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MM: AP02 Accounts Payable Management
AP Management
Overview
This course provides an agency’s Accounts Payable (AP) management 
with an overview of the North Carolina Accounting System (NCAS) within 
the Accounts Payable process.  This course primarily covers payment pro-
cessing along with several related topics.

Audience
Accounts Payable management

Length
6 hours

Objectives
The primary objective of this course is to reinforce and enhance the knowl-
edge AP managers have of the NCAS Accounts Payable process.  Upon 
successful completion of this course, participants will be able to:

• Understand NCAS AP policy
• Cancel checks
• Replace checks
• Cancel remaining payments
• Request check runs
• Process electronic payments
• Process Inter/Intra governmental payments through the Cash

Management Control System (CMCS)
• Record manual checks
• Requisition cash from OSC-Cash Management
• Escheat checks
• Transfer cash to OSC
• Perform check reconciliation
• Generate reports

Accounts Payable Management
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Quick Reference Guide (QRG)
Reference materials that will help participants complete the tasks involved 
with their jobs.  They are referenced throughout the walkthroughs and 
activities.

Procedures
Detailed process steps that describe how to complete a task or group of 
tasks.  These “step-by-steps” can be used after training as a reference on 
how to use the NCAS to perform job functions.

Reports
Examples of reports that are used in performing accounts payable tasks.
ller 2 NCAS Training.14  -  August 26, 2009
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AP Management
Overview
The basic activities of an agency’s accounts payable department are mak-
ing payments and maintaining accounting records to support the payment 
process.  The accounts payable clerk is largely responsible for the follow-
ing functions:

• Adding and changing vendors
• Batching documents
• Processing documents (i.e., invoices, reimbursements, and travel 

advances)
• Maintaining documents
• Reviewing accounts payable information

In addition to overseeing AP clerks, the accounts payable manager is 
responsible for the following:

• Overseeing all daily AP activities
• Understanding North Carolina Accounting System (NCAS) policy
• Establishing payment cycles
• Processing payments
• Daily balancing of the NCAS
• Payment Inquiries

The diagram on the next page illustrates the tasks performed by both AP 
clerks and managers in the NCAS environment.

Course Overview
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MM: AP02 Course Overview
AP Management
It is critical that AP managers understand how accounts payable docu-
ments are processed in the NCAS.  This section provides an overview of 
the NCAS accounts payable process.

Adding and Changing Vendors
A vendor record must exist in the NCAS before documents can be 
entered.  Vendors are defined as either trade vendors, employees, or non-
trade vendors.

Batching Documents
Batching documents into groups of 15 to 40 documents, known as control 
groups, is the first step in the payment cycle.  In order to effectively track 
and file documents, they are typically grouped according to the type of the 
document (e.g., direct invoices, employee reimbursements).

This process provides a means of tracking and filing AP documents.

Processing Documents
After documents are batched, they are entered into the NCAS.  Entering 
control groups is the first on-line step in the payment process.  The NCAS 
provides a unique method for processing the following documents:

• Direct invoices
• Matching invoices
• Employee advances
• Employee expense reimbursements

Electronic Payments
The electronic payment (E-payment) process allows agencies to use the 
NCAS to deposit money directly into a vendor’s or employee’s bank 
account.  This includes invoice transactions that are automatically flagged 
to be sent electronically to CMCS to create transfer entries.

Inter/Intra Governmental Payments
The NCAS agencies are now able to transfer money for all types of pay-
ments to users of the Cash Management Control System (CMCS).  The 
procedure allows transfers and payments to be done through NCAS with-
out producing checks. The IGO BAP (Bank Account Payment) code has 
been established to be shared by all NCAS agencies to assist in the trans-
fer of inter/intra governmental payments.
Office of the State Controller 5 NCAS Training.14  -  August 26, 2009
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Maintaining Documents
The NCAS allows the AP clerk to maintain and update documents if infor-
mation has changed or was initially entered incorrectly.  This is accom-
plished by changing, deleting, or canceling documents.

Reviewing AP Information
Information is easily accessible to users in the NCAS.

• On-line inquiry is available for locating payment information.
• Reports can be generated from the NCAS information-access tools.

Processing Payments
In addition to check printing, the NCAS provides the following processing 
payments functions:

• Cancel checks (if necessary)
• Cancel remaining payments (if necessary)
• Request checks
• Print checks (automated and manual)
• Requisition cash
• Reconcile checks against State Treasurer statement
ller 6 NCAS Training.14  -  August 26, 2009
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SBM
File
Integration Tools
The North Carolina Accounting System (NCAS) provides an integrated set 
of financial and materials management modules for managing business 
functions.  The Accounts Payable (AP) module interacts with several other 
modules.

• As documents are entered, the system automatically checks the Bud-
getary Control module to see if funds are available.

• Purchase order information (e.g., item, quantity, unit price, accounting 
distribution) from the Purchasing module is used when matching 
invoices.

• All financial information is passed to the General Ledger through the 
Financial Controller.  All financial entries are posted in the General 
Ledger.

• Information is passed to the Fixed Assets module when invoices ref-
erence a fixed asset account.
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Overview
Two of the primary responsibilities of an NCAS Accounts Payable manager 
are to complete processing payments and to balance the AP module.

As part of these responsibilities, the Accounts Payable manager performs 
the following tasks on a regular basis:

• Canceling checks
• Canceling payments
• Requesting checks
• Recording manual checks
• Printing checks
• Requisitioning cash from OSC-Cash Management for paper checks
• Transferring cash to OSC-Cash Management for Electronic payments
• Check reconciliation
• Generating reports

The following diagram further explains the AP manager’s responsibilities in 
the North Carolina Accounting System (NCAS) environment.

Business Process Overview
Office of the State Controller 9 NCAS Training.14  -  August 26, 2009
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Reviewing AP Information
The AP manager can use inquiry screens, X/PTR reports, and Information 
Expert programs to obtain information from the system.  The Office of the 
State Controller (OSC) has provided some ready-to-run formats to assist 
in sales tax reporting.  The NCAS System Information Guide (SIG) con-
tains additional information about X/PTR and IE reports available for sys-
tem users.

Escheating Checks
Unclaimed warrants/checks should be escheated based on legislation 
passed by the North Carolina General Assembly. Agencies are responsi-
ble for the escheat of unclaimed checks, which display on their check rec-
onciliation report. This section shows how to escheat checks through 
NCAS.

Reports
The AP manager is required to review system-generated reports.  This 
requires a knowledge of available reports and their functions.
Office of the State Controller 11 NCAS Training.14  -  August 26, 2009
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Policy Hierarchy
A goal of the NCAS is to maintain consistent financial processes across 
the state while simultaneously meeting the individual needs of agencies.  
To achieve this goal, system policy is established at a high level, but some 
policies can be overridden at lower levels.  This classification is reflected in 
the policy hierarchy.

The policy hierarchy, represented in the following diagram, reflects the 
levels at which Accounts Payable policy is established and maintained.

At the highest level, your paying entity acts as an umbrella under which 
the most general AP policies are established and maintained.  This infor-
mation is set up to default into all NCAS documents.  The following are pol-
icies established under your paying entity:

• Standard invoice payment terms
• Vendor numbers and categories
• Vendor purge policy

As you progress down the pyramid, each layer provides an opportunity to 
override previously established policies.  Your last opportunity to override 
default information is at the invoice line.  Policy established at the invoice 
line is specific to a particular document.

Policy Overview

Paying
Entity

Control Document

Invoice Header

Invoice Line

Vendor

General Policy

Specific Policy
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For example, the statewide policy for payment terms is set to default into 
your documents.  However, if the vendor has a preferred payment term, it 
can be set up as policy for that vendor.  When that vendor is referenced in 
the NCAS, the desired payment term will default into the document.  Even 
then, you can override this default for a specific document.

Bank Policy Inquiry
The OSC sets up standard banking information for payment purposes.  It 
is referred to as bank policy.

Bank policy establishes uniform banking definitions and procedures 
between your paying entity, the State Treasurer, and any other financial 
institution.  This information includes the following:

• Bank names and addresses
• Account numbers and types

Your bank information is not specific to your paying entity.  This allows you 
to do the following:

• Pay across paying entities
• Establish multiple bank accounts within the same bank
• Establish multiple bank accounts for posting to one cash account
• Establish a single bank account for posting to multiple cash accounts

You can inquire on any banking information by accessing the following 
inquiry screens:

• Bank Definitions List (BDL) screen
— Lists all banks established in the NCAS

• Bank Accounts List (BKL) screen
— Lists bank account names and numbers

• Bank Account Payment Terms List (BPL) screen
— Lists bank account information and bank account payment 

codes

Before viewing the inquiry screens, you need to access the system.

WALKTHROUGH: Accessing the NCAS

SCENARIO

You need to access the North Carolina Accounting System to inquire 
on several AP documents.
ller 14 NCAS Training.14  -  August 26, 2009
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1. Type B in the ENTER THE SYSTEM TYPE YOU DESIRE field and press 
J to bring up the Financial Systems Menu screen.

