Create a Payment Batch

Scope

The process for generating the necessary treasury disbursement filesis
composed of the following activities in the SFA FM S application:

Create a Payment Batch
Modify a Payment Batch, as needed
Format a Payment Batch
Cancel a Payment Batch, as needed
Confirm a Payment Batch
Transfer Treasury Disbursement Fileto FTP site.
System References
N/A
Policy
N/A
Responsibility
SFA CFO (Program) Payment Manager
Distribution
N/A
Owner ship

N/A
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Activity Preface

The process for generating the necessary treasury disbursement filesis
composed of the following activities in the SFA FM S application. To
access other procedures in this ligt, click on the link(s) below:

Create a Payment Batch [ PROAOOQO3]

Modify a Payment Batch [ PROA0004]

Format a Payment Batch [ PROAQOOO5]

Cancdl a Payment Batch [ PROAO0OS]

Confirm a Payment Batch [ PROAO0Q6]

Transfer Treasury Disbursement Fileto FTP Ste [ PROAQ0Q7]

Create a Payment Batch-SFA CFO (Program)
Payment M anager

The CFO Accounting Division, using the SFA CFO (Program) Payment
Manager responsibility, must define the criteria for the approved invoices
that they want to pay in a particular payment batch, including the Pay
Group, Payment Method and Pay Through Date. To ensure that all
approved invoices are selected, a separate payment batch must be created
for each payment method: Electronic and Manual Check, for each
program. Once the payment batch criteria have been defined, SFA FMS
selects the approved invoices that meet the criteria and builds the payment
batch.
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E%Na?igatm - 5FA CFO General Ledger Superlser

Action  Editt duery Go Eolder

Functions

Inguiny:

Inguire on balances and journ

Journals

Budgets

Inquiry

CENTRA

Currency
Consolidation
Reports

Setup

Other

SFA Splitter Mapping

+
+
+
+
+
+
+
+
+

Swite zihility...
Change Password
Sign COn Again
Expand

Collapse

Expand Branch
Expand All
Collapse All

Hemove

Close Other Forms

1. From the “Navigator” window, select Switch Responsibility from the
Special menu. The “Responsibilities” window appears.
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Eéf’i Responsihilities

Find|SFA % |

[Responsibility |1«

SEA AP Inguiny

SFA CFO FRP Accounting Superllser

| BFA CFO Federal Administrator L'}

SFA CFO General Ledoer Superllser

| SFA CFO Payahles Operations

| 5FA CFO Payables Superllser

@—» | SFA CFO Payments Manager

| 5FA CFO Receivahles Superl)ser

SFA CFO System Administrator

SFA Chanoef/Request

|SFA ED CFO General Ledger Super Lser

SFA FFELGA General Ledger

| SFA FFELGA Fayvabkles

| SFA FP Annual Inguine

| SFAFP GA Manager

| SFAFF Inguine

SFA Financial Pafner Annual =
b

|
Find ] 0] Cancell

2. Click the SFA CFO (Program) PAYMENT MANAGER
responsibility and click the OK button. The “Navigator- SFA CFO
Payment Manager” window appears.
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Egj"avigalm - 5FA CFO Payments Manager
Action Editt @uery Goo Folder Special  Help

Functions

Payments:Entry:Payment Batches

Maintain Payment Batches

- Entry
Payment Batches
Payments
+ Inquiry
Invalid GL Accounts
+ Invoices Inquiry
+ Other
Add Remove

Close Other Forms

3. Double-click Payments. The Payments sub-menu appears.
4. Double-click Entry. The Entry sub- menu appears.

5. Click Payment Batches and click the Open button. The “Payment
Batches (SFA FMS)” window gppears.

\Recan 14 | Listof Waluss |
L.‘-:: Papment Balche: [RRA FMS)
Ation EdE Quary G0 Foldgr Bpaclal Help
i
Batch Mlarne Tamplate  Paymart Diata Statug Pay Group
D= a0 s [funstaried '
[
i
o
[
=T 1!
T 2
Artions... 1 Copy T, 1 | | Pinrme: I
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6. Typeafew characters as a placeholder in the Batch Name field. SFA
FMS will update the Batch Name with an automatically generated
batch name once the document type is selected.

