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State of Idaho Payment Services
Office of the State Controller
Division of Statewide Accounting

PAYMENT SERVICES USER MANUAL

APPROVING INVOICE PAYMENTS

INTRODUCTION

Approving invoices can be done either on the Approval or the Multi Proc screen, so the
specific steps to approve invoices depend on the business processes of the individual
agency. The agency’s Payment Services administrator assigns users to the approval levels
and also defines the number of and names of approval levels. Invoices must have fiscal
coding/cost distribution saved and completed before they can be approved.

Final approvers can also set the date that the invoice payment is sent from Payment
Services to STARS, as well as the date (the ‘effective date’) that the invoice payment will
process in STARS. Otherwise, invoices approved at the final level by 6:30 PM MST of
the business day will be sent to STARS that night. Invoices released after that time will
be sent at the end of the next business day.

APPROVAL RESTRICTIONS AND APPROVALS BY DETAIL LINE

If a line item is coded with a PCA or Index that has not been assigned to you, a stop

symbol ® will appear when you mouse over the check box. Your Payment Services
administrator can restrict specific PCAs or Indexes to certain people for approving
invoices (so that those people can only approve invoice line items that have been coded
with those specific PCAs or Indexes). Your administrator can also apply detail line
approval to specific approval levels:

e Restricted PCA/Index approval has an effect in Payment Services only if your
administrator has enabled approvals by detail line.

e Your administrator might enable detail line approval on some approval levels but
not on others.

The steps in this document apply to the following conditions:

Administrator has assigned Administrator has enabled
PCA/Index approval? approval by detail line?
Yes No

No Yes

No No

See the Approving Invoices with Restricted Approval Rules document for more
information.
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State of Idaho Payment Services
Office of the State Controller
Division of Statewide Accounting

BATCH NUMBERS

If your agency records or tracks batch numbers, the “Today’s Batch Number” is
displayed at the top of the Payment Services page. When invoice payments are approved
and released from Payment Services, they will be automatically assigned this batch
number.

Figure 1 - Batch number

STATE OF

Payment Services - Invoice A ] I
957 Health District V¥ Today's Batch #: 668 ' D O

PmtSvcs Menu Applications Logoff

OPEN THE APPROVAL SCREEN

1. Open the Approval screen one of two ways:

a. Save and complete the cost distribution on the Distribute screen, and then
click the Approval tab.

b. Locate and select an invoice on the Status screen. (If you search by Group
name, the group must have active invoices associated with it, to be available
from the Group drop down menu.)

The status of the invoice will indicate that next approval level needed.

Figure 2 - Status screen

Atch Vendor Nami Invoice ¥ Total Amount Invoice Datg PmiReqlate Status
ALBION TELEPHONE COMPANY 301 CEDAR AVE 5125.61 03/01/2015 03/06/2015

CITY OF DRIGGS B20 VALLEY CEM 5196.40 02/28/2015
CITY OF RIGBY 380 COMMUNITY 5327.00 02/26/2015
CITY OF ST ANTHONY 455 IND W S118.71 02/24/2015

2. Click Select next to a document with a Status of Awaiting Approval Level to open
a document in the Approval screen.

= The Approval Level name will be set up by your agency’s Payment Services
administrator.

= If you do not have appropriate permissions to open a document, a message will
be displayed stating so (it could be that your administrator has restricted your
approvals by PCA or Index). See the Approving Invoices with Restricted
Approval Rules document for more information.
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State of Idaho

Office of the State Controller
Division of Statewide Accounting

APPROVE INVOICE PAYMENTS

1. Review the invoice (invoice number, payment date, vendor and vendor number,
amount/distributed amount, etc.) as well as the fiscal coding.

Status Vinvoice

nvoice # _*|
288385

Inveice Date
02r24/2015

FPO#

status Awaiting Bureau

Total Amt
Distributed Amt

510000 | Inv Desc MAMEPLATE

Y AttachmentsY Distribute Y Approval

Fayment Date Account #
030312015
Group CHRIS

510,00 | Comments

CheckAll

History | Appr | TC R

Approve Bureau

Ref Do

Index Title | PCA Title } Exp Sub Title

Six | BFY | Amd

2015 | §10.00

MAMEPLATE

Y Multi Proc Y Reports

Payment Services

Vendor

B2

BOISE

SIGN SHOP
1810 UNI
BOISE. ID B3T725
426

RewSub Title Gaant Title Project Tithe BU Tige |

Indes | ExpSub

02040 | COMPUTER SER | 4512 5410

|m¢:mu| mzmnuon] I Unde Approval J

Fund Tithe

For security purposes, SCO Web applications will not display a vendor number that
is a social security number. It will be displayed as XXXXXXXXX.

