up Origin (Alt+5) button.


	34. [bookmark: ID0x00000187] 
	Click an entry in the Origin column.


	35. [bookmark: ID0x00000188] 
	Click the Security for Voucher Styles link.


	36. [bookmark: ID0x00000189] 
	Per v8.9 AP Fit/Gap decisions, the following Voucher Styles may be used by USG Institutions:

- Regular Voucher
- Adjustment Voucher
- Template Voucher
- Single Payment Voucher

	37. [bookmark: ID0x0000018A] 
	Click the Allow Single Payment Voucher checkbox.

You may wish for this voucher style to be limited to specific users.


	38. [bookmark: ID0x0000018B] 
	Click the OK button.


	39. [bookmark: ID0x0000018C] 
	Click the Override Accounting Date Edit checkbox.

You may wish to control who has the ability to override voucher accounting dates.


	40. [bookmark: ID0x0000018D] 
	Select to enable the user to post approved vouchers.

Click the Post Vouchers checkbox.


	41. [bookmark: ID0x0000018E] 
	Select to enable the user to schedule payments manually, overriding the system's automatic payment scheduling.

Click the Manually Schedule Payments checkbox.


	42. [bookmark: ID0x0000018F] 
	Select to enable the user to override the match status of a voucher. If the voucher requires matching, the user has the authority to change the voucher match status to Not Applicable.

In addition, if the Matching process has been run but the process encountered match exceptions or errors, the user can override the match exceptions.

Click the Authority to Override Match checkbox.


	43. [bookmark: ID0x00000190] 
	The Record Payment option enables the user to record manual payments for a voucher.

Note: You must also select the Manually Schedule Payments option to be able to record payments for a voucher.

	44. [bookmark: ID0x00000191] 
	Click the Req. Valid Chart Field Combo's checkbox.


	45. [bookmark: ID0x00000192] 
	Click the Require Balanced Invoice checkbox.


	46. [bookmark: ID0x00000193] 
	Click the OK button.


	47. [bookmark: ID0x00000194] 
	Click the Save button.


	48. [bookmark: ID0x00000195] 
	Click the Vendor Processing Authority link.


	49. [bookmark: ID0x00000196] 
	You should be sure to grant vendor authority for AP users per your institutions internal control policies.
Click the Authority to Enter checkbox.


	50. [bookmark: ID0x00000197] 
	Click the Authority to Approve checkbox.


	51. [bookmark: ID0x00000198] 
	Click the Authority to Inactivate checkbox.


	52. [bookmark: ID0x00000199] 
	Click the OK button.


	53. [bookmark: ID0x0000019A] 
	Click the Save button.


	54. [bookmark: ID0x0000019B] 
	Click the Doc Tolerance Authorizations link.


	55. [bookmark: ID0x0000019C] 
	Click the Override Voucher to Purchase Order Exceptions checkbox.


	56. [bookmark: ID0x0000019D] 
	Click the OK button.


	57. [bookmark: ID0x0000019E] 
	Click the Save button.


	58. [bookmark: ID0x0000019F] 
	Click the Contract Process link.


	59. [bookmark: ID0x000001A0] 
	Click the Approve Contracts checkbox.

Select all applicable contract options for the user.


	60. [bookmark: ID0x000001A1] 
	Click the Cancel Contract checkbox.


	61. [bookmark: ID0x000001A2] 
	Click the OK button.


	62. [bookmark: ID0x000001A3] 
	Click the Save button.


	63. [bookmark: ID0x000001A4] 
	Congratulations. You have just completed the Adding and Updating AP User Preferences topic. Below is a summary of the key concepts of this topic:

- Process Groups can be copied from another existing user.
- You can select a Server Name to default into Pay Cycle Manager. If no Server Name is selected, the Server will have to be selected each time the pay cycle is run.
- Certain voucher styles may need to be limited to specific users.
End of Procedure.
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