2. Type 6 in the ENTER THE SYSTEM NUMBER YOU DESIRE field and press 
J to access the Accounts Payable (APM) screen.

              ******    ***     ********       *****      ***** ***              
              *** ***   ***    ***    ***     *******     **********             
              ***  ***  ***   ***            ***   ***     ****   **             
              ***   *** ***   ***           ***     ***      ****                
              ***    ** ***   ***           ***********   **  *****              
              ***     *****    ***    ***   ****   ****   **********             
              ***      ****     ********    ****   ****   *** *****              
                                                                                 
                   NORTH CAROLINA ACCOUNTING SYSTEM - O REGION                   
                                     MAIN MENU                                   
                                                                                 
                              A - PAYROLL/PERSONNEL                              
                              B - FINANCIAL SYSTEMS                              
                              C - MANUFACTURING SYSTEMS                          
                              D - HEALTH CARE                                    
                              E - INFORMATION EXPERT                             
                                                                                 

                      ENTER THE SYSTEM TYPE YOU DESIRE: 1                       
                                                                                 
                                                                                 
                                                                                 
                                                                                 
                                                                                 
 ACTION ____                                             DCI Release 94.01.CF    

              ******    ***     ********       *****      ***** ***              
              *** ***   ***    ***    ***     *******     **********             
              ***  ***  ***   ***            ***   ***     ****   **             
              ***   *** ***   ***           ***     ***      ****                
              ***    ** ***   ***           ***********   **  *****              
              ***     *****    ***    ***   ****   ****   **********             
              ***      ****     ********    ****   ****   *** *****              
                                                                                 
                   NORTH CAROLINA ACCOUNTING SYSTEM - O REGION                   
                               FINANCIAL SYSTEMS                                 
                                                                                 
        03 - GENERAL LEDGER                      12 - FOREIGN EXCHANGE           
        04 - ACCOUNTS RECEIVABLE                 13 - PROJECT TRACKING           
        05 - ACCOUNTS PAYABLE AND                14 - PURCHASING                 
             PURCHASE ORDER CONTROL              15 - ORDER PROCESSING           
        06 - ACCOUNTS PAYABLE                    17 - SALES FORECASTING / DRP    
        07 - INVENTORY                           21 - FINANCIAL CONTROLLER       
        08 - FIXED ASSETS                        22 - EDI                        
        09 - BUDGETARY CONTROL                                                   
        10 - FORECASTING AND MODELING                                            
                                                                                 

                     ENTER THE SYSTEM NUMBER YOU DESIRE: 2                      
                                                                                 
 ACTION ____                                             DCI Release 94.01.CF    
Office of the State Controller 15 NCAS Training.14  -  August 26, 2009



Office of the State Contro

NOTES

MM: AP02 Policy Overview
AP Management
3. Type BDL in the NEXT FUNCTION field and press J to access the 
Bank Definitions List (BDL) screen.

The Bank Definitions List (BDL) screen lists all banks established in the 
NCAS alphabetically by the bank indicator code.

The bank indicator code is an abbreviation used to reference a 
particular bank.

4. Type BKL in the NEXT FUNCTION field and press J to access the 
Bank Accounts List (BKL) screen.  The Bank Accounts List (BKL) 
screen lists all bank account information including the bank account 
indicator and bank name and account number.

 OCP AP                         ACCOUNTS PAYABLE                        APM      
                                                                                 

 NEXT FUNCTION: 3 _____ ACTION: ________                   09/18/2003  06:14:49 
                                                                                 
 =============================================================================== 
                                                                                 
                                                                                 
            FUNCTIONS                                SETUP/MAINTENANCE           
                                                                                 
      ACTIVITY    DESCRIPTIONS                   ACTIVITY    DESCRIPTIONS        
      ========    ============                   ========    ============        
        DEM       DOCUMENT ENTRY                   CPM       COMMON POLICY       
        DMM       DOCUMENT MAINTENANCE             CVM       COMMON VENDOR       
        DIM       DOCUMENT INQUIRY                 SMM       SYSTEM MAINTENANCE  
        PYM       PAYMENT CONTROLS                                               
        BRM       BANK RECONCILIATION                                            
        BEM       BUDGETARY EXCEPTIONS                                           
                                                                                 
                                                                                 
                                                                                 
                                                                                 
                                                                                 
                                                                                 
                                                                                 

 OCP                       BANK DEFINITIONS LIST                        BDL      
                                                                                 

 NEXT FUNCTION: 4 _____ ACTION: ________                   09/18/2003  06:15:50 
                                                                                 
 =============================================================================== 
                                                                                 
      BANK IND     BANK NAME AND ADDRESS             BANK CODE                   
                                                                                 
        001    DEPARTMENT OF STATE TREASURER                                     
               RALEIGH, NORTH CAROLINA                                           
        002    FIRST UNION NATIONAL BANK                                         
                                                                                 
        003    CENTRAL CAROLINA BANK                                             
                                                                                 
        004    WACHOVIA BANK                                                     
                                                                                 
        005    FIRST CITIZENS BANK AND TRUST                                     
                                                                                 
        006    GRANITE BANK                                                      
                                                                                 
        007    BRANCH BANK AND TRUST                                             
                                                                                 
                                                                                 
                           PAGE NO:    1  STATUS: MORE                           
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5. Type BPL in the NEXT FUNCTION field and press J to access the 
Bank Account Payment Codes List (BPL) screen.

The Bank Account Payment Codes List (BPL) screen lists the bank name, 
bank account indicator, and account number for the specified bank 
account payment (BAP) code.

OCP                         BANK ACCOUNTS LIST                         BKL      
                                                                                

NEXT FUNCTION: 5 ________ ACTION: ________                 04/11/2008  3:12:22 
                                                                                
=============================================================================== 
  BANK                                                                          
ACCT IND          BANK ACCOUNT NUMBER               BANK ACCOUNT NAME           
                                                                                
  IGT    123456789                             INTERAGENCY SALES                
  ZRO    X-XXX-XXX                             ZERO DOLLAR INVOICES             
  000    1-140-000                             DSB - LIQUID ASSET FUND          
  011    7-000-011                             DOA DISBURSING ACCOUNT           
  014    1-000-014                             DOL DISBURSING ACCOUNT           
  015    8-000-015                             DHHS MENTAL HEALTH ADM           
  016    6-000-016                             GA DISBURSING ACCOUNT            
  017    4-000-017                             DOI DISBURSING ACCOUNT           
  018    2-000-018                             DHHS CENTRAL ADMINISTRATION      
  019    0-000-019                             DHHS MEDICAL ASSISTANCE          
  020    8-000-020                             OSA DISBURSING ACCOUNT           
  021    6-000-021                             DHHS YOUTH SERVICES              
  022    4-000-022                             DHHS FACILITY SERVICES           
  023    2-000-023                             DHHS CHILD DEVELOPMENT           
                                                                                
                          PAGE NO:    1  STATUS: MORE                           

 OCP                 BANK ACCOUNT PAYMENT CODES LIST                    BPL      
                                                                                 
 NEXT FUNCTION: ________ ACTION: ________                   09/18/2003  06:26:23 
                                                                                 
 =============================================================================== 
 BANK ACCT PYMT CODE: ___                                                        
                                                                                 
 PYMT  BANK ACCT  BANK      BANK NAME AND ACCOUNT NUMBER         BANK CODE       
 CODE     IND      IND                                                           
                                                                                 
  IGT     321      001    DEPARTMENT OF STATE TREASURER                          
                          0-000-321                                              
  ZRO     ZRO      001    DEPARTMENT OF STATE TREASURER                          
                          X-XXX-XXX                                              
  01D     020      001    DEPARTMENT OF STATE TREASURER                          
                          8-000-020                                              
  02D     020      001    DEPARTMENT OF STATE TREASURER                          
                          8-000-020                                              
  03D     020      001    DEPARTMENT OF STATE TREASURER                          
                          8-000-020                                              
  04D     020      001    DEPARTMENT OF STATE TREASURER                          
                          8-000-020                                              
                                                                                 
                           PAGE NO:    1  STATUS: MORE                           
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The bank account payment (BAP) code represents the bank account 
and the type of payment method  (e.g., check).  Each bank account is 
required to have at least one unique BAP code.

• The BAP code ties the General Ledger account to the bank account 
number.

• Checks are sorted according to BAP code.  Within each BAP code, 
you can also sort by the following:

— Vendor number
— Vendor short name and number
— Ascending payment amount and vendor number
— Postal code and vendor number

The OSC established your bank account information.  The OSC Support 
Services Center can help you to establish additional bank accounts or to 
sort checks within a BAP code.
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Overview
The NCAS provides a comprehensive set of processing payments func-
tions to allow agencies the flexibility to meet their unique business require-
ments.  The following processing payments functions are provided within 
the NCAS:

• Canceling checks (if necessary)
• Canceling remaining payments (if necessary)
• Requesting check run
• Printing checks (automated and manual)
• Requisitioning cash
• Reconciling checks against State Treasurer statement

Canceling Checks
The NCAS allows you to stop payment to a vendor whose check has 
already been printed.  Check cancellation is necessary under the following 
circumstances:

• You want to void a check that has been printed but not sent to the ven-
dor.

• You want to stop payment on a check before it has cleared the bank.

Checks are canceled using the Payment Cancellation (PCN) screen.

The PCN screen performs the following functions:

• Gathers information about the check requiring cancellation
• Updates the AP module once a payment is stopped

A payment can be canceled if the payment status of the document is 
OPEN.  OPEN means that the check has not cleared the State Treasurer’s 
Office yet.

Processing Payments
Office of the State Controller 19 NCAS Training.14  -  August 26, 2009
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To cancel a document for which a check has been printed but not sent to a 
vendor, follow your current procedures for canceling a check:

• Manually void the check (tear off the signature and stamp the check 
void.)

• Cancel the check on the Payment Cancellation (PCN) screen.

After a payment is canceled, the NCAS automatically does the following:

• The payment status is change to CANCELED.
• The status of every document, multiple payment, or partial payment 

related to the canceled check is changed from PAID to BALANCED.
• All appropriate accounting entries are reversed for the payment.

If the document is canceled, the NCAS automatically does the following:

• The status of the document is changed from BALANCED to CAN-
CELED.

• All appropriate accounting entries are reversed for the document.

If you do not want a new check to be printed for a document, the docu-
ment must be canceled on the Invoice Cancel/Delete (ICD) screen or 
the Employee Cancel/Delete (ECD) screen.  If the document is not 
canceled, another check will print in the next payment cycle.

Do not cancel a check that has been sent out to a vendor unless you 
have received an affidavit.  Once a check has been canceled from the 
system, it cannot be restored.

 OCP AP                      PAYMENT CANCELLATION                       PCN      
 235 - ENTER REQUIRED KEY FIELDS                                                 
 NEXT FUNCTION: ________ ACTION: ________                   09/18/2003  06:28:26 
                                                                                 
 =============================================================================== 
 BANK ACCT PAY CODE: ___   PAYMENT REF NUMBER: __________                        
                                                                                 
 CANCELLATION EFFECTIVE DATE: __________                                         
                                                                                 
 PAYMENT AMOUNT:                                                                 
 PAYMENT DATE  :                                                                 
 PAYMENT TYPE  :                                                                 
 PAYMENT STATUS:                                                                 
                                                                                 
 REMITTING TO  :                                                                 
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WALKTHROUGH: Canceling Checks

1. Type PYL in the NEXT FUNCTION field and press J to access the 
Payment List (PYL) screen.

2. Type your trade paying entity (XXPT) in the PAY ENTITY field.

3. Type Buy@ in the SHORT NAME field.

4. Press J to access the Vendor Short Name Lookup (VSL) screen.  
Look for Buymart Stores Incorporated of Richton, NC.  If it is not on 
the first screen press J until you locate the correct vendor.