2. To see more information about some of the fiscal coding fields, select the “Title
check box’ for the fiscal code to display its title. For example, select SubObj Title
to display the title of the subobject code. Uncheck the ‘Title check box’ to hide the

title.

Figure 3 - Fiscal code titles

Y AttachmentsY Distribute Y Approval

Status Vlinvoice

Invoice 8 _=|
29835

Dot #

Total Amt
Distributed Amt

CheckAll

History | Appr | T R

Approve Bureau

Invoice Date Payment Date

0224/2015
PO #

status Awaiting Bureau

§$10.00 Inv Desc NAMEPLATE

030320156

Account ¥

Group CHRIS

§$10.00 Comments

Rl Doc

3 | BFY | Amt

! Exp Subr Title

Mod | InvDes

Y Multi Proc ¥ Reports

MAMEPLATE

Vendor

B2

BOISE

SIGN SHOP
1810 UNI
BOISE. ID BIT25
426

RevSub Titke

Grant Title Lo
R —
PCA Titse

02040 | COMPUTER SER

Send Email Netification J I Unie Approval I

BU Tigle |

ey EXpEub

Fand Title

2 | 5410
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State of Idaho Payment Services
Office of the State Controller
Division of Statewide Accounting

3. To approve an invoice, click the “Approve...” button. In the example below, the
approval level was named “Fiscal”, so the Approve button reads, Approve Fiscal.
You may approve an entire invoice or individual line items of an invoice,
depending on how your Payment Services Administrator set up the application.

Figure 4 - Approval and Undo Approval buttons

Status Vinvoice ™ Attachments™ Distribute ‘Apprwal N Multi Proc Y Reports

Invoice # _=| Invoice Date Payment Date Account ¥ Vendor

25835 02124i2015 0310312015 82

Doc # PO# Group CHRIS o R
1910 UNI

status  Awaiting Bureau BOISE, ID 83725

Total Amt $10.00 Inv Desc NAMEPLATE “8

Distributed Amt $10.00 Comments

Checkall Incex Title ' PCA Tie || ExpSub Tite || RevSub Tite || Grant Title Project Tise || BU Tie || Fund Tite

Stx |BEY | Amt Mod | invbes

View | 220 2015 | $10.00 HAMEPLATE 02040 @ COMPUTER SER | 4512 5410

_ —————lp- | _\rdo Approval

a. If you are unable to approve an invoice or line item, e.g., if an Approve button
or the check box of a line item is unavailable, it could be that the detail line is
coded with a PCA/Index that you have not been assigned, or the BFY of the
invoice detail line does not match the actual BFY of the PCA/Index.

b. Approve by Detail Line Item

e |If your agency administrator has enabled approval by detail line for your
approval level, a check box will be displayed next to each line item. Select
each line item you want to approve, and then click Save & Continue or
Save & Clear. See below.

e Save & Continue will save the invoice approval changes and leave the
invoice on screen. Save & Clear will save the invoice approval changes
and clear the Approval screen.

If you do not have any assigned PCA/Index for approval (i.e., you can “approve
all”), the Approve... button may be available as well. However, this will approve
all detail lines, even if you have selected only some of them. Therefore:

= Use the Save... to approve the selected detail lines
= Use the Approve... button to approve all detail lines

Payment Services User Manual Approving Invoices
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State of Idaho
Office of the State Controller
Division of Statewide Accounting

Figure 5 - Detail line approvals

- =g -i=r
status Awaiting Bureau BOISE. I
Taotal Amt $220.00 InvDesc 2CISCO T380 RECEPTHMIST PHONES
Distributed Amt $220.00 Comments

Checkd Index Title PCA Tithe ExpSub Title Fiew Sub Tille

History | Apgr TG B | BelDoc iz | BFY | Amil Mod | Invlles

Wiew L] 2115 | 51344
2115 | 52200
2115 | S20.78
2115 | S154.00
2115 | S4.89
2115 | 5459

Approve Bureau
Save & Continue | Save & Clear | Naw Invoic

1 CISCO 7260 RECEPTHIST|
1 QISC0 sl RECEPTHIST
1 CISCO 7360 RECEPTNIST|
2 CISCO 7860 RECEPTNIST]
1 CISCO 7260 RECEPTHRIST|

1 CISCO T80 RECEPTMIST|

Payment Services

4. If e-mail notification has been enabled by your Payment Services administrator, an
e-mail dialogue box will appear after saving the approval. Use it to send an e-mail
to the next level of approver(s) or click Send Email Notification to notify the next

level of approvers. See the E-Mail Notification section below.

