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Tag Invoices for Payment

Daily > Payment Batches

To generate a payment batch, first tag invoices to include for payment. Tag only the invoices to be
included in the check batch being created. If multiple check batches are to be created, tag all
invoices for the first batch and save. Then, repeat the process for the next payment batch.

View by: Controls the order in which invoices are displayed in the selection grid. When multiple
data fields are listed, the grid will be sorted by the data types in successive order (ex, Vendor
Type then Invoice Date).

Vendor Type: Filters the invoices displayed in the selection grid to those existing for the selected
Vendor Type(s).

Payment Method: Filters the invoices displayed in the selection grid to those that are payable
with the selected payment method.

Advanced Filters: Additional filter options to limit the invoices displayed in the grid. Any filters
entered are considered in addition to those listed above.

e Payment Card: Only invoices marked with the selected Payment Card will be displayed.
¢ Filter by due date: Only invoices with due dates within the selected date range will be
displayed

¢ Filter by amount: Only invoices with amounts within the selected range will be displayed.
Tag By: (invoices will be tagged/untagged in bulk according to the selected item)

e Vendor ID: All invoices for the entered Vendor ID will be tagged/untagged for payment
e Batch #: All invoices for the entered invoice batch # will be tagged/untagged for payment
e Fund: All invoices containing GL codes for the entered Fund will be tagged/untagged for

payment
Total Payables: The total amount of invoices displayed in the selection grid.
Tagged for Payment: The total amount of invoices currently tagged for payment.

Remaining Due: The total amount of invoices displayed in the selection grid is not currently
tagged for payment.

Tagging Invoices for Payment:

e When EFT File Fraud Mitigation is enabled, a new EFT Eligible status column is added to
the invoice tagging grid to enforce safety checks prior to a payment run. The system handles
vendor eligibility as follows:

o Verified Vendors: If a vendor's bank account is verified, the EFT Eligible checkbox is
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marked, allowing users to select, filter, sort, and tag invoices into payment batches
normally.

o Unverified Vendors: If a vendor's bank account is unverified, their invoice lines are
highlighted in red and are completely locked and unselectable for computer-generated

EFT payment batches.
e To tag all invoices: Click the “Select / deselect all” checkbox at the bottom of the list.

e To tag all invoices for a vendor: Using the “View By” selection, order the invoice selection
grid by Vendor ID, Vendor Name, Payment Vendor Name, or Payment Vendor ID, and check

the box on the Vendor's total line.

e To tag all invoices through a due date: Using the “View By” selection, order the invoice

selection grid by Due Date, and check the box on the Due Date's total line.

e To tag all invoices for a Vendor ID, Batch#, or Fund#: See instructions for “Tag By”

listed above.

e To tag part of an invoice: Click on an invoice line to highlight it. The distribution lines will
be displayed at the bottom of the screen, which will then be individually tagged for payment.

For more information on partial payments, see Split Invoice under Vendor Detail Transactions

To use a combination of tagging methods, simply change the Filters at the top of the screen and
click Display to refresh the screen. At each refresh, the system will prompt you to save any
existing changes.

If a report of what invoices are currently tagged for payment is needed, click on Reports > Print
Tagged Invoices in the light blue menu bar.

When done tagging, click OK. The Payment Batches screen will be re-displayed with the batch
total updated to the total amount of invoices tagged for payment. At any time prior to Payment
Processing, changes may be made to the batch by highlighting the batch line, clicking “Tag
Invoices”, and making adjustments from the re-displayed “Tag Invoices for Payment” screen.

The next step is Process Payment.
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