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Goal & Objectives

Goal: After taking this class, students will know how to
place a payment on hold in Advantage 3.11.

Objectives:

 Show students how to search for a scheduled
payment using DISBM page in Advantage 3.11

e Show students how to place a scheduled payment
on hold in Advantage 3.11

e



How to place a payment on hold in Advantage 3.11

Jump to DISBM|  x él Go

Use the Jump to box to go to the DISBM table - click “Go”

The Disbursement Management page will come up. Enter the Schedule Payment Date as a greater than,

. Browse
for example >04/01/2018, and the Vendor number; click on “ "
Disbursement Management
hieny Back
Browse Clear oh
* Query
Seneua aymeniOve ooy [ Owpmen Gpursemens gy s > | NewFieldin3.11
Priority - Appr Unit :
Vender Code : nio1a5a & Major Program :
Disbursement Management: v | Detail Object :
User Hold E] Sub Object :
Hold Payment Reason : 2 Object Category -
Restricted : EI : Object Type :
Discounts Pending: | Cjact DRcae
Fiscal Year : Eunding Source :
o DoclD:
Totals Total Held Total Restricted Total Scheduled 5, o0
*Results
Change All DisbMgt:|  w| UserHold:[Yes v Reason: 1 & " Priority : & Disbursement Category : &
TR 2] Rescnedute Date : & &
Cléar Alon this page)  Select ANon this page)
] Vendor Commodity Accounting Accounting o, Hold  Scheduled Scheduling
D Line Line Line !gg‘ Legal Name Line © H:.'g Payment  Priorty - “‘cm"'
™ PRLVE 121 196800000001 1 0 1 ADZ19561 (§70.44) Mo No 051912018 1 |
(O wo PRLYP,121.156500000001 1 0 2 ADZ19581 ($20.14) No No 05192018 1 [
[0 o PRLYP.121,196800000002 1 0 1 ADZ19581 $8451 Mo Mo 0511972018 1 |
(O ™o PRLVP. 121.196800000002 1 0 2 ADZI9581 607 No No 051972015 1 |
Cogy  First Prev Next Last
o Accrual Ingquiry
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If you need to put multiple payments for like vendors on hold, you can enter other information such as
the Disbursement Category to limitthe search results.

Disbursement Category Name |
Select HIDT HIDTA-TPD Grant
Select HSNG Housing Payments
Select WITR Water Refunds
elect P&R Parks & Recreation
glect SUN Sun Tran Payments
elect LIB Library Payments
Select PCRD Payment Net
Select HET High Efficiency Toilet Rebate
Select MLR Medical Liab Rebate
Select TST Testing patches
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All pending payments that meet you search criteria (vendor #, priority, category, etc.) will come up.
Click on “ » Results »

Disbursement Management
Meny Back
Browse Clear  # B
¥ Query
Scheduled Payment Date : .0401/2018 Department : Disbursement Category : g
Priority : 1 Appr Unit :
Vendor Code : Q Major Program :
Disbursement Management: v | Detail Object :
UserHold: No |+ | Sub Object :
Hold Payment Reason : gmcmw:
Restricted: OBject Type :
Discounts Panding : E] Object Group :
Fiseal Year Funding Source :
Fund DocID:
Totals Total Held (520 00) Total Restricted Total Scheduled (570 og)
\ »Resuits
Clear Alljon this page) - Select Alijon this page)
Vendor Commodity Accounting Accounting Hold | Scheduled Scheduling
Vendor Disbursement User Disbursement
Restricted Document Line Line Line Legal Name Line Fayment Payment P Reason
Mumber MNumber = Mumber = =2if Amount | MAnagement Held ooocon  Date Rorly Category
I No GAT,121 PYRI 0001573 1 0 1 AD21983 (53.45) Mo No 06/1472018 1 |
||: No BRLVE121,198200000003 1 0 1 AD21981 (51654) Mo No 0611572018 1 |
Copy  First Prev Next Last
o Agcngal Ingquiry
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How to place a scheduled payment on hold in
Advantage 3.11

This will reveal your optionto place on hold, rescheduleg, etc.