5. To see the history of previous approvals for an invoice or a line item(s), click View

under the History column.

Figure 6 - Approval history

TTUTE wrTrey

-

Status Awaiting Bureay | Mesgefom webpage

Total Armit

dprigriltigton
Distributed Amt

Avtharzed by RHONDA [03/0352015)
Disbursed by RHOMDA 03,03/2015)

S
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State of Idaho Payment Services
Office of the State Controller
Division of Statewide Accounting

UNDO APPROVALS, CANCEL A STARS UPLOAD, OR DELETE
AN INVOICE
To disapprove an invoice payment (e.g., to send back for fiscal coding or invoice data

entry), click Undo Approval. (Approvers cannot change fiscal coding, vendor number,
or cost distribution directly on the Approval screen.)

stribute Approval Multi Proc Reports

Date Account Vendor

5 82
. BOISE
iroup CHRIS SIGN SHOP
1810 UNI
BOISE, ID 83725
426
‘LATE
Time & PCA Tise ExpSub Title RevSub Title Grant Titke Progect Tithe BU Title Fund Tithe
Mo | InvDes PCA Tita miery | EXp Suly
(1] NAMEPLATE 02040 COMPUTER SER | 4512 5410

S———————p| _Unds Approval _|

A person who can do Cost Distribution, but is not an Approver may be able to select an
invoice from the Status screen that is waiting for approval or still in a Released status
(but not yet uploaded to STARS) and unapprove it back to Cost Distribution in order to
make corrections.

1. Click Undo Approval, select the approval level (or “status™) you want to set the
invoice back to, and then click Save.

2. If needed, an invoice can be deleted at any of the previous ‘stages’ the approver
selects.

Figure 7 - Set Status after undoing an approval

A https:/ /pss.sco.idaho.gov - Unapprove - Microsoft Internet Explorer

Save Set Invoice PATT987 to status:

© Awaiting Authorization

03101

 Awaiting Cost Distribution
BU Title [~ Fund Title
il GAAP Location Facility Tas|

@& Awaiting Approval 1
@ Awaiting Approval 2

3. Toundo an approval of just one line item that has been approved, clear the
checkmark next to the line item, and then click Save & Continue or Save & Clear.
(Do not click the Undo Approval button.)

4. If e-mail notification has been enabled by your Payment Services administrator, an
e-mail dialogue box will appear after undoing the approval and saving the status.
Use it to send an e-mail to the next level approver(s) or click Send Email
Notification to display the e-mail dialogue box. See the E-Mail Notification
section below.
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State of Idaho Payment Services
Office of the State Controller
Division of Statewide Accounting

FINAL APPROVAL, PAYMENT REQUEST DATE, AND
STARS EFFECTIVE DATE

When the final approval level is selected, a Payment Request Date dialog box appears.
This allows the final approver to select:

e The Payment Request Date which is the date when Payment Services sends the
invoice transaction to STARS (at the end of the business day of that date).

e The STARS Effective Date which is the date when STARS processes the invoice
transaction.

Figure 8 - Payment Request Date and STARS Effective Date

Status Awaiting Fiscal BOISE, If
4263588

Total Amt $10.00 Inv Dese MAMEPLATE
Distributed Amt $10.00 Comments

Payment Request Date gugogms

Invoice Payment Date
Invoice Approval Date

STARS Effective Date  gyoa00s

1. If there are multiple line items, check the check box next to each line item to
approve.
2. Choose one of the Payment Request Date options to set when the transaction is
sent from Payment Services to STARS:
= Keep the default date or enter a new date in the Payment Request Date field (or
use the calendar icon to select a date).

= Select Invoice Payment Date. This will use the date that is entered on the
Payment Date field of the Invoice screen.

= Select Invoice Approval Date. This will use the date on which the invoice is
approved.

= Invoices approved after 6:30PM MST of the business day will be sent to STARS
at the end of the following business day.

3. If necessary, change the date in the STARS Effective Date field or use the
calendar icon to select a date. STARS uses the Effective Date to post the
transaction in either the prior month or the current month. You can enter a
transaction with a prior month effective date only within the first three days of the
current month. This is when STARS considers the prior month to still be “open”.
Changing the STARS Effective Date will not change the Payment Date on the
Invoice or Status screens.