SCENARIO

An error on a check to Buymart Stores Incorporated of Richton, NC for 
$650.00 was found when reviewing checks.  This check needs to be 
canceled.  The check has not left your agency.

 OCP AP                          PAYMENT LIST                           PYL      
 708 - ENTER EITHER A BAP CODE OR PAY ENTITY AND VENDOR NUMBER COMBINATION       
 NEXT FUNCTION: ________ ACTION: ________ HISTORY: _        03/16/2006  14:51:00 
                                                                                 
 =============================================================================== 
                                                                                 

 PAY ENTITY: 2 _ VENDOR NBR: __________ __  SHORT NAME: 3 ____________         
 BAP CODE  : ___  PAYMENT REFERENCE NUMBER: __________                           
 BEGINNING PAYMENT DATE: __________ ENDING PAYMENT DATE: __________              
 BAP   PYMT REF            ------------ PAYMENT -------- CLEARANCE  REPLACE      
 CODE   NUMBER             AMOUNT    DATE TYPE  STAT        DATE    PYMT REF   S 
                                                                                 
                                                                                 
                                                                                 
                                                                                 
                                                                                 
                                                                                 
                                                                                 
                                                                                 
                                                                                 
                                                                                 
                                                                                 
                                                                                 
                                      STATUS:                                    
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5. Type R in the ACTIVITY column next to the vendor’s name.

6. Press J to return to the Payment List (PYL) screen.

Since the check number is unknown, look in the AMOUNT field for $650.00.

Note the BAP code, which is found in the BAP CODE field.

BAP CODE: _______________________________

AND

Note the check number found in the PYMT REF NUMBER field.

PYMT REF NUMBER: ______________________

CP                       VENDOR SHORT NAME LOOKUP                     VSL      
                                                                               
EXT FUNCTION: ________ ACTION: ________                   03/18/2008  11:11:25 
EQUEST: ________                                                               
============================================================================== 
  PAY ENTITY: XXPT                                                             
  SHORT NAME: BUY@                    ADDRESS TYPE: R    PRIVATE VENDORS :     
                                                         SHOW ALL        :     
 SHORT NAME       VENDOR NBR  GROUP     NAME                         ACTIVITY  
    ORDER FROM ADDRESS                REMIT TO ADDRESS                         
                                                                               

 BUYMARTRICHTON    710415188   C      BUYMART STORES INCORPORATED     _ 5 _    
                                      1234 BRITT ST                            
                                      RICHTON                     NC           
                                                                               
                                                                               
                                                                               
                                                                               
                                                                               
                                                                               
                                                                               
                                                                               
                                                                               
                  PAGE NO:    2   SCREEN STATUS: END OF LIST                   

 OCP AP                          PAYMENT LIST                           PYL      
                                                                                 

 NEXT FUNCTION: 7 _____ ACTION: ________ HISTORY: _        03/16/2006  15:08:41 
                                                                                 
 =============================================================================== 
                                                                                 
 PAY ENTITY: XXPT VENDOR NBR:  710415188 C   SHORT NAME: BUYMARTRICHTON          
 BAP CODE  : ___  PAYMENT REFERENCE NUMBER: __________                           
 BEGINNING PAYMENT DATE: __________ ENDING PAYMENT DATE: __________              
 BAP   PYMT REF            ------------ PAYMENT -------- CLEARANCE  REPLACE      
 CODE   NUMBER             AMOUNT    DATE TYPE  STAT        DATE    PYMT REF   S 
                                                                                 
 XXD  0000000023            650.00 04/12/05 M OPEN                             _ 
                                                                                 
                                                                                 
                                                                                 
                                                                                 
                                                                                 
                                                                                 
                                                                                 
                                                                                 
                                                                                 
                                                                                 
                                      STATUS: END OF LIST                        
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7. Type PCN in the NEXT FUNCTION field and press J to access the 
Payment Cancellation (PCN) screen.

8. Type your BAP code (XXD) in the BANK ACCT PAY CODE field.

9. Type 0000000023 or 23 in the PAYMENT REF NUMBER field.

10. Press J to retrieve the information associated with the BAP code 
and check number.

Note the value in the PAYMENT STATUS field.  If the status is CLEARED 
or VOIDED, the check has already cleared the bank and may not be 
canceled.  If the status is OPEN, verify with the Treasurer’s office that 
the check has not cleared your account before canceling.

If the CANCELLATION EFFECTIVE DATE field is left blank, the system date 
is used.  This date must be greater than or equal to the payment date.

 OCP AP                      PAYMENT CANCELLATION                       PCN      
 235 - ENTER REQUIRED KEY FIELDS                                                 
 NEXT FUNCTION: ________ ACTION: ________                   09/18/2003  06:48:01 
                                                                                 
 =============================================================================== 

 BANK ACCT PAY CODE: 8    PAYMENT REF NUMBER: 9 _______                        
                                                                                 
 CANCELLATION EFFECTIVE DATE: __________                                         
                                                                                 
 PAYMENT AMOUNT:                                                                 
 PAYMENT DATE  :                                                                 
 PAYMENT TYPE  :                                                                 
 PAYMENT STATUS:                                                                 
                                                                                 
 REMITTING TO  :                                                                 
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Review the displayed information about the payment to be canceled.

11. Type Y in the ENTER Y OR N field to confirm the cancellation of this 
check.

12. Press J to process the cancellation and access a blank Payment 
Cancellation (PCN) screen.

13. Type DCL in the NEXT FUNCTION field and press J to access the 
Document List (DCL) screen to verify that the status of the docu-
ments have changed to BALANCD.

Make sure this information is correct before you leave this screen.  
Once a check has been cancelled from the system, it cannot be 
restored.

Unless the documents attached to the check are canceled, the check 
will reprint in the next payment cycle.

 OCP AP                      PAYMENT CANCELLATION                       PCN      
                                                                                 
 NEXT FUNCTION: ________ ACTION: ________                   03/16/2006  15:14:21 
                                                                                 
 =============================================================================== 
 BANK ACCT PAY CODE: XXD   PAYMENT REF NUMBER: 0000000023                        
                                                                                 
 CANCELLATION EFFECTIVE DATE: 03/16/2006                                         
                                                                                 
 PAYMENT AMOUNT:            650.00                                               
 PAYMENT DATE  : 04/12/2005                                                      
 PAYMENT TYPE  : MANUAL                                                          
 PAYMENT STATUS: OPEN                                                            
                                                                                 
 REMITTING TO  : BUYMART STORES INCORPORATED      710415188 C                    
                                                                                 
                 1234 BRITT STREET                                               
                 RICHTON                         27600-1234                      
                                                                                 
                                                                                 

 ARE YOU SURE YOU WANT TO CANCEL THIS PAYMENT?   ENTER Y OR N: 11                 
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Replacing a Check
Replacing a check is necessary under the following circumstances:

• The check has been lost or damaged
• The check has been voided by vendor and needs to be reissued

Replacing a check is processed on the Payment Replacement (PRP) 
screen.

• Gathers information about the check to be replaced
• Updates the AP module with the replaced check number

A payment can be replaced if the payment status of the document is 
OPEN.  OPEN means that the check has not cleared the State Treasurer’s 
Office yet.

 OCP AP                          DOCUMENT LIST                          DCL      
                                                                                 
 NEXT FUNCTION: ________ ACTION: ________ HISTORY: _        03/16/2006  15:28:49 
 REQUEST: ________                                                               
 =============================================================================== 
 PAY ENTITY  : XXPT                  CONTROL DATE : __________ CONTROL NBR: ____ 
 SHORT NAME  : BUYMARTRICHTON        VEND/EMP NBR :  710415188 C                 
 DOCUMENT DTE: __________ __________ DOCUMENT STAT: ____________                 
 DOCUMENT NBR: ________________      DOCUMENT AMT : _________________ CURR: ____ 
 LIST MRQ INV: _                     DOCUMENT AMT2: _________________ - SELECT - 
 VEN/EMP NBR  DOCUMENT NUMBER  DOCUMENT     GROSS AMOUNT   CURR STATUS DGI DCI   
                                 DATE                      CODE          DPA DLL 
  710415188 C          S001-002 03/15/05            250.00      BALANCD _ _ _ _  
  710415188 C          S001-201 03/01/05            300.00      BALANCD _ _ _ _  
  710415188 C          S001-321 04/01/05             50.00      BALANCD _ _ _ _  
  710415188 C          S001-654 02/01/05             50.00      BALANCD _ _ _ _  
                                                                                 
                                                                                 
                                                                                 
                                                                                 
                                                                                 
                                                                                 
                     PAGE:    1 STATUS: END OF LIST                              
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(Replacing a check does not change the status of the invoice document, 
however the payment status of the replaced check will change.)

On the Payment List (PYL) the system assigns one of three check
status:

M Manual 
S System 
E Electronic

An electronic payment can not be replaced but can be cancelled.  To 
cancel an electronic payment, an agency must contact the OSC Sup-
port Services Center (919-875-4357).