7. Tabtothe Payment Date field and verify the date. SFA FMS
automatically defaults the Payment Date to today’ s date but it can be
changed; however, the date will need to be within an open accounting

period. Thisisthe date that will print on the payment or remittance
advice.

8. Tabtothe Pay Group field and click the List of Valuesicon to view
alist of valid values for the Pay Group field.

Eg?,Pay Groups
Find]% |
|F'ay_Gmup iDescription ]
CBS Pay group Campus Based Pay Group
(DLO Pay Group Direct Loan Qrigination Pay Group
| DLS Pay Group Direct Loan Servicing Pay Group
FFELIDCS Pay Group FFEL/DCS Pay Group
@_» | GA Pay Group Guaranty Agency Pay Group
LC Pay Group Direct Loan Consolidation Pay Group
| LEAP Fay Group LEARPISLEAP Pay Group
| PELL Pay Group PELL Pay Group
21| 2
Find J Ok | Cancel]
A

©

9. Click the appropriate value and click the OK button. The “Payment

Batches (SFA FMS)” window appears with the Pay Group field
popul ated.

FYI1. Thelist of pay groups may change over time.
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E T nlhan

Recaid. 141 Listorvalues |

E:;'i_ll.lllll::ll‘r Baliches [SFA FWS|

Arlon: Eof - Query Go FEolder Dpeclal Halp o Q
=

Fay Groug || Eank Accout Diacurient Fayrasrd hethod Felarance
_:.! GA Pay Group Main Dishursemeant 4| ) |

|

Ll

Bctioms... 1 J Copy To... 1 I | Haymndis I

10. Tabto the Bank Account field. SFA FMS will default to MAIN
DISBURSEMENT ACCOUNT.

11. Tabto the Document field and click the List of Valuesicon to view a
list of valid values for the Document field.

El'hu'llrr!p': Names
Finde |
Documert Hame ki Llga By Digburseiman Tape "'?Pgr]'-enl etfiod =
Foambsbleredefine Comiputer Generaled Elecimnic
OGS Elacironic Doc Compuler Generalad Elecionic
ElscAranic D aripi il Elzdra
08 Wanisd Creke Do Gampuler Daneralad Ghack
QP Elai monk: Do Carpater Denecatal Eleliaiie
il [+
Find Cancel

12. Click the desired document type and click the OK button. A “Note”

window will appear indicating that Payables is reserving the payment
document.

FYI1. SFA FMS permits only one Document type in a Payment Batch.
Therefore, a separate payment batch must be created for each document
type to ensure that all approved invoices are selected for payment.
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Additionally, SFA FMS only permits each document type to be used in
one payment batch at atime. The document typeis not released or
unreserved until the payment batch is either cancelled or confirmed.

E’,ﬂ'ﬂute

i APP-10027: Payabhles is reserving
the payment document...

©

13. Click the OK button on the “Note” window. A “Note” window
appears indicating the batch name has been automatically updated to a
name that meets the SFA nomenclature.

FYI1: Following the protocol set by the Department of Education CFO,
the SFA Payment Batch nomenclature is:

For electronic document types. FL### where FL indicates the FFEL
program and ### is an automatically generated sequential number.

For manual check document types. FLED### where FL indicates the
FFEL program, ED indicates that the payment method is manual check,
and ### is an automatically generated sequential number.

The exact nomenclature will vary by program.

Eg,ihlute

/=" Please notice that the Payment Batch name has
been updated to FLO376. This change reflects
the SFA FMS nomenclature.

