Cancel 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]

Cancel a Payment Batch

Confirm a Payment Batch [ PROAO0Q6]

Transfer Treasury Disbursement Fileto FTP Ste [ PROAQ0Q7]

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

The SFA CFO Accounting Division can cancel a payment batch that has
been created or formatted as long as it has not been confirmed. When a
payment batch is cancelled, SFA FM S updates the status of each invoice
selected in the batch to Unpaid. In addition, canceling a payment batch
makes the payment batch’s payment document type available for another
use.
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E%—_%Navigalm - SFA CFO Payments Manager
Action  Edit Query Goo Folder Special Help
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Payments:Entry:Payment Batches

Maintain Payment Batches

Qe O

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

Close Other Forms

1. From the “Navigator” window, double-click Payments. The
Payments sub- menu appears.

2. Double-click Entry. The Entry sub- menu appears.

3. Click Payment Batches and click the Open button. The “Payment
Batches (SFA FMS)” window appears.
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4. Select Enter from the Query menu to search for the batch to be
confirmed. The fields on the “Payment Batches (SFA FMS)” window
are cleared.
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5. Tabto the Payment Date field and type the desired date of the
payment batch that you wish to find. To narrow your search, type the
first few letters of the batch name and a percent sign (e.g., FL%) in
the Batch Name field.

6. Seect Run from the Query menu. The batches that match your
search criteriawill appear in the “Payment Batches (SFA FMYS)”
window.
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7. From the “Payment Batches (SFA FMYS)” window, click the Actions
button. The “Payment Batch Actions’ window appears. The
checkbox next to Confirm Payment Batch will automatically be
checked.
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E%-_:‘; Payment Batch Actions
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8. Un-click the checkbox corresponding to Confirm Payment Batch.

9. Click the checkbox corresponding to Cancel Payment Batch and
click the OK button. A “Caution” window appears to verify that you
want to cancel one payment batch.

[E3 Caution
APP-10333: Cancel 1 payment
batchies)?

Cancel okt—( 0 )

10. Click the OK button A “Note” window appears indicating that the
reguest to cancel the payment batch was submitted.
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Eﬁf’,ﬂ'ﬂute

=" APP-10100: Payables submitted your payment
batch request to Cancel Payment Batch. The
request number is 11335,

Check the status in the "Concurrent Requests
Summarny™.

11. Click the OK button. A “Note” window appears indicating that the
request to cancel the payment batch was submitted.

FYI1: Therequest initiated by the Cancel Payment Batch action is:

Confirm Payment Batch

E‘—‘i F apment Babches [5FA FES]

Aetion  Edil Gen Gp Eolder Speckd RN
Q VAR Hik) L
Batch Hars T iha e e e 8 Py Group

;! alv Hebeem el Gt Fay Growp
Diapigy Datanase Emoe.
Tanlg b

§ 12

Abaut This Recoed

— Ahou Oracie Applcatons.

1 | |
Actions... 1 | Copy To... 1 I | ey m s I

12. For confirmation that the payment batch was cancelled successfully,
select View Requests from the Help menu. Y ou may need to click
the Refresh Status button multiple times until the Confirm Payment
Batch request is completed. The Status field will update to Canceling
and Cancelled.

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

End of activity.
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Cancel a Payment
Batch-SFA CFO
(Program)
Payment Mgr

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

— From “Navigator”
window, double-click
Payments. Payments
sub-menu appears.

@ _
Double-click Entry.
Entry sub-menu
appears. (2)

Click Payment
Batches & click Open
button. “Payment
Batches (SFA FMS)”
window appears. (3)
Select Enter from
Query menu to search
for batch to be
confirmed. fields on
“Payment Batches
(SFA FMS)” window
cleared. (4)

Tab to Payment Date
field & type desired
date of payment
batch that you wish
to find. To narrow
your search, type
first few letters of
batch name & a
percent sign (e.g.,
FL%) in Batch Name
field. (5)

Select Run from
Query menu. batches
that match your
search criteria will
appear in “Payment
Batches (SFA FMS)”
window. (6)

From “Payment
Batches (SFA FMS)”
window, click
Actions button.
“Payment Batch
Actions” window
appears. checkbox
next to Confirm
Payment Batch will
automatically be
checked. (7)
Un-click checkbox
corresponding to
Confirm Payment
Batch. (8)

Click checkbox
corresponding to
Cancel Payment Batch
& click OK button. A
“Caution” window
appears to verify
that you want to
cancel one payment
batch. (9)

Click OK button. A
“Note” window
appears indicating
that request to
cancel payment batch
was submitted. (10)

— Click OK button. A

“Note” window
appears indicating
that request to
cancel payment batch
was submitted. (11)
For confirmation
that payment batch
was cancelled
successfully, select
View Requests from
Help menu. You may
need to click
Refresh Status
button multiple

times until Confirm
Payment Batch
request is
completed. Status
field will update to
Canceling &
Cancelled. (12)

Click X button to
close “Payment Batch
(SFA FMS)” window.
“Navigator” window
appears. (13)
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