 OCP AP                      PAYMENT REPLACEMENT                        PRP      
 235 - ENTER REQUIRED KEY FIELDS                                                 
 NEXT FUNCTION: ________ ACTION: ________                   09/18/2003  06:56:26 
                                                                                 
 =============================================================================== 
 ORIGINAL ...... BANK ACCT PAY CODE: ___   PAYMENT REF NUMBER: __________        
                                                                                 
 REPLACEMENT ... BANK ACCT PAY CODE: ___   PAYMENT REF NUMBER: __________        
                                                                                 
 REPLACEMENT EFFECTIVE DATE: __________                                          
                                                                                 
 PAYMENT AMOUNT:                                                                 
 PAYMENT DATE  :                                                                 
 PAYMENT TYPE  :                                                                 
 PAYMENT STATUS:                                                                 
                                                                                 
 REMITTING TO  :                                                                 
                                                                                 
                                                                                 
                                                                                 
                                                                                 
                                                                                 
                                                                                 
                                                                                 

 OCP AP                          PAYMENT LIST                           PYL      
                                                                                 
 NEXT FUNCTION: ________ ACTION: ________ HISTORY: _        03/16/2006  16:03:45 
                                                                                 
 =============================================================================== 
                                                                                 
 PAY ENTITY: ____ VENDOR NBR: __________ __  SHORT NAME: _______________         
 BAP CODE  : XXD  PAYMENT REFERENCE NUMBER: __________                           
 BEGINNING PAYMENT DATE: __________ ENDING PAYMENT DATE: __________              
 BAP   PYMT REF            ------------ PAYMENT -------- CLEARANCE  REPLACE      
 CODE   NUMBER             AMOUNT    DATE TYPE  STAT        DATE    PYMT REF   S 
                                                                                 
 XXD  9910001016            253.00 04/16/05 M CLEARED     03/31/05             _ 
 XXD  9910001017          3,796.31 04/16/05 M CLEARED     03/31/05             _ 
 XXD  9910001018             82.60 04/16/05 M CLEARED     03/31/05             _ 
 XXD  9910001019              2.00 04/16/05 M CLEARED     03/31/05             _ 
 XXD  9910001020         45,978.40 04/16/05 M CLEARED     03/31/05             _ 
 XXD  9910001021             24.26 04/16/05 M CLEARED     03/31/05             _ 
 XXD  9910001025             30.00 04/16/05 M CLEARED     03/31/05             _ 
 XXD  9910000049          4,315.45 08/17/05 M REPLACED              990000049  _ 
 XXD  9910000254          1,731.00 02/01/05 M CANCELLED                        _ 
 XXD  9910009064            573.00 06/16/05 M CANCELLED                        _ 
                                                                               _ 
                                                                                 
                                      STATUS: END OF LIST                        
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Canceling Remaining Payments
During invoice entry, an AP clerk can set up multiple, recurring, and vari-
able payments for an invoice.  There are times when the remaining pay-
ments for an invoice need to be canceled.  This is the responsibility of the 
AP manager.

Multiple and partial payments are canceled on the Invoice Remaining Pay-
ment Cancel (IPC) screen.  On the IPC screen, you can cancel a payment 
and any remaining payments that follow it.  You can cancel payments even 
if the invoice is partially paid (status of PRTL-PD).

To cancel a payment, type C in the C (CANCEL) field to the right of the pay-
ment.  If the invoice is balanced and no payments have been made, you 
will cancel that payment and any future payments.  The invoice then dis-
plays a status of canceled (CANCELL) in the system.  If the invoice has 
been partially paid, you need to cancel the remaining payments individu-
ally.

Payments are not be displayed on the IPC screen if the F (force payments) 
handling code has been set.  To cancel payments with a handling code of 
F, delete the handling code first.  Then the payments display on the IPC 
screen and are eligible for cancellation.

Payments are also not displayed on the IPC screen if the payment has 
been put on hold.  The payment must first be released using the Held Doc-
ument Release (HDR) screen.  After releasing the document, the payment 
is then displayed on the IPC screen and eligible for cancellation.  Refer to 
Procedure 3:  To Release a Document.

 OCP AP                INVOICE REMAINING PAYMENT CANCEL                 IPC      
 741 - NO MULTIPLE/PARTIAL PAYMENTS FOUND FOR THIS SELECTION                     
 NEXT FUNCTION: ________ ACTION: ________                   09/18/2003  07:03:44 
                                                                                 
 =============================================================================== 
 PAY ENTITY       : XXPT                    VENDOR NUMBER :  710415188 C         
 VENDOR SHORT NAME: BUYMARTRICHTON          INVOICE NUMBER:                      
 INVOICE DATE     :                                                              
                                                                                 
  PAY     VENDOR       INVOICE NUMBER   INVOICE    PYMT PRTL  REM    GL EFF    C 
 ENTITY   NUMBER                         DATE       NBR  NBR PYMTS    DATE       
                                                                                 
                                                                                 
                                                                                 
                                                                                 
                                                                                 
                                                                                 
                                                                                 
                                                                                 
                                                                                 
                                                                                 
                                                                                 
                                                                                 
                             PAGE: 0001 STATUS: END OF LIST                      
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WALKTHROUGH: Canceling Remaining Payments
for a Balanced Invoice

1. Type IPC in the NEXT FUNCTION field and press J to access the 
Invoice Remaining Payments Cancel (IPC) screen.

2. Delete any data displayed in the VENDOR NUMBER field. (Don’t forget 
to delete the vendor group number if necessary.

3. Type dexson@ in the VENDOR SHORT NAME field and press J to 
access multiple payments established for this vendor.

SCENARIO

You entered a rental agreement for Dexson Realty, RENTAL#1, into 
the system and set up 12 monthly payments.  None of the payments 
have been made yet.  You want to cancel all of the payments.

 OCP AP                INVOICE REMAINING PAYMENT CANCEL                 IPC      
 741 - NO MULTIPLE/PARTIAL PAYMENTS FOUND FOR THIS SELECTION                     
 NEXT FUNCTION: ________ ACTION: ________                   10/03/2003  15:44:24 
                                                                                 
 =============================================================================== 

 PAY ENTITY       : ____                    VENDOR NUMBER :  2 415188 C         

 VENDOR SHORT NAME: 3                      INVOICE NUMBER:                      
 INVOICE DATE     :                                                              
                                                                                 
  PAY     VENDOR       INVOICE NUMBER   INVOICE    PYMT PRTL  REM    GL EFF    C 
 ENTITY   NUMBER                         DATE       NBR  NBR PYMTS    DATE       
                                                                                 
                                                                                 
                                                                                 
                                                                                 
                                                                                 
                                                                                 
                                                                                 
                                                                                 
                                                                                 
                                                                                 
                                                                                 
                                                                                 
                             PAGE: 0001 STATUS: END OF LIST                      
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Find the first payment for invoice number RENTAL#1.

4. Type C in the C (CANCEL) field to the right of the first payment for 
invoice number RENTAL#1.

5. Press J to cancel all of the payments for RENTAL#1.

6. All Rental # 1 payments have been cancelled.  Scroll through the 
IPC screen to verify this.

Since none of the multiple payments had been paid for this 
invoice, canceling the first payment also canceled all subse-
quent payments.

OCP AP                INVOICE REMAINING PAYMENT CANCEL                 IPC      
                                                                                
NEXT FUNCTION: ________ ACTION: ________                   03/20/2006  10:29:26 
                                                                                
=============================================================================== 
PAY ENTITY       : XXPT                    VENDOR NUMBER :  560787926 A         
VENDOR SHORT NAME: DEXSON@                 INVOICE NUMBER:                      
INVOICE DATE     :                                                              
                                                                                
 PAY     VENDOR       INVOICE NUMBER   INVOICE    PYMT PRTL  REM    GL EFF    C 
ENTITY   NUMBER                         DATE       NBR  NBR PYMTS    DATE       
                                                                                

XXPT   560787926 A          RENTAL #1 05/11/2005 001   000   000  __________ 4  
  PAYMENT AMOUNT :          1,000.00   PYMT DUE DATE: 05/11/2005                
XXPT   560787926 A          RENTAL #1 05/11/2005 002   000   000  __________  _ 
  PAYMENT AMOUNT :          1,000.00   PYMT DUE DATE: 06/11/2005                
XXPT   560787926 A          RENTAL #1 05/11/2005 003   000   000  __________  _ 
  PAYMENT AMOUNT:           1,000.00   PYMT DUE DATE: 07/11/2005                
XXPT   560787926 A          RENTAL #1 05/11/2005 004   000   000  __________  _ 
  PAYMENT AMOUNT:           1,000.00   PYMT DUE DATE: 08/11/2005                
XXPT   560787926 A          RENTAL #1 05/11/2005 005   000   000  __________  _ 
  PAYMENT AMOUNT :          1,000.00   PYMT DUE DATE: 09/11/2005                
                                                                                
                            PAGE: 0001 STATUS: MORE                             

OCP AP                INVOICE REMAINING PAYMENT CANCEL                 IPC      
                                                                                

NEXT FUNCTION: 7 _____ ACTION: ________                   03/20/2006  10:32:18 
                                                                                
=============================================================================== 
PAY ENTITY       : XXPT                    VENDOR NUMBER :  560787926 A         
VENDOR SHORT NAME: DEXSON@                 INVOICE NUMBER:                      
INVOICE DATE     :                                                              
                                                                                
 PAY     VENDOR       INVOICE NUMBER   INVOICE    PYMT PRTL  REM    GL EFF    C 
ENTITY   NUMBER                         DATE       NBR  NBR PYMTS    DATE       
                                                                                
XXPT   560787926 A          RENTAL #2 03/11/2005 003   000   000  __________  _ 
  PAYMENT AMOUNT :            500.00   PYMT DUE DATE: 05/11/2005                
XXPT   560787926 A          RENTAL #2 03/11/2005 004   000   000  __________  _ 
  PAYMENT AMOUNT :            500.00   PYMT DUE DATE: 06/11/2005                
XXPT   560787926 A          RENTAL #2 03/11/2005 005   000   000  __________  _ 
  PAYMENT AMOUNT:             500.00   PYMT DUE DATE: 07/11/2005                
XXPT   560787926 A          RENTAL #2 03/11/2005 006   000   000  __________  _ 
  PAYMENT AMOUNT:             500.00   PYMT DUE DATE: 08/11/2005                
XXPT   560787926 A          RENTAL #2 03/11/2005 007   000   000  __________  _ 
  PAYMENT AMOUNT :            500.00   PYMT DUE DATE: 09/11/2005                
                                                                                
                            PAGE: 0001 STATUS: MORE                             
Office of the State Controller 29 NCAS Training.14  -  August 26, 2009



Office of the State Contro

NOTES

MM: AP02 Processing Payments
AP Management

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

7. Type DCL in the NEXT FUNCTION field and press J to access the 
Document List (DCL) screen.  Note that the status of the document 
is CANCELL, since all of the payments have been canceled.