14. Click the OK button. The “Payment Batches (SFA FMS) window
appears with the Payment M ethod field popul ated.
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FoR Faymand Balihes [SFA FMS)
fcion: Edn Cuery Go Falder Special Help

J
—
Cocurmer Paymen Method Reference Mexl SLEp

- G Flectronic Doc Eleciromic |.!|.ulrrgelect

4l —|

Actions.. 1 | Copy Ta... 1 | | Haymments I

15. Tabto the Pay Through Date field and verify the date. SFA FMS
will select approved invoices to include in the payment batch based
on thisdate. Approved invoices with a due date on or before this date
that also meet the other criteriawill be selected.

= 3
Rl sl o]0 slAl?]
[Recard: 1/1 ] List ofvalues | | |
Bl ot Quen 06 Foide  foedal el
1] e PAYMENT BATCH SERBER
drk Py B Eah Exviund Dixcurvind Pagirent thal Fen Theough Date: Taasgactin Cuds |
L.Hlmﬂ G Pay Lroap Mals Disbursamerd A JELECTHORK Elecdrenic 2708 C I A
|
= ]
a — &

g1 Coony T 1 || Tapnid

16. Click the Save icon on the Toolbar to save the Payment Batch.

17. Click the Actions button. The “Payment Batch Actions’ window
appears.
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[£: Payment Batch Actions
Action Edit CGueny Go o Folder Sgecisl Help

v Select Invoices
o [v Build Payments
[ Fiodify Bayment Bateh.
EF'rint Prelirinary Register Printer |TEST2 |

[ Print ARFAP Preliminary MNetting Re
Printer | |

[ Run AR/AP Final Netting Report

[ Format Payments Jragram
| Bkt Ty Printer | |
[ Confirm Payment Batch...

Frogram Build Payments Program

[ Greata Fasitive Fay File.

[l Eint Enall Reaister

Printer

[yt 00 T L P
ErRD memiitance Sovice

Fragram

Cancel ‘ 0K

©

18. Confirm that the check boxes next to Select | nvoices and Build
Payments are checked.

19. Click the check box corresponding to Print Preliminary Register
and verify that the correct printer is identified.

20. Click the OK button. A “Caution” window appears to confirm that
you want to select invoices for the payment batch.
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E\Eﬁ Caution

APP-10325: Select invoices for 1
payment batchies)?

21. Click the OK button on the “Caution” window. A “Note’ window

appears to indicate Payables submitted the payment batch request to
select invoices and identifies the request number.

[2 Note
i APP-10093: Payables submitted your payment
batch request to Select Invoices. The

request number is 10219.

Check the status in the "Concurrent Requests
Summany™.

22. Click the OK button on the “Note” window. A “Note” window
appears to indicate Payables submitted the payment batch request to
build the payment batch and identifies the request number.

Eﬁﬂute

\ig APP-10094: Payahles submitted your payment

batch request to Build Payments. The request
number is 10221.

Check the status in the "Concurrent Requests

Summary™.
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23. Click the OK button on the “Note” window. A “Note” window
appears to indicate that Payables submitted the payment batch request
to print the Preliminary Register and identifies the request number.

Eﬁﬂute
=" APP-10095: Payables submitted your payment
batch request to print the Preliminary

Register. The request number is 10222,

Check the status in the "Concurrent Requests
Summary™.

24. Click the OK button. The “Payment Batches (SFA FMS)” window
appears.

BB Favment Batches [SFA FW5]
Affion Edn Querr Go Epldar Special Help
=
J Balch Mame Template Payment Dale Status: Pay Groug
__-_§|.;mm? r FETITIET ] [[linstarted GA Pay Group
= |
r
] =
] w
-—‘-—_ [
I +l
Brtimms... 1 ] Copy To... 1 J | oy s I

FY1: SFA FMSwill now automatically select the approved invoices that
meet the criteria defined in the payment batch (e.g. Payment Method, Pay
Group, Pay Through Date, and Transaction Code) and build the payment
batch. Once complete, you may modify the payment batch to add or
remove invoices from the payment batch as needed.

