How to Resolve Scheduled Payment Holds

You can go directly to each invoice regardless of the batch. Or you can go a specific batch one at a time.

1. Going directly to the invoice regardless of the batch.
e Responsibility: DISD AP Liaison
e Navigation: Invoices = Entry = Invoices
e Enter the Invoice Number
e C(Click the Find button at the bottom of the form
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e Go to the Scheduled Payments tab
e Uncheck the Hold box

e Save
=
=
Operating Unit Custdmer Taxpayer ID || Type PO Mumbet| Trading Pa|| Supplier Mum || Supplier Sitell Invoice Date || Invoice Mum || Invoice || I
DISD Expense Report BOYD, LE:J48051 HOME 20-DEC-20178331964 Uso =
Ll » B
5 Scheduled Payments
System —Pay — Remit-To Supplie————————————  — Remit-To B:
dold Hold Reason Due Date Gross Amount  Currenc Priorit hiethod Mame Site Mumber
BT [Document Paye [18-DEC2013 381.49 [USD 1 |Electranic preoceey
L=
0=
L=

Cl[rees >

Amount Remaining IECERE:] Amount Paid |D.DD Invoice Amount |[USD |381.49

Payment Schedule Invoice:
( Gross Amount Total |381.49

Discount Amount Remaining |0.00
Gross Amount  |USD |3EI1 49

Split Schedule (G} ) Pay.. 1

Actions... 1 Calculate Tasx Tax Details Caorrections Guick Match tlateh All Distributions

e To find the next invoice, click the Find icon on the tools bar. Enter the next invoice number
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2. Working on invoices within one batch.
e Responsibility: DISD AP Liaison
e Navigation: Invoices = Entry = Invoice Batches
e Query the batch of interest
e Then click the Invoices button
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e Go to the Scheduled Payments tab
e Uncheck the Hold box

e Save
=
329808.92 329808.92
=
Operating Unit Custopfier Taxpayer 1D || Type PO Mumber| Trading Pal| Supplier Mum || Supplier Site|Invoice Date || Invoice Mum || Invoice || I
DI=sD Standard KURY & Ci52559 HOUSTORT [J12-RMONW-201 8130420316008 LIS 0 =
DIso Standard HURZ &8 C52569 HOUSTOMNT [J§12-MO-201 ] 1230420316008 LS 0
DIsD Standard HKURY & Ci52569 HOUSTOMT [§12-RON-201 8230420316008 LIS D
DISD Standard KURZ & CI|525583 HOUSTOMNT [f12-MON-201 0 IKZ304 20318001 USD =
5 Scheduled Payments
ystem —Pay — Remit-To Supplier——————— — Remit-To B:
Haolg Hold Reason Due Date Gross Amount  Currenc Priorit hethod MName Site Mumber
- Document Paye |12-MNOW-2013 207 .94 (UsSD 99 |[Electronic | B

Fal - »1

Amount Remaining  |207.94 Arnount Paid |EI oo Invoice Amount |USD |2EI7 94
Gross Armount Total |2EI7 94

Split Schedule (G) J Pay... 1

Payment Schedul annm

Discount £mount Remaining
Gross Amount |USD [207 24

Actions... 1 Calculate Tasx Tax Details Corrections Siuick hatch bdatch All Distributions

e To find the next invoice in the batch, click the on next invoice number.
e Uncheck the Hold box
e Save