OCP AP                          DOCUMENT LIST                          DCL      
                                                                                
NEXT FUNCTION: ________ ACTION: ________ HISTORY: _        03/20/2006  10:45:59 
REQUEST: ________                                                               
=============================================================================== 
PAY ENTITY  : XXPT                  CONTROL DATE : __________ CONTROL NBR: ____ 
SHORT NAME  : DEXSONREALTY          VEND/EMP NBR :  560787926 A                 
DOCUMENT DTE: __________ __________ DOCUMENT STAT: ____________                 
DOCUMENT NBR: ________________      DOCUMENT AMT : _________________ CURR: ____ 
LIST MRQ INV: _                     DOCUMENT AMT2: _________________ - SELECT - 
VEN/EMP NBR  DOCUMENT NUMBER  DOCUMENT     GROSS AMOUNT   CURR STATUS DGI DCI   
                                DATE                      CODE          DPA DLL 
 560787926 A         RENTAL #1 05/11/05         12,000.00      CANCELL _ _ _ _  
 560787926 A         RENTAL #2 03/11/05          6,000.00      PRTL-PD _ _ _ _  
                                                                                
                                                                                
                                                                                
                                                                                
                                                                                
                                                                                
                                                                                
                                                                                
                                                                                
                    PAGE:    1 STATUS: END OF LIST                              
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WALKTHROUGH: Canceling Remaining Payments
for a Partially Paid Invoice

1. Type IPC in the NEXT FUNCTION field and press J to access the 
Invoice Remaining Payment Cancel (IPC) screen.

The information from Dexson Realty has defaulted since this 
is the vendor used on the Document List (DCL) inquiry in the 
prior walkthrough.

Find payment number 003 for invoice number RENTAL#2.

Since two payments have already been made for this 
invoice, the first payment eligible for cancellation is payment 
number 003.

2. Type C in the C (CANCEL) field to the right of payment number 003 
and press J.

SCENARIO

You entered a second rental agreement for Dexson Realty, 
RENTAL#2, into the system and set up 12 monthly payments.  Two 
payments have been made.  You want to cancel the remaining pay-
ments.

OCP AP                INVOICE REMAINING PAYMENT CANCEL                 IPC      
                                                                                
NEXT FUNCTION: ________ ACTION: ________                   03/20/2006  10:47:48 
                                                                                
=============================================================================== 
PAY ENTITY       : XXPT                    VENDOR NUMBER :  560787926 A         
VENDOR SHORT NAME: DEXSONREALTY            INVOICE NUMBER:                      
INVOICE DATE     :                                                              
                                                                                
 PAY     VENDOR       INVOICE NUMBER   INVOICE    PYMT PRTL  REM    GL EFF    C 
ENTITY   NUMBER                         DATE       NBR  NBR PYMTS    DATE       
                                                                                

XXPT   560787926 A          RENTAL #2 03/11/2005 003   000   000  __________ 2  
  PAYMENT AMOUNT :            500.00   PYMT DUE DATE: 05/11/2005                
XXPT   560787926 A          RENTAL #2 03/11/2005 004   000   000  __________  _ 
  PAYMENT AMOUNT :            500.00   PYMT DUE DATE: 06/11/2005                
XXPT   560787926 A          RENTAL #2 03/11/2005 005   000   000  __________  _ 
  PAYMENT AMOUNT:             500.00   PYMT DUE DATE: 07/11/2005                
XXPT   560787926 A          RENTAL #2 03/11/2005 006   000   000  __________  _ 
  PAYMENT AMOUNT:             500.00   PYMT DUE DATE: 08/11/2005                
XXPT   560787926 A          RENTAL #2 03/11/2005 007   000   000  __________  _ 
  PAYMENT AMOUNT :            500.00   PYMT DUE DATE: 09/11/2005                
                                                                                
                            PAGE: 0001 STATUS: MORE                             
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Note that the remaining payments are still shown on the IPC 
screen.  Since this invoice is partially paid, canceling one 
payment does not cancel future payments.

3. Press J to return to the first page listing payments for this invoice.

4. Type C in the C (CANCEL) field to the right of each payment for 
RENTAL#2 and press J.

OCP AP                INVOICE REMAINING PAYMENT CANCEL                 IPC      
                                                                                
NEXT FUNCTION: ________ ACTION: ________                   03/20/2006  10:49:55 
                                                                                
=============================================================================== 
PAY ENTITY       : XXPT                    VENDOR NUMBER :  560787926 A         
VENDOR SHORT NAME: DEXSONREALTY            INVOICE NUMBER:                      
INVOICE DATE     :                                                              
                                                                                
 PAY     VENDOR       INVOICE NUMBER   INVOICE    PYMT PRTL  REM    GL EFF    C 
ENTITY   NUMBER                         DATE       NBR  NBR PYMTS    DATE       
                                                                                
XXPT   560787926 A          RENTAL #2 03/11/2005 008   000   000  __________  _ 
  PAYMENT AMOUNT :            500.00   PYMT DUE DATE: 10/11/2005                
XXPT   560787926 A          RENTAL #2 03/11/2005 009   000   000  __________  _ 
  PAYMENT AMOUNT :            500.00   PYMT DUE DATE: 11/11/2005                
XXPT   560787926 A          RENTAL #2 03/11/2005 010   000   000  __________  _ 
  PAYMENT AMOUNT :            500.00   PYMT DUE DATE: 12/11/2005                
XXPT   560787926 A          RENTAL #2 03/11/2005 011   000   000  __________  _ 
  PAYMENT AMOUNT:             500.00   PYMT DUE DATE: 01/11/2005                
                                                                                
                                                                                
                                                                                
                            PAGE: 0002 STATUS: END OF LIST                      

CP AP                INVOICE REMAINING PAYMENT CANCEL                 IPC      
                                                                               
EXT FUNCTION: ________ ACTION: ________                   03/20/2006  10:52:00 
                                                                               
============================================================================== 
AY ENTITY       : XXPT                    VENDOR NUMBER :  560787926 A         
ENDOR SHORT NAME: DEXSONREALTY            INVOICE NUMBER:                      
NVOICE DATE     :                                                              
                                                                               
PAY     VENDOR       INVOICE NUMBER   INVOICE    PYMT PRTL  REM    GL EFF    C 
NTITY   NUMBER                         DATE       NBR  NBR PYMTS    DATE       
                                                                               

XPT   560787926 A          RENTAL #2 03/11/2005 004   000   000  __________ 4  
 PAYMENT AMOUNT :            500.00   PYMT DUE DATE: 06/11/2005                
XPT   560787926 A          RENTAL #2 03/11/2005 005   000   000  __________  _ 
 PAYMENT AMOUNT :            500.00   PYMT DUE DATE: 07/11/2005                
XPT   560787926 A          RENTAL #2 03/11/2005 006   000   000  __________  _ 
 PAYMENT AMOUNT:             500.00   PYMT DUE DATE: 08/11/2005                
XPT   560787926 A          RENTAL #2 03/11/2005 007   000   000  __________  _ 
 PAYMENT AMOUNT:             500.00   PYMT DUE DATE: 09/11/2005                
XPT   560787926 A          RENTAL #2 03/11/2005 008   000   000  __________  _ 
 PAYMENT AMOUNT :            500.00   PYMT DUE DATE: 10/11/2005                
                                                                               
                           PAGE: 0001 STATUS: MORE                             
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5. Type C in the C (CANCEL) field to the right of the remaining payments 
for RENTAL#2 and press J.

6. Type DCL in the NEXT FUNCTION field and press J to access the 
Document List (DCL) screen.

OCP AP                INVOICE REMAINING PAYMENT CANCEL                 IPC      
                                                                                
NEXT FUNCTION: ________ ACTION: ________                   03/20/2006  10:52:00 
                                                                                
=============================================================================== 
PAY ENTITY       : XXPT                    VENDOR NUMBER :  560787926 A         
VENDOR SHORT NAME: DEXSONREALTY            INVOICE NUMBER:                      
INVOICE DATE     :                                                              
                                                                                
 PAY     VENDOR       INVOICE NUMBER   INVOICE    PYMT PRTL  REM    GL EFF    C 
ENTITY   NUMBER                         DATE       NBR  NBR PYMTS    DATE       
                                                                                

XXPT   560787926 A          RENTAL #2 03/11/2005 0094   000   000  __________ 5  
  PAYMENT AMOUNT :            500.00   PYMT DUE DATE: 11/11/2005                
XXPT   560787926 A          RENTAL #2 03/11/2005 010   000   000  __________  _ 
  PAYMENT AMOUNT :            500.00   PYMT DUE DATE: 12/11/2005                
XXPT   560787926 A          RENTAL #2 03/11/2005 011   000   000  __________  _ 
  PAYMENT AMOUNT:             500.00   PYMT DUE DATE: 01/11/2006                
                                                                                
                                                                                
                                                                                
                                                                                
                                                                                
                            PAGE: 0001 STATUS: MORE                             

OCP AP                INVOICE REMAINING PAYMENT CANCEL                 IPC      
741 - NO MULTIPLE/PARTIAL PAYMENTS FOUND FOR THIS SELECTION                     

NEXT FUNCTION: 6 _____ ACTION: ________                   03/20/2006  14:27:51 
                                                                                
=============================================================================== 
PAY ENTITY       : XXPT                    VENDOR NUMBER :  560787926 A         
VENDOR SHORT NAME: DEXSONREALTY            INVOICE NUMBER:                      
INVOICE DATE     :                                                              
                                                                                
 PAY     VENDOR       INVOICE NUMBER   INVOICE    PYMT PRTL  REM    GL EFF    C 
ENTITY   NUMBER                         DATE       NBR  NBR PYMTS    DATE       
                                                                                
                                                                                
                                                                                
                                                                                
                                                                                
                                                                                
                                                                                
                                                                                
                                                                                
                                                                                
                                                                                
                                                                                
                            PAGE: 0001 STATUS: END OF LIST                      
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The status of the invoice is still shown as PRTL-PD for this 
invoice.

