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Item Overview: 

AP Payment Handling Codes are a sorting/grouping criteria used to indicate how to handle individual payments.  PeopleSoft delivers the following codes, but additional codes can be created: 

· HD (high dollar payment): This code identifies high-amount payments that typically require special approval or signatures; by assigning them a high sequence number—the delivered sequence number is 99—high-amount checks will print last and therefore be on the top of the pile, where they can easily be extracted for approval and special signatures. 

· IN (internal distribution): This code identifies payments to be distributed within the organization by interoffice mail. 

· PO (route to purchasing): This code identifies payments to be routed to purchasing before being transmitted to vendors. 

· RE (regular payments): This code indicates no special handling.

The payment handling code defaults onto the payment from the voucher origin associated with the user or the vendor, but it can be overridden on the voucher. When bank accounts are set up, a high dollar amount can be defined, that when reached, causes the payment handling code on a voucher automatically to switch to HD (high dollar payment). 

Note: Typically, multiple scheduled payments to one vendor in a pay cycle are bundled into one payment. This is not the case when the scheduled payments have different payment handling codes. In the last instance, the system produces one payment for each handling code.

Related issue: Sequence Number is used to determine the sort sequence of the payments generated.  (Note: If you are entering multiple payment handling codes, keep a gap between the sequence numbers so that you can subsequently add additional codes between the existing ones.) 

Menu Path:

Set Up Financials/Supply Chain > Product Related > Procurement Options > Payments > Payment Handling Codes
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Page:
PYMNT_HNDL_CD_PNL
Record Information:

	Table Name
	PS Table Name
	Table Purpose

	Payment Handling Codes
	PYMNT_HNDL_TBL
	Enter codes that indicate how to handle individual payments. Payment handling codes determine the order in which payments are generated—typically they are used to determine the order in which checks are printed. You must enter at least one code for the system to process payments.


Approach:

· One SetID will be used for all agencies.

· The Payment Handling Code will default from the Voucher Origin.  

· The State may assign a code contained in the Payment Handling Code table to a vendor on the Location page that will override the default from the Voucher Origin.  The state will also change handling codes on a voucher by voucher basis.  

· The Sequence Numbers designate the sorting sequence of the checks. The regular checks will remain at the bottom, while those needing attention, re-routing or removal will sort toward the top. The State will assign the sequence numbers, leaving room to insert future sequences as needed.

Information Source:

· The State of Kansas will use the PS delivered values and create additional codes as needed. 

Data Entry Method:
 
_____   
On-Line Pages

___X_
Excel Spreadsheet

_____
Conversion

Field Approach:

	Record Name: PYMNT_HANDLING_CD

	Field Name
	Approach

	PYMNT_HANDLING_CD
	The State of Kansas will use the delivered PS values as a basis to determine desired values.

	DESCR
	The State of Kansas will use the delivered PS values as a basis to determine desired values.

	SEQUENCE_NBR
	The State of Kansas will use the appropriate sequence number to determine the order in which the payments will be generated. 


RTM Cross-Reference:
	AP 198.030
	System provides the ability for standard warrant writing functionality including: Printing warrants based on multiple sorts (e.g., bank account first, then warrant Sort, then agency, then vendor number, etc.) as defined by the State.

	AP 120.000
	System provides ability to flag warrants for special handling (centrally mailed vs. returned to agencies).

	AP 213.000
	System provides the ability to designate warrants for special handling.

	AP 343.000
	System provides the ability to report the beginning and ending warrant number by handling code and by agency. 


Assumptions:

· Accounts and Reports will be responsible for distributing payments to vendors and will utilize payment handling codes.

· The payment handling code must be entered on the voucher if the payment needs to have special handling.
· Accounts and Reports will need to identify any additional codes that will be used
Issues:

Input Provided By:

	Name
	Title, Department

	
	


Change Log:

	Date
	Author
	Change Description

	
	
	

	1/28/09
	HaShawn Epps
	Update to the Assumptions 

	1/22/09
	HaShawn Epps
	Initial Design  


Note:  The Template Change Log should be maintained in reverse chronological order.  Hence, the most recent changes are on the top of the list.
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