25. Repeat the Create Payment Batch steps 6-24 to create a payment
batch for the other document types. Thiswill ensure that all of the
invoices approved for payment are processed in a payment batch.
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EI“.J!_lnurr Balches [SFA FE5E]

Aclion  Ecit Quer Go Folder dpecial [EEE

-~

= INindow Help
Eatch flama Te  CaracleApplcations Livany 1 Pay Gmoup
;!iglll.ﬂ pep R arted GA Pay Group
Dieplay Calabhage Emor
Tonis k

Aboit This Racont
| About Oracle Applications
I el
LT I— 13|
Actione.. 1 | Copy Toe 1 | | Fiehriie |

26. To confirm that the select and build processes are completed
successfully, select View My Requests from the Help menu. The
“Find Requests’ window appears.

Ega Find Requests [_ O] =} @

Action Edit Query Go Folder Special Help

My Completed Reguests
" My Reguests In Progress

@—Vﬂ

" Specific Request

Request ID

Marne

Date Submitted

Date Completed

Status -
Phase -
Requestar |

¥ Include Request Set Stages in Query
Order By |Request 1D |j

Submit a New Request... Clear | Find I |

27. Veify that the All My Requests option is selected and click the Find
button. The “Requests’ window appears.
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FYI:

28.

29.

30.

-

E2 Requests
Action Edit Query ©Go Folder Special Help
Refresh Data | Find Requests Submit a New Request... |
Request 1D Farent
& Mare Phase Status Parameters
10222  Preliminary Payment Rey Completed Warning FLO376
M10221  Build Payments Completed Normal P_USER_ID="1246", P_LOGIN_ID="
0220 | Check for Economically B Completed Normal FLO376
10219 AutoSelect Completed Normal P_PAYMENT_BATCH="FLO376", P_|
_1l]2l]9 Confirm Payment Batch Completed Normal FLO375, 16-HOV0D, 1246, 58
[T10z202 Confirm Payment Batch Completed Cancelled FLO375, 16-NOV 00, 1246, 58
10201 Confirm Payment Batch Completed Cancelled FLO375, 16-NOV 00, 1246, 58
Mo104 Posting Completed Normal 1, 50133, 1064
71I][IT1 Journal Import Completed Normal 2208,1,M,,, M, N
10070 Payables Open Interface Completed Normal Form 2000, 339, FFEL725M032000, ,
Hold Request | View Details... | View Qutput 4—‘—
Lancel Request | Diaghostics | View Log... |

The requests initiated by the Create Payment Batch procedures are:
Auto Select
Check for Economically Beneficial Discount
Build Payments
Preliminary Payment Register

Click the Refresh Data button to update the information on this
window. Thiswindow displays the Phase and Status of your report
request. The Phasesare: Pending, Running, and Completed. The
Statuses are: Normal, Error and Warning. 'Y ou may need to click the
Refresh Data button multiple times until the request is completed.

-OR-

While the data is being refreshed, you can minimize the “ Requests’
window and open the “Navigator” window to work on other tasks. In
order to check on the progress of your requests, maximize the
“Requests” window to view the Phase and Status.

For a confirmation report that the build was conpleted successfully,
click the row for the Build Payments request and click the View
Output button.
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E"iﬂepoll: request ID - 10221

Action  Edit Guen Go 2t Special Help

Font Size 1|]

Build has completed.