Requesting Checks
Three screens are used in the NCAS to generate checks for the next 
morning:

• Payment Entity Control Cycles (PCC)
• Bank Cycle Control List (BCCL)
• Bank Control Cycles (BCC)

Based on when you want checks to print, these screens are completed 
daily, weekly or at any other interval decided by your agency.  The follow-
ing information must be entered on these screens the day before your 
agency wants checks to be printed.

• The paying entity that determines which vendors or employees will 
be paid is entered on the PCC screen.

• The cycle dates that determine if a document should be included in 
the current payment cycle is also entered on the PCC screen.

• The range of check numbers is entered on the BCC screen.  This 
range needs to be set for each BAP code.

Bank account payment (BAP) codes are listed on the BCCL screen and 
entered on the BCC screen.  These codes determine the bank account, 
the General Ledger cash account, and the policies that control payments.  
Every document is associated with a BAP code.

The parameters set on the BCC and PCC screens determine which 
invoices are extracted in nightly production for check printing on the fol-
lowing morning.

OCP AP                          DOCUMENT LIST                          DCL      
                                                                                
NEXT FUNCTION: ________ ACTION: ________ HISTORY: _        03/20/2006  14:31:57 
REQUEST: ________                                                               
=============================================================================== 
PAY ENTITY  : XXPT                  CONTROL DATE : __________ CONTROL NBR: ____ 
SHORT NAME  : DEXSONREALTY          VEND/EMP NBR :  560787926 A                 
DOCUMENT DTE: __________ __________ DOCUMENT STAT: ____________                 
DOCUMENT NBR: ________________      DOCUMENT AMT : _________________ CURR: ____ 
LIST MRQ INV: _                     DOCUMENT AMT2: _________________ - SELECT - 
VEN/EMP NBR  DOCUMENT NUMBER  DOCUMENT     GROSS AMOUNT   CURR STATUS DGI DCI   
                                DATE                      CODE          DPA DLL 
 560787926 A         RENTAL #1 05/11/05         12,000.00      CANCELL _ _ _ _  
 560787926 A         RENTAL #2 03/11/05          6,000.00      PRTL-PD _ _ _ _  
                                                                                
                                                                                
                                                                                
                                                                                
                                                                                
                                                                                
                                                                                
                                                                                
                                                                                
                    PAGE:    1 STATUS: END OF LIST                              
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Payment Entity Control Cycles
The Payment Entity Cycle Controls (PCC) screen is used to specify the 
paying entities and documents that are to be included in the next payment 
cycle.

The following three parameters are set on the PCC screen:
— The paying entities you wish to include in the next payment 

cycle.
— The dates used to determine which documents are extracted 

for payment (based on the current pay date and the next pay 
date).  It is important to remember the following with regard 
to these dates:

The CURRENT PAY DATE field must always reflect the 
current date.

The NEXT PAY DATE field controls which documents 
will be paid in the payment cycle.  For example, if 
05/05/06 is entered in the NEXT PAY DATE field, 

The BCC and PCC screens must be completed the day before checks 
are to be printed.  If both screens are not completed, checks will not be 
printed.

The BCC and PCC screens may be set at any time during the day.  
Since checks are generating during the nightly production cycle, any 
invoices entered after the BCC and PCC screens are set could still be 
eligible for payment.  It is recommended that the BCC and PCC 
screens are set early in the day, in case there are system problems 
later in the day.

OCP AP                       PAYMENT ENTITY CYCLE CONTROLS             PCC      
                                                                                
NEXT FUNCTION: ________ ACTION: ________                   03/21/2006  08:00:30 
                                                                                
=============================================================================== 
                                                                                
     PAY       PAY     CURRENT        NEXT       PAYMENT                SELECT  
    ENTITY    CYCLE    PAY DATE     PAY DATE      DATE                          
                                                                                
     ____       _     __________   __________   __________                ___   
                                                                                
=============================================================================== 
                                                                                
     CFFP       N                                                          _    
     CHGE       N                                                          _    
     VADD       N                                                          _    
     VEND       N                                                          _    
     11PE       N     03/09/2003                                           _    
     11PN       N     03/09/2003                                           _    
     11PT       N     03/09/2003                                           _    
     12PE       N     03/09/2003                                           _    
     12PN       N     03/09/2003                                           _    
     12PT       N     03/09/2003                                           _    
                             STATUS: MORE                                       
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checks will print for payments due up to—but not  
including—May 5, 2006.

— The date to be printed on the check (payment date), which 
also designates the General Ledger effective date of the 
accounting entries.  It is important to remember the following 
with regard to the payment date:

The date in the PAYMENT DATE field must always 
match the date in the CURRENT PAY DATE field, with 
one exception.

Because June 30 is reserved for accrual transac-
tions, the exception to the preceding rule is June 30.  
Therefore, the date in the PAYMENT DATE field must 
be June 29 for checks set for extraction on June 29 
or June 30.

If your agency decides to print checks on Tuesdays and Fridays, for 
example, you would request the first check run on Monday.  You would put 
Monday’s date in the CURRENT PAY DATE and PAYMENT DATE fields and 
Thursday’s date on the NEXT PAY DATE field.  The system writes checks for 
all documents that need to be paid prior to that date.  Note that payments 
due on Thursday and Friday are not included.

The system does not automatically take mailing time into consider-
ation, so make sure that you include mailing time when setting your 
check parameters.  You want to set up your check run to include all 
checks that need to be mailed before the next check run is sched-
uled.

Documents will not be paid if they have a budgetary control exception.  
The STATUS field on the Document List (DCL) screen will reflect BAL-B 
for documents with this type of exception.
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Bank Cycle Control List
The Bank Cycle Control List (BCCL) screen is used to view and select 
BAP codes.

The last payment number is displayed in the LAST PYMT REF NBR field on 
the BCCL screen.  The next payment number is entered on the Bank Con-
trol Cycles (BCC) screen.  This number must be the next sequential num-
ber.  For example, if 12 is the last payment number, then 13 must be 
entered in the BEGINNING PYMT REF NUMBER on the BCC screen.

Bank cycle controls are used to determine the beginning and ending check 
numbers to be printed for each BAP code in each payment cycle.  You 
must establish controls for every BAP code for which you wish checks to 
print.

If payments are missing, review the Payment Entity Cycle Control 
Report (AP-PCC) and the Bank Cycle Control Report (AP-BCC) in 
X/PTR to ensure that the entries on the PCC and BCC screens are cor-
rect.  (These reports are covered in the Reports section.)

 OCP AP                  BANK CYCLE CONTROL LIST                        BCCL     
                                                                                 
 NEXT FUNCTION: ________ ACTION: ________                   03/21/2006  
08:17:11 
                                                                                 
 
=============================================================================== 
 BEGIN BANK ACCT PYMT CODE: ___                                                  
                                                                                 
   BANK ACCOUNT PAYMENT      LAST PYMT       BEG PYMT        END PYMT    SEL     
     CODE  &  OVERRIDE        REF NBR        REF NBR         REF NBR             
                                                                                 
     IGT                    4200002302                                    _      
     ZRO                                                                  _      
     01D                         19170                                    _      
     02D                         19170                                    _      
     03D                         19170                                    _      
     04D                         19170                                    _      
     05D                         19170                                    _      
     06D                         19181                                    _      
     07D                         19170                                    _      
     08D                         19170                                    _      
     09D                         19170                                    _      
     10D                         19170                                    _      
                                                                                 
                             STATUS: MORE                                        
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Bank Cycle Controls
Controls are established for the current payment cycle on the Bank Cycle 
Controls (BCC) screen.

The BCC screen allows you to do the following:

• Establish the beginning and ending check numbers for the check run.  
Because the ending check number is generally not known, this field 
defaults to 9999999999.  Remember that the beginning check num-
ber is the next sequential number after the number referenced in the 
LAST PYMT REF NBR USED field .  If the number in this field is 6, the 
number 7 must be entered in the BEGINNING PYMT REF NUMBER field on 
the BCC screen.

• Record any breaks in the check-numbering sequence for each BAP 
code in the current payment cycle.  A break in the number sequence 
may be necessary if a number range has already been used for man-
ual checks.  (This feature of the NCAS will be used very infrequently 
since check stock is blank.)

The BCC screen should be updated the same day that parameters are set 
for the check run.  You must set controls for each BAP code for which you 
want to print payments.

Every agency has multiple BAP codes tied to a bank account.  If you 
do not want to print checks for a particular BAP code, do not set it on 
the Bank Cycle Controls (BCC) screen. However, because you gener-
ally want to extract all payments that are due, you should set all BAP 
codes.

When there are multiple BAP codes for the same bank account, the 
same range of check numbers should be set for these BAP codes.  For 
example, XXD (trade BAP code) and XXP (employee BAP code) refer-
ence the same bank account.

 OCP AP                       BANK CYCLE CONTROLS                       BCC      
 235 - ENTER REQUIRED KEY FIELDS                                                 
 NEXT FUNCTION: ________ ACTION: ________                   03/21/2006  08:19:42 
 REQUEST:                                                                        
 =============================================================================== 
                                                                                 
  BANK ACCOUNT PAYMENT CODE: ___    BANK ACCOUNT PAYMENT CODE OVERRIDE:          
                                                                                 
  LAST PYMT REF NBR USED   :                                                     
                                                                                 
  BEGINNING PYMT REF NUMBER:                                                     
                                                                                 
  ENDING PYMT REF NUMBER   :                                                     
                                                                                 
                                                                                 
                   BEGINNING PAYMENT   ENDING PAYMENT                            
                   REFERENCE NUMBER    REFERENCE NBR                             
            BREAK                                                                
              1                                                                  
              2                                                                  
              3                                                                  
              4                                                                  
              5                                                                  
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The following walkthrough demonstrates how to request checks.  Before 
you can print checks, parameters must be established for the documents 
that will be extracted for payment.

WALKTHROUGH: Requesting Checks

1. Type PCC in the NEXT FUNCTION field and press J to access the 
Payment Entity Cycle Controls (PCC) screen.  The PCC screen is 
used to select the paying entities included in the payment cycle and 
to assign dates to the payments.

2. Type your employee paying entity (XXPE) in the PAY ENTITY field 
to indicate that payments should be made for this paying entity. 
Security only allows you to select your agency’s paying entities.

Your trade paying entity defaults from the previous walk-
through.  Change XXPT to XXPE.

