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Work with Check Requests
Overview

\ 4
1 3
Setup Users, 2 Review/Approve 4
Approvers, & > Create Check » Check Request or Generate Check
Organizations for Request Check Request Request Invoice
Check Requests Invoice

pproved Chec
Request or Approved
k. Req. Invoic

Check Request

Once you create a check request and it is
approved, you complete an invoice for the
check request, and have the invoice approved.
You can then generate the payment.

Check Request Invoice

5
Create a Quick
Check Request

Payment
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Check Request Processing
Step 1: Set Up Users, Approvers, and Departments for Check Requests - Summary

1 Detailed steps for approval setup are in the process flow:
Setup Set Up Approvers and Approver Groups. This chart is a summary.
Summary For payments, banks, bank accounts, and payment output formats

A\ 4

Set Role Objects
for Check Request
Creators and
Approvers

Work in Administration >
Roles > Edit > Role Objects

Work in Administration >

must also be defined.

Identify Check
Request Approvers
in User Profiles

Work in Administration >
Users > Edit > User Roles >
select User is Invoice Approver
or User is Requisition Approver

Set Notification
Options for
Approvers and
Creators

Work in Administration >
Users > Edit >
Approver Limits

Set Up Approver
Groups if Used.

MM or AP > Invoicing >
Invoice Approver Groups
OR

MM > Requisitioning >

Define Approve/
Reject Reason
Codes

MM > Reason Codes
AP > Tables

Users > Edit > User Roles A G
Work in Administration > pprover Groups

Users > Edit > AP Limits
Role objects:
- User who creates check
request: CheckRequest

- User who approves check
requests: ChkRqstApproval

- Check request administrator:
ChkRgqstApproval Admin

- Anyone who views check
request lists:
CheckRequestAdmin set to
minimally View

Assign
Check Request
Approver to

Dept?

Yes

\ 4

Edit Department
Record

\ 4
Select AP Check
Request Direct
Approver or
Approver Group
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The person creating the check request
must select approvers, if none are
assigned to the department.

No

MM >
Requisitioning >
Departments > edit
Dept > Approvals
Tab

Y
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Check Request Processing
Step 2: Create Check Requests

2 MM or AP main Contents > Check
Create Check Requests > My Check Requests >
Request New
\ 4

Complete fields marked with *
Enter Values in if not populated by ERP:
Header Fields
Request Date, Department

Total Amount, Description

Enter values in other fields or accept the

defaults:
Invoice Number Project Code
Invoice Date Fund Code

Vendor Number Payment Terms
Invoicing Location Inter-Org Distribution
PO Number Tax Type

Check Name Tax Group

Address Lines

City, State, Zip,

Country, Phone, Fax

Enter Direct
Approver or

Approver Group (if
not defaulted)

Create

Clicking Submit opens
Distribution panel.

Y

P Distribution
Lines

A\ 4

Enter Lines for \ _

Goods and Charges /

Need
a Line for
Goods?

Selectine eed Line for

Yes | -
| Select Line Account & Amount
Type: Goods \
Save

Enter Goods

Type: Tax or 2 <t
Charges Tax/Charges?
Select Relevant Tax/ inishe No

Charges Accounts &
Enter Amounts/Save

Entering
Lines?

Enter Financial

Reporting Fields? Submit

Click Fin Reporting
Tab & Enter Data

Y

Go to Step 3:
Approvals
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Check Request Processing
Step 3: Check Request & Check Request Invoice

Approvals

3
Check Request
Approval Flow

With Lowest Dollar

Check Request
(or Check
P Request Invoice)

Enters Approval
Process

Route to
Approver

Limit

Approval Group?

Is Approver Out

A 4

Has
Approver
Approved
Already?

Skip
Approver

For Check Request,
Go to Step 4: Create
Invoice

Check Request

Check Request
Invoice

heck Reques
or Check Request
Invoice?

For Check Request
Invoice, Go to Step
5: Create Payment

\ 4

Approver
With
Next

Highest
$ Limit

System Selects
Next
Approver

Message to

Check Request

or Invoice
Creator:

Of Office?

Message to
Approver: Chk
L

Go to Approver
Buddy for Review

\ 4

No Approver

Req/Invoice is [«
Available for
Review

Approver Opens
Queue; Reviews Chk
Regq/Invoice

Accounts Payable or MM >
Check Requests > My Check
Request Approval Queue

Menu > Review Check Request

No

Approve?

Approver Selects:
Approve & Enters
Reason Code

More

Buddy Has
Reviewed?

Yes

A

Approvers?

No

Approved

Approver selects:

Reject & enters
Reason Code
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Message to

Check Request
Creator:
Rejected
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Check Request Processing
Step 4: Generate Check Request Invoice

4
Create Check
Request
Invoice

Locate Check
Request on
Approved Check
Requests List

Click Create Invoice

AP or MM main Contents >
Check Requests > Approved
Check Requests

System Generates
Invoice

ERP populates fields for the
invoice. Invoice Status is
Entered.

Edit Fields if Needed

Click Finish Now

Invoice Enters
Approval Process

To Step 3:
Approvals

Process
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Check Request Processing
Step 5: Generate A Quick Payment For A Check Request

This process flow displays quick payments on individual check request invoices.
5
Pay Check You can create payment runs for check request invoices, just as for other invoices. See the
Request process flow “Processing Payments Using a Payment Run.”
This flow assumes that you have identified banks and bank accounts for your payments,
and also payment output types (e.g., printed checks, export formats, etc.)
\ 4

Locate Approved
Check Request
Invoice on Invoices
List

Accounts Payable > Invoicing
> Invoices

Accounts Payable > Invoicing
> Invoices > Menu > Pay

Open Quick

Payment Panel

Invoice
Enter/Edit Fields on Enter Check Number Printed Export or Check
Payment Panel on Output Panel Check? File Created
Fields: Depending on the Field Send AP Check
Bank Output To, output could be an export format,
Bank Account printed check, etc.
Send AP Check Outpu.t To For some output formats, panels follow that ollow Instruction
Amount to Pay for this Payment contain instructions. For others, clicking on Subsequent
Discount to Take for this Payment Submit creates the payment, and no more is Panels to Print
needed.

Check.