Go To... ‘ I= First | < Previous | | Hext = Last =l |

31. Review the report output for any errors.

32. Click the X button to close the “Report” window. The “Requests’
window appears.

28 Requests

Action Edit Query Go Special Help
Refresh Data | Find Requests Submit a New Request... |
Reguest ID Parent
5 | Mame | Phase Statug Parameters
3 - ﬁ22 Preliminary Pay I Rey Completed Warning FLO376
10221 Build Payments Completed Normal P_USER_ID="1246", P_LOGIN_ID=""
10220 [ Check for Economically B Completed Normal FLO376
110219 AutoSelect Completed Normal P_PAYMENT_BATCH="FL0376", P_|
_1l]2l]9 Confirm Payment Batch Completed Normal FLO37%, 16-NOV 00, 1246, 58
[T10202 Confirm Payment Batch Completed Cancelled FLO375, 16-NOV 00, 1246, 58
M10201 Confirm Payment Batch Completed Cancelled FLO375, 16-NOV 00, 1246, 58
10104 Posting Completed Normal 1, 50133, 1064
71I][I?1 Journal Import Completed Normal 2208,1,MH,,.N,N
j_ﬂ]l]?l] Payahles Open Interface Completed Normal Form 2000, 339, FFEL725M032000, ,
Hold Reguest | View Details... ‘ View Output ‘-‘—@
Lancel Reguest | Diaghostics ‘ View Log... |

33. Toreview the selected invoices in the Preliminary Payment Register,
click the row for the Preliminary Payment Register request and
click the View Output button. The report displays the selected
invoices sorted by supplier.
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Egﬂepoll: request I1D - 10222
Action  Edit Guery Go Fofder
Page 1

Font Size
Preliminary Payment Register
SFL FM3 Books
November 16, zZ000 16:37
MName: FLO376 Bank
Payment Document: ELECTRONIC Payme
Docuwwent Order: Supplier Name Hax imun
Maximum Payment: Minimum
Payment Method: Electronic Pay Only T
Pay Through Date: 16-NOV-00 Zero Payments
Bank Account Currency: U3D Zero Invoices
Payment Batch Currency: USD Pz
-
ﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁ T i o L.
4 | 3
Go To... ‘ I First | < Previous | | HNext > | Last =| ‘

34. To print the Preliminary Payment Register, select Copy File from the
Special menu. The report is copied into your Internet browser and
can be printed using the print command of the Internet browser.

35. Once the report prints, close the Internet browser window displaying
the report.

36. Click the X button to close the “Report” window. The “Requests’
window appears.

37. Click the X button to close the “Requests’ window. The “Find
Requests’ window appears.

38. Click the X button to close the “Find Requests’ window. The
“Payment Batches (SFA FMS)” window appears.

39. Click the X button to close the “Payment Batches (SFA FMS)”
window. The “Navigator” window appears.

End of activity.
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@

—

Create a Payment

Create a Payment
Batch-SFA CFO
(Program)
Payment Mgr

— From “Navigator”
window, select

Switch

Responsibility from
Special menu.
“Responsibilities”
window appears. (1)
Click SFA CFO
(Program) PAYMENT
MANAGER
responsibility &

click OK button.
“Navigator- SFA CFO
Payment Manager”
window appears. (2)
Double-click
Payments. Payments
sub-menu appears.

3)

Double-click Entry.
Entry sub-menu
appears. (4)

Click Payment
Batches & click Open
button. “Payment
Batches (SFA FMS)”
window appears. (5)
Type a few
characters as a
placeholder in Batch
Name field. SFA FMS
will update Batch
Name with an
automatically
generated batch name
once document type
is selected. (6)

Tab to Payment Date
field & verify date.
SFA FMS
automatically
defaults Payment
Date to today’s date
but it can be
changed; however,
date will need to be
within an open
accounting period.
This is date that

will print on

payment or
remittance advice.
@)

Tab to Pay Group
field & click List

of Values icon to
view a list of valid
values for Pay Group
field. (8)

Click appropriate
value & click OK
button. “Payment
Batches (SFA FMS)”
window appears with
Pay Group field
populated. (9)

Batch-SFA CFO
(Program)
Payment Mgr

— Tab to Bank Account
field. SFA FMS will
default to MAIN
DISBURSEMENT
ACCOUNT. (10)