3. Type Y in the PAY CYCLE field to include the selected paying entity in 
this payment cycle.

SCENARIO

Today, you need to request a check run.  (For the purposes of this 
walkthrough, the current date is the 15th day of the current month 
2003.)  Your BAP code is XXD and the paying entities that you are 
responsible for are XXPT, XXPE, and XXPN.  The next planned pay-
ment cycle is the 18th day of the current month, 2006.

The PCC screen lists paying entities in alphanumeric order.

 OCP AP                       PAYMENT ENTITY CYCLE CONTROLS             PCC      
                                                                                 
 NEXT FUNCTION: ________ ACTION: ________                   03/25/2008  11:51:33 
                                                                                 
 =============================================================================== 
                                                                                 
      PAY       PAY     CURRENT        NEXT       PAYMENT                SELECT  
     ENTITY    CYCLE    PAY DATE     PAY DATE      DATE                          

       2        3                                                              
      ____       _     __________   __________   __________                ___   
                                                                                 
 =============================================================================== 
                                                                                 
      CFFP       N                                                          _    
      CHGE       N                                                          _    
      VADD       N                                                          _    
      VEND       N                                                          _    
      11PE       N     03/09/2003                                           _    
      11PN       N     03/09/2003                                           _    
      11PT       N     03/09/2003                                           _    
      12PE       N     03/09/2003                                           _    
      12PN       N     03/09/2003                                           _    
      12PT       N     03/09/2003                                           _    
                              STATUS: MORE                                       
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4. Type the current month followed by 152006 in the CURRENT PAY 
DATE field to indicate the beginning date of the current payment 
cycle.  Normally, this is today’s date.

5. Type current month followed by 182006 in the NEXT PAY DATE field 
to indicate the date that you plan to run the next payment cycle.

6. Type current month followed by 152006 in the PAYMENT DATE field.  
This field indicates:

• The date printed on the check
• The General Ledger effective date for the expense and cash 

entries posted to the General Ledger

7. Press J for the system to search for paying entity XXPE.

8. Type S in the SELECT field beside your employee paying entity 
(XXPE) to include it in the payment cycle.

9. Type S in the SELECT field beside your non-trade paying entity 
(XXPN) to include it in the payment cycle under the same parame-
ter as XXPE.

10. Type S in the SELECT field beside your trade paying entity (XXPT) to 
include it in the payment cycle under the same parameter as XXPE.    
Press J to process the information.

11. Press J to scroll through the list to view the paying entities that 
you have included in this payment cycle.

A document is included in the current payment cycle if:

• The payment is late.
• A discount will be lost before the next payment cycle.
• The document is due to be paid between the dates in the CURRENT 

PAY DATE and NEXT PAY DATE fields.

Different dates can be set for each paying entity included in the current 
cycle.
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12. Type BCCL in the NEXT FUNCTION field and press J to access the 
Bank Cycle Control List (BCCL) screen.  The BCCL screen allows 
you to review current bank cycle controls.

13. Type XXD in the BEGIN BANK ACCT PYXMT CODE field and press J 
to identify the BAP code used to make payments in the current 
cycle.

The N in the PAY CYCLE field changes to Y for the selected paying enti-
ties.  After the payment cycle runs, the AP module resets the value to 
N.

 OCP AP                       PAYMENT ENTITY CYCLE CONTROLS             PCC      
                                                                                 

 NEXT FUNCTION: 12 _____ ACTION: ________                   03/21/2006  08:39:32 
                                                                                 
 =============================================================================== 
                                                                                 
      PAY       PAY     CURRENT        NEXT       PAYMENT                SELECT  
     ENTITY    CYCLE    PAY DATE     PAY DATE      DATE                          
                                                                                 
      XXPE       Y     03152006     03182006     03152006                  ___   
                                                                                 
 =============================================================================== 
                                                                                 
      XXPE       Y     03/15/2006   03/18/2006   03/15/2006                 _    
      XXPN       Y     03/15/2006   03/18/2006   03/15/2006                 _    
      XXPT       Y     03/15/2006   03/18/2006   03/15/2006                 _    
      YYPE       N     10/15/2003                                           _    
      YYPN       N     10/15/2003                                           _    
      YYPT       N     10/15/2003                                           _    
      ZZPE       N     10/15/2003                                           _    
      ZZPN       N     10/15/2003                                           _    
      ZZPT       N     10/15/2003                                           _    
      AAPE       N     10/15/2003                                           _    
                              STATUS: MORE                                       

 OCP AP                  BANK CYCLE CONTROL LIST                        BCCL     
                                                                                 
 NEXT FUNCTION: ________ ACTION: ________                   10/06/2003  10:52:18 
                                                                                 
 =============================================================================== 

 BEGIN BANK ACCT PYMT CODE: 13                                                   
                                                                                 
   BANK ACCOUNT PAYMENT      LAST PYMT       BEG PYMT        END PYMT    SEL     
     CODE  &  OVERRIDE        REF NBR        REF NBR         REF NBR             
                                                                                 

     XXD                         19170                                   14      
     01D                         19170                                    _      
     02D                         19170                                    _      
     03D                         19170                                    _      
     04D                         19170                                    _      
     05D                         19170                                    _      
     06D                         19181                                    _      
     07D                         19170                                    _      
     08D                         19170                                    _      
     09D                         19170                                    _      
     10D                         19170                                    _      
                                                                                 
                             STATUS: MORE                                        
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14. Type S in the SEL column that corresponds to the BAP code (XXD) 
used to make the payments.

15. Press J to access the Bank Cycle Controls (BCC) screen.  The 
BCC screen displays information for the BAP code that was 
selected on the BCCL screen.

The following defaults from the BCCL screen:

• The BAP code into the BANK ACCOUNT PAYMENT CODE field
• The last check number used into the LAST PYMT REF NBR 

USED field

16. The number 19171 should default in the BEGINNING PYMT REF 
NUMBER field.  (Type it in if it does not default.)  This number identi-
fies the first check to be used in the current payment cycle.  It is one 
number greater than the number in the LAST PYMT REF NBR USED 
field except when there is a break in the number sequencing from 
manual checks (a unique circumstance).

17. Press J to process the information and to access the Bank Cycle 
Control List (BCCL) screen.  The information from the BCC screen 
defaults in the BEGINNING PYMT REF NUMBER and ENDING PYMT REF 
NUMBER fields next to your BAP code (XXD).

If the BEGINNING PYMT REF NUMBER is less than or equal to the LAST 
PYMT REF NBR USED, the check cycle will be halted for your agency.  No 
checks will be available for printing.

OCP AP                       BANK CYCLE CONTROLS                       BCC      
                                                                                
NEXT FUNCTION: ________ ACTION: ________                   03/21/2006  08:47:41 
REQUEST: ________                                                               
=============================================================================== 
                                                                                
 BANK ACCOUNT PAYMENT CODE: XXD    BANK ACCOUNT PAYMENT CODE OVERRIDE: ___      
                                                                                
 LAST PYMT REF NBR USED   :      19170                                          
                                                                                

 BEGINNING PYMT REF NUMBER: 16 _______                                          
                                                                                
 ENDING PYMT REF NUMBER   : __________                                          
                                                                                
                                                                                
                  BEGINNING PAYMENT   ENDING PAYMENT                            
                  REFERENCE NUMBER    REFERENCE NBR                             
           BREAK                                                                
             1       __________         __________                              
             2       __________         __________                              
             3       __________         __________                              
             4       __________         __________                              
             5       __________         __________                              
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If an ending number is not entered in the ENDING PYMT REF NUMBER 
field on the BCC screen, it defaults to 9999999999.  In other words, the 
system assigns sequential numbers until all documents are paid.

The number in the LAST PYMT REF NUMBER USED field is displayed for 
reference purposes.  You can set up five payment breaks for each 
bank account payment (BAP) code.  If a beginning break number is 
entered, an ending number must be entered except for the last break.  
If an ending number for the last break is not entered, it defaults to 
9999999999.

 OCP AP                  BANK CYCLE CONTROL LIST                        BCCL     
                                                                                 
 NEXT FUNCTION: ________ ACTION: ________                   03/21/2006  09:10:58 
                                                                                 
 =============================================================================== 
 BEGIN BANK ACCT PYMT CODE: ___                                                  
                                                                                 
   BANK ACCOUNT PAYMENT      LAST PYMT       BEG PYMT        END PYMT    SEL     
     CODE  &  OVERRIDE        REF NBR        REF NBR         REF NBR             
                                                                                 
     XXD                         19170           19171      9999999999    _      
     24D                         19170                                    _      
     25D                         19170                                    _      
     26D                         19170                                    _      
     27D                         19170                                    _      
     28D                         19170                                    _      
     29D                         19170                                    _      
     30D                         19170                                    _      
     31D                         19170                                    _      
     32D                         19170                                    _      
     33D                         19170                                    _      
     34D                         19170                                    _      
                                                                                 
                             STATUS: MORE                                        
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Overview
The electronic payment (E-payment) process allows agencies to use the 
North Carolina Accounting System (NCAS) to deposit money directly into a 
vendor’s or employee’s bank account.  As part of the E-payment process, 
an e-mail or fax is sent to notify the payee that a deposit has been made.

All invoice transactions entered in the NCAS Accounts Payable (AP) mod-
ule that are flagged to be sent electronically create Cash Management 
Control System (CMCS) transfer entries and post to the CMCS system for 
agency processing.  The CMCS transfer makes no Budgetary Control (BC) 
entries because the cash entries for all E-payments post directly to the cor-
rect budget code or allotment cash account coming from AP.

E-payments are generated based on information keyed on the Vendor 
Payment (VPY) screen in the NCAS.  Information, such as bank account 
number, bank routing number, and e-mail address, are required to com-
plete this screen.  When the VPY screen is completed, the vendor/
employee payment is processed electronically.  All payments to vendors or 
employees that do not have this screen completed have paper checks 
printed at each agency.  E-payment information for each agency is trans-
ferred to an Office of the State Controller (OSC) server, using Paybase 32, 
where it resides until cash is transferred via CMCS to the OSC by the 
agency.  After the CMCS transfers have been passed by the agency to the 
OSC, submitted and approved by Cash Management, the E-payments for 
the agency are combined with other agencies’ E-payments for that day 
and sent to the bank.  Electronic remittance advices that look similar to our 
current check stubs are either e-mailed or faxed to the vendor/employee at 
the same time E-payments are sent to the bank.