Disbursement Management
Iieny Back
Browse Clear ¥ b
v Query
Scheduled Payment Date : .0 012013 [7]  Department: Disbursement Category : 8
Priority : 1 Appr Unit :
Vendor Code : Q Majer Program :
Disbursement Management: | | Detail Object :
uuer:mE Sub Object :
Hold Payment Reason : gwm:
Restricted: | Object Type :
Discounts Pending: v | Object Group :
Fiscal Year : Funding Source :
S Doc 1D :
Totals Total Held (520.00) Total Restricted Total Scheduled (520.00)
*Results
i - — — p— -
Cliangee AlL Disbmgt:|  w| UserHold:[  w| Reason: | |——— Friority : &/ Disbursement Category : & >
Change Selected
Clear Alijon this page) - Seect Alon this page)
Vendor Commodity Accounting Accounting Hold  Scheduled Scheduling
Vender Disbursement User Disbursement
Restricted Document Line Line Line Legal Name Line Fayment Fayment P Reason
Number Mumber  Number ~ =2%¢ mmmmmwmw‘
O Mo GAT 121 PYRL0001573 1 0 1 A021983 (5346) Mo No G408 1 |
{0 Mo PRLVP,121,194200000003 1 0 1 AD2IS81 ($1654) Mo Mo DGI52018 1 |

Copy  First Prev Next Last

* Accrual lnquiry




If more than one paymentis listed, find the amount you need to put on hold and check the box(es) for
the appropriate document(s).

Disbursement Management

Copy  First Prev Next Last

# Accrual Inguiny

Meny Back
Browse Ciear b
*Query
Scheduled Payment Date - 04012015 Department : Disbursement Category : 8
Prionity : 1 Appr Unit :
Vendor Code : QJ Major Program :
Disbursement Management: | Detail Object :
ummu:mzl Sub Object :
Hold Payment Reason : QJDWGMW:
Restricted: || OBjectType -
Discounts Pending: v | Object Group :
Fiscal Year: N
Fund: Dec0:
Totals Total Held (530,00) Total Restricted Total Scheduled (520 00)
¢ wResults
B DisbMgt:  v| UserHold:| v Reason: | ey Priority &/ Disbursement Category :
Change Selected.
Clear ANon this page) - Select Alljon this page)
B Vendor  Commodity Accounting o BCCOUNtING 1o oo iggr HON | Scheduled Scheduling o
Restricted Document Line  Line Line Legal Name Line Payment Payment Priority Reason
Number Number | Number o8 Amoung  Management Hold ‘plion  Date Category
(O N  GAL121PYRLOOIST 1 0 1 AR1963 (5346) No No 06142018
¥ No PRLVP.121 198200000003 1 0 1 AG21961 (S16.54) No No 06/15/2018
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Select “Yes” underthe User Hold option.

Disbursement Management
Meny Back
Brovwse Clear sk
¥ Query
Scheduled Payment Date & »0.5/012015 Department : Disbursement Category : 2
Pricrity : 1 Appr Unit :
Vendor Code : Q Major Program
Disbursement Management: | Detail Object :
User Hold : No | v | Sub Object :
Hold Payment Reason : gmﬂﬂwﬂ
Restricted: | OBject Typa :
Discounts Pending: v | Dbject Group :
Fiscal Yaar : Funding Source :
Pund - Doc D
Totals Total Held (520 00) Total Restricted Total Scheduled (520 )
* Results
Change All DisoMgt:| | UserHold:[Ves v| Reason: T e praa Priority : £ Disbursement Category : &
Change Selecled i
Clear Abjon this page)  Select Alon this page)
Vendor Commodity Accounting Accounting Held  Scheduled Scheduling
Vendor Disbursement User Disbursement
Restricted Document Line Line Line Legal Name Line Payment Payment Priority  Reason
Number Number  Number ~ =2d% Amount  Management Hold ‘oo con Date Code Catagary
[ No GAT 121 PYRL0D01573 1 0 1 AD21583 ($3.45) Mo No 0611412018 1
M o PRLVP. 121, 195200000003 1 o 1 AGRISET ($1654) No Mo 0652018 1
Copy  First Prev Mext Last
* ALCrual Inguiry
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Select one of the Reasons from the drop-down list:

Disbursement Management
Menu Back
Browse Clear ¥k
¥ Query
Scheduled Payment Date : .pgp12008 [0 Department : Disbursement Category : g
Priority : 1 Appr Unit :
Vendor Code ; g Major Program :
Disbursement Management: | Detail Object :
umHﬂd:mE Sub Object :
Hold Payment Reason : gmm:
Restricted: || Lo
Discounts Pending: | Object Group :
Fiscal Year : EUTEADGLOCE
— DocID:
Totals Total Held (820.00) Total Restricted Total Scheduled (520.00)
¥Results
Change All DisbMgt:| | UserHold: Yes v| Reason: | | — Priarity : & Disbursement Category : &
Change Selecled
Clear ANon this page)  Select Allon Ihis page)
Vendor Commedity Accounting Accounting Hold Scheduled Scheduling
Vendor Disbursement User Disbursement
Restricted Document Line Line Line Legal Name Ling Payment Payment Priority  Reason
Number Number  Numper <008 Amount ~ Management Hold ooioon Code  CAtegon
||:| No GAT 121 PYRLODIMSTS 1 0 1 AD21983 ($3.46) No No 06/14/2016 1 |
M Mo PRLVP 121 198200000003 1 0 1 AD21981 (S16.54) No No 0611512018 1 |
Copy  First Prev Med Last
< Agcrual Ingusiry
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Choose
Browse Clear
Hold Code :[ Hold Reason :
Hold Code Hold Reason
Select 1 User Hold
Select 2 Additional Verification Required
bLect 3 Disbursement Management Hold
Select 4 Bank Account Limit Exceeded
Select 5 Vendor Payment on Hold
Select 6 Budget Authority Exceeded
Select 7 Fund Balance Hold
Select 8 Invalid Disbursement Number
Select 9 Disbursement Post Rejection
elect 10 Cash Limit Exceeded |
Select 11 Bank Account Not Found |
elect 12 Disbursement Parameter Entry Not Found |
elect 13 Invalid AL, zero S |
Cancel First Previous Next Last

You can also use the other optionsto reschedule, change the priority, and change the disbursement
category if needed.
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C|iCk0n i Change Selected »

Disbursement Management
Meny Back
Browse Clear  #h
¥ Query
Scheduled Payment Date © 04012018 Department : Disbursement Category ﬁ
Priarity : 1 Appr Unit :
Vendor Code : &) Major Program :
Disbursement Management : E Detail Object :
User Hold : No | | Sub Object :
Held Payment Reasen ; ﬂmm’
Restricted: | Chjoct Type
Discounts Pending: | Object Group
Fiseal Year : SRR Bl
Fund : Do 1D
Totals Total Held (221 i) Total Restricted Total Scheduled (ga7 o)
wResults
Lange AL DisbMgt:|  +| Userkoid:[Yes v| Reason: 1 | Priofity : & Disbursement Category : )

Clear Alion this page)  Select Allfon this page)

Copy  First Prev Next Last

# Arcrul Inquiry

Vendor Commodity Accounting

Yendor

Restricted Document Line Line Line Code
Number  Number Number

Inp™ GAT.121 PYRL00015T3 1 0 1 AD21983

o o PRLYP.121.136200000003 1 0 1 ADZI981

AcCoUntng | pyopyrcement User 1O | Scheduled "’n“""""‘“ Disbursement

Legal Hame !nl.lmmﬂ Management | Hold inmm P‘m""':“ Priority categery
$346) No Mo 6A4z0tE 1
(S1654) Mo No 06/15:2018 1




The payment(s) selected are now on hold and will not pay until removed from hold.

Disbursement Management

Browse Clear ok
¥ Query

Seheduled Payment Date & .o4042015 Department :

Priority : 1 Appr Unit :
mm:mimmznlwg Major Program :
Disbursement Management: | Detail Object :
UserHold: | Sub Object
Hold Payment Reason : ﬂMM:
Restricted: | Object Type :
Discounts Pending: | Cbject Groug :
Fiscal Year : EREAng ot
Fund : Doc 10 :
Totals Total Held (520 00) Total Restricted
wResults
Change AlL DisbMgt:[ | UserHold:[Yes w| Reason: i @
Change Selecled J

Clear Alilon ihis page)  Select Aljon this page)

Total Scheduled ($20.00)

& Disbursement Category :

Meny Back

] Vendor Commedity Accounting o

Held  Scheduled

Accounting
Ling | Disbursement U“z Payment Payment Priority  Reason

Restricted Document Line Line Line Code
Number  Number Number
|D No BRLVE. 121.153200000003 1 i} 1 AD21981
|D No TA21PY 157. 1 V] 1 AD21983

Copy  First Prev Next Last

* Acciugl Inguiry

To remove simply locate and select the payment, change the User Hold to “No” and hit “Change
Selected” and the payment will no longer be on hold and will pay in the next run.

CEE ) Disbursement
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Thank You!

This concludes the Vendor/Customer
Maintenance to Add a TIN Training
for Advantage Financial 3.11

e
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