— Tab to Document
field & click List
of Values icon to
view a list of valid
values for Document
field. (11)

— Click desired
document type &
click OK button. A
“Note” window will
appear indicating
that Payables is
reserving payment
document. (12)

— Click OK button on
“Note” window. A
“Note” window
appears indicating
batch name has been
automatically
updated to a name
that meets SFA
nomenclature. (13)

— Click OK button.
“Payment Batches
(SFA FMS) window
appears with Payment
Method field
populated. (14)

— Tab to Pay Through
Date field & verify
date. SFA FMS will
select approved
invoices to include
in payment batch
based on this date.
Approved invoices
with a due date on
or before this date
that also meet other
criteria will be
selected. (15)

— Click Save icon on
Toolbar to save
Payment Batch. (16)

— Click Actions
button. “Payment
Batch Actions”
window appears. (17)

— Confirm that check
boxes next to Select
Invoices & Build
Payments checked.
(18)

— Click check box
corresponding to
Print Preliminary
Register & verify
that correct printer
is identified. (19)

—

Create a Payment
Batch-SFA CFO
(Program)
Payment Mgr

I

I

— Click OK button. A

“Caution” window
appears to confirm
that you want to
select invoices for
payment batch. (20)
Click OK button on
“Caution” window. A
“Note” window
appears to indicate
Payables submitted
payment batch
request to select
invoices &
identifies request
number. (21)

Click OK button on
“Note” window. A
“Note” window
appears to indicate
Payables submitted
payment batch
request to build
payment batch &
identifies request
number. (22)

Click OK button on
“Note” window. A
“Note” window
appears to indicate
that Payables
submitted payment
batch request to
print Preliminary
Register &
identifies request
number. (23)

Click OK button.
“Payment Batches
(SFA FMS)” window
appears. (24)
Repeat Create
Payment Batch steps
6-24 to create a
payment batch for
other document
types. This will
ensure that all of
invoices approved
for payment
processed in a
payment batch. (25)
To confirm that
select & build
processes completed
successfully, select
View My Requests
from Help menu.
“Find Requests”
window appears. (26)
Verify that All My
Requests option is
selected & click
Find button.
“Requests” window
appears. (27)

¥

Create a Payment Batch
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—

Create a Payment
Batch-SFA CFO
(Program)
Payment Mgr

— Click Refresh Data

button to update

info on this window.
This window displays
Phase & Status of
your report request.
Phases : Pending,
Running, &
Completed. Statuses
: Normal, Error &
Warning. You may
need to click
Refresh Data button
multiple times until
request is
completed. (28)
While data is being
refreshed, you can
minimize “Requests”
window & open
“Navigator” window
to work on other
tasks. In order to
check on progress of
your requests,
maximize “Requests”
window to view Phase
& Status. (29)

For a confirmation
report that build

was completed
successfully, click
row for Build
Payments request &
click View Output
button. (30)

Review report output
for any errors. (31)
Click X button to
close “Report”
window. “Requests”
window appears. (32)
To review selected
invoices in
Preliminary Payment
Register, click row
for Preliminary
Payment Register
request & click View
Output button.

report displays
selected invoices
sorted by supplier.
(33)

To print Preliminary
Payment Register,
select Copy File
from Special menu.
report is copied

into your internet
browser & can be
printed using print
command of internet
browser. (34)

Once report prints,
close internet
browser window
displaying report.
(35

Create a Payment
Batch-SFA CFO
(Program)
Payment Mgr

— Click X button to

close “Report”
window. “Requests”
window appears. (36)
Click X button to
close “Requests”
window. “Find
Requests” window
appears. (37)

Click X button to
close “Find
Requests” window.
“Payment Batches
(SFA FMS)” window
appears. (38)

Click X button to
close “Payment
Batches (SFA FMS)”
window. “Navigator”
window appears. (39)

L

@
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