In the event that E-payments are not sent to the bank due to lack of cash 
or other reasons, a batch cancel job is available that automatically cancels 
all of the agency’s E-payments for a particular day.  If this is ever neces-
sary, call the OSC Support Services Center (919-875-4357).  The OSC 
helps the agency with this process whenever E-payments must be can-
celled.  An E-payment should never be cancelled without consulting with 
the OSC first.  The CMCS transfer that was created has to be deleted.  
When an E-payment is cancelled, there is no reversing CMCS transfer 
entries created or reversing entries on the CMCS cash reconciliation 
reports.

Electronic Payments

Transfers do not post to the disbursing cash account (111250) as requi-
sitions do.
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CMCS Transfers
The NCAS generated CMCS transfer is identical to a manually keyed 
transfer.  The only difference is the entries are programmatically gener-
ated for the agency in CMCS in prepared status waiting for the agency to 
‘pass’ the transfer to OSC-Cash Management.  The OSC Cash Manage-
ment submits and approves the transfer.  An example of a transfer follows:

All electronic payments made in NCAS generate a CMCS transfer.

A daily report is available through Systemware that shows, by budget 
code, the cash transfers that posted that day.  The report location names 
are:

OSCOP* NCAS-CMCS CASH RECON – DETAIL
OSCOP* NCAS-CMCS CASH RECON – SUMM

All transfers are shown on the detail report.  The report heading is:

For each cash account that has been posted to, there is a page showing 
the budget codes and the amounts for the CMCS transfers.

State agencies utilizing the NCAS and Cash Management Control Sys-
tem (CMCS) are set up for electronic payments using a default BAP 
code of IGO.  This code allows money to be electronically transferred 
through CMCS.  This IGO BAP code is a secured code and cannot be 
overridden.  If the user tries to override the IGO BAP code, the follow-
ing message is displayed:  P02 - VENDOR IS A CMCS VENDOR - 
BAP CODE MUST BE IGO.

AK22                    CASH MANAGEMENT CONTROL SYSTEM      16:16:42 06/01/03   
EQUENCE NO: 90053      REQUEST FOR TRANSFER OF FUNDS                 PAGE: 001  
3600                        BETWEEN BUDGET CODES              STATUS: PREPARED  
                                                              ACTION: CHANGE    
ATE: 05 09 03                                                                   
EFERENCE NO.:                          REFERENCE NO.:                           
UDGET CODE (TRANSFER FROM): 13600      DEPARTMENT CODE (TRANSFER TO): 3015      
R STIF CODE(TRANSFER FROM): 0000000                                             
USTICE-GENERAL                         OSC-ELEC PAYMT CLRNG                     
OTAL AMOUNT:      23,389.38               1=OPERATING       2=REIMBURSEMENTS    
RANSFER TYPE: 5                           3=FEDERAL         5=E-PAYMENT         
                                           6=AGENCY GRANTS   7=QUASI-EXTERNAL   
                                           8=RESIDUAL EQUITY 9=CLEARING ACCT.   
RANSFER TO: (PROVIDED BY RECEIVING AGENCY)                                      
           BUDGET OR STIF       TITLE                  AMOUNT                   
__         _____ _______   ____________________    _______________              
__         _____ _______   ____________________    _______________              
__         _____ _______   ____________________    _______________              
__         _____ _______   ____________________    _______________              
                                                                                
                                                                                
EXT= _____ PF= __      DATE= MM DD YY SEQ= _____ DISB/STIF = _______ BRNCH= ___ 
NFORMATION CAN BE CHANGED.PRESS THE ENTER KEY TO RECORD CHANGES.                
RESS PF1 KEY FOR ASSOCIATED COMMENTS                                       

ACCOUNTS PAYABLE
NCAS / CMCS CASH RECONCILIATION DETAIL

ELECTRONIC PAYMENTS
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         PAGE  :      4 
         DATE  : 07/14/2003 
         C-AP-CMCS-NCAS-INTERFACE 

__________________________________

      TOTAL TRANSFER 
__________________________________

               9,634.22 

               9,634.22 

             234,128.27 

      PAGE  :      1 
      DATE  : 07/14/2003 
      C-AP-CMCS-NCAS-INTERFACE 

____________________________________

   TOTAL TRANSFER 
____________________________________

            9,634.22 
            9,634.22 
The heading for the summary report for transfers is:

The transfer report shows a summary of all transfers that posted into 
CMCS for a particular day.

An example of each of these reports follows:

Transfers that post to CMCS do not post transactions to BC.  All E-pay-
ment transfers post directly to the appropriate allotment or budget code 
cash account, 111240, 111260 or 111270 through AP.  They do not post to 
the disbursing cash account, 111250.

These reports also reflect accounting distribution changes on paid 
invoices.  A negative transfer is created for the original distribution and a 
positive transfer to the new distribution.  If the change caused the cash to 
cross budget codes, both transfer entries need to be passed and approved 
the same day, reducing the money in one agency budget code and 
increasing it in the other.  The OSC budget code, 23015,  zeros out with 
the positive and negative transfer to the same code.

ACCOUNTS PAYABLE
CMCS CASH TRANSFER SUMMARY REPORT

TRANSFERS DUE TO ELECTRONIC PAYMENTS

RMDSID07                                          ACCOUNTS PAYABLE                          
REPORT ID : DETRPT                      NCAS / CMCS CASH RECONCILIATION DETAIL              
TIME      : 03:57:59                             ELECTRONIC PAYMENTS                        
 
                                                 CASH ACCOUNT: 111270 
                                                 --------------------- 
 
____________________________________________________________________________________________
 
COMPANY  BUDGET CODE   FUND       TYPE                DEBIT AMOUNT           CREDIT AMOUNT  
____________________________________________________________________________________________
 
0701        13410      1000       REGULAR                                         9,634.22 
 
                             COMPANY TOTALS                                       9,634.22  
 
 
                          BUDGET TOTALS                                           9,634.22  
 
 
 
                       AGENCY TOTALS                     41,547.72              275,675.99  

RMDSID07                                           ACCOUNTS PAYABLE                            
REPORT ID : TRANSFER                       CMCS CASH TRANSFER SUMMARY REPORT                   
TIME      : 03:58:00                     TRANSFERS DUE TO ELECTRONIC PAYMENTS                  
 
_______________________________________________________________________________________________
 
         BUDGET CODE   FUND                           DEBIT AMOUNT           CREDIT AMOUNT     
_______________________________________________________________________________________________
 
            13410      1000                                                       9,634.22     
                       AGENCY TOTALS                                              9,634.22     
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Electronic Payments
The E-payments process for vendors in shared trade entities (XXPT) is 
handled by the OSC.  All non-shared entities, such as employees, are 
controlled by the agency.  The VPY screen is the only additional screen 
that must be completed for E-payments.  It is absolutely critical that this 
screen be completed accurately so that payments can be deposited cor-
rectly.  With each E-payment, an e-mail or fax is sent to notify the vendor 
or employee that a payment has been made.  Vendors or employees that 
do not have an e-mail address or fax number continue to receive paper 
checks.

As previously mentioned, whenever an E-payment has been made, it 
causes a transfer entry to be made in the CMCS system.  All E-payments 
are separated from the paper checks and are sent to an OSC server run-
ning Paybase 32 check printing software.  Each agency’s electronic pay-
ment file remains on this server waiting for CMCS transfers to be 
submitted and approved.  After the agency transfer has been approved by 
OSC-Cash Management, the E-payments are processed by the OSC and 
sent to the bank combined with all other agencies’ E-payments for that 
day.  If funds are not available or the agency fails to complete the CMCS 
transfer, the payments are not released for processing.  The agency 
should not submit the transfers for the E-payments until payments are 
ready to be sent to the bank.

Security & Completion of VPY Screen
The VPY screen should be carefully secured within your agency.  Only 
one person and one backup person should have access to this screen.  
The OSC requires a security form completed for each person that has 
access to this screen. The individuals that have access to this screen are 
responsible for having money deposited into an employee’s or non-trade 
vendor’s bank account.  For security purposes, the OSC has developed 
audit reports that record all additions and changes to this screen and the 
operator ID that made them.

Following is an example of a form that must be completed by employees 
or non-trade vendors choosing the E-payments method.  This form gives 
authorization to deposit funds into their account.  A voided check must be 
attached to the form to give the agency the information needed to com-
plete the VPY screen.  Agencies must secure this information carefully.

The agency may modify this form to suit its needs.
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Offic
Return
Addres
 

ic Payment Form

e:  _______________

 
For yo nity to receive future 
payme  checking or savings 
accou  will be notified of the 
depos n that would normally 
be on form, attach a voided 
check
 
• PR
 

Pa  

Fe  

Ba  

Ba  

(   

(   
 
Re  
 
  

 
 
• FA thod of  

no
 

(    __ 
 
O
 
(   
 
 
Au  
 
Ti
 

• AT
 
At
e of the State Controller 
 to: OSC NCAS Help Desk 
s 1425 Mail Service Center 

Raleigh, NC  27699-1425 

 

     Vendor Electron

Telephon

ur convenience and benefit, the State of North Carolina offers payees the opportu
nts electronically, rather than by check.  Your payments will be deposited into the

nt of your choice.  In addition to having the money deposited electronically, you also
it either by fax or by e-mail.  The fax or e-mail will provide you with all the informatio
 your check stub.  To receive payments electronically, you must print, complete this 
, and return both to the address above. 

INT the following information. 

yee Name  

deral ID # / Social Security #  

nk Name  

nk routing number  

  ) Checking account  #  

  ) Savings account    #  

mit Address(es) for Applicable Account(s)  

 

X or EMAIL ADDRESS for payment notification.  (Place a check in front of the me
tification that you prefer.) 

   ) FAX #  (   __    __    __   )     __    __    __    -    __    __    __  

r 

   ) E-mail address  

thorized Signature:  Date: 

tle:   

TACH VOIDED CHECK 

tach deposit slip for IDA Savings Account 
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