4. Click Save & Continue.
5. Click the Approve... button.

Payment Services User Manual Approving Invoices
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State of Idaho Payment Services
Office of the State Controller
Division of Statewide Accounting

To determine how your Funds and Budget Units are affected by invoice payments, use
the Multi Proc screen. When the final approval level is selected on the Multi Proc screen,
you can view the Funds and Budget Units affected, as well as other pending invoice
payments which have the same Funds and Budget Units coded. See the Multi Proc
documentation for more information.

E-MAIL NOTIFICATION

If e-mail notification has been enabled by your Payment Services administrator, an e-mail
dialogue box will appear after saving the approval or undoing an approval. The e-mail
dialogue box should indicate the list of recipients for the next approval level.

Figure 9 - E-mail notification

Status Invoice Attachments " Distribute Approval
Invoice # [« InVoice Da‘s o DaumaméPaén __ Anmaume M
10-196760 07/04/2010 2 sendEmail - Windows Inter... RS B3

& | hitps://pss.sco.idaho.gov/PmtSves/S +|

Doc # 10196760 PO #

status Awaiting Pre-Process |

Send
Total Amt $1,128.00 I e | _Guewe |
Distributed Amt  $1,128.00 &P

T indgd Title T
HistoryTC R RefDoc Six LFY

View 230 2011 $1.1

P —

|Approve Pre-Process Re|

Fammants

You can also click Send Email Notification after saving the approval or undoing an
approval to generate the same e-mail dialog box:

Figure 10 - Send Email Notification button

Total Amit $200.00 Inv Desc
Distributed Amt $0.00 Comments

Add Row Cluar All Distribution | Undo Updates |

Template _s| Template Amg 200 Apply

* Preia F3 fof Lockug
I B Rt Do S BEY | Amt B | Inyoice Description Index" | PCA" ExpSal’ | DU | BeySub® D9

\ P ———

SEND AN E-MAIL NOTIFICATION
1. Highlight the recipient’s name. Hold down CTRL and click the left mouse button
to highlight multiple names.
2. Type acomment if needed.
3. Click Send or Queue.
= Click Send to send the e-mail immediately.

= Click Queue to save e-mail messages in a queue which will be automatically sent
at the end of the day (midnight). Queue will store multiple e-mail messages for

Payment Services User Manual Approving Invoices
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the same recipients, but only send one e-mail for each recipient with multiple
invoice messages in the one e-mail.

4. After sending or queuing, a verification message will appear. Click OK and then
click X in the corner of the e-mail dialog box to close.

SEND AN E-MAIL NOTIFICATION FROM THE QUEUE
1. Click E-mail in the top menu bar.

Figure 11- E-mail queue menu

Applications

Sull Proc " Reports

Date: Bhnssmsnmd o, s and g Ao,

D15 ) bapeipisnewscoidaho.ge - Ml Greue - |sgmet Exploner

ents" Distribute

Sond Check Al Chath Mo

by
(=

Edit|Delete ~ 0474363 BRANDON
Edit Delete & (0474363 DAN
EditDelete) > 0474363 MERIDETH

2. By default, all recipients are selected. Uncheck the check box in the Send column
if you do not want to send an email to a particular person. However, any unsent e-
mails in the queue will be sent automatically at the end of business day.

a. To send notification to someone other than the recipient in the queue, click
Edit next to an invoice and recipient name. Note that this clears the check
boxes on all recipients.

3. Select a recipient’s name from the Email To menu.

a. Type a Comment if needed.

b. Click Update to save the change. (Click Cancel to cancel the change.)
4. Select Check All if the check boxes were cleared when editing a name.

a. To select some people in the queue to notify but not others, select Check All
and then uncheck individual boxes in the Send column for individual
recipients.)

5. Click Send to send the selected e-mails from the queue.

IF APPROVAL LEVELS ARE CHANGED BY THE
ADMINISTRATOR

If the administrator makes changes to the approval levels, approvers may not be able to
approve what they think they should or the approval history may not match the new
approval level settings. It may help to stop entering invoices and approve all existing
invoices before changing the approval levels or approvers.
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State of Idaho Payment Services
Office of the State Controller
Division of Statewide Accounting

APPROVE INVOICE PAYMENTS ON THE MULTI PROC
SCREEN

This screen has the same approval function as the Approval screen, but allows you to see
multiple invoices in a list, check their details if necessary, and approve as many as
needed. The actions you can take on invoices will depend on your role or level of
permission defined by your Payment Services administrator.

NOTE: You can approve invoices on the Multi Proc screen for those approval levels that
do not have approvals by detail line. If you have any restrictions to the Index/PCAs that
can be approved, you will not be able to approve invoices on the Multi Proc screen.
Click here to see the Multi Proc document for more information.
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