                    SABHRS Payments/Accounts Payable Interface Document

                                            Last Revised May 12, 2014

Payments/Accounts Payable Load

Updated Information:

Looking for the following font and size you can easily recognize the updated information contained in this revised document:  account
Description:

The Payments/Accounts Payable Load will allow agencies to send their voucher (warrant) information to the Accounts Payable module for daily processing.

The Accounts payable module will report the necessary data to the General Ledger when the warrants are generated.   As a result you do not need to send a separate document with General Ledger information concerning this voucher (warrant).

Processing Flow:
1. Agency Transaction File 

Each agency will need to create a fixed length text file from their existing system.   The file will have seven distinct types of records.  Each record must be 325 characters in length.  The file must contain one file control record and one file trailer record.  The file control record must be the first record.  The last record must be the file trailer record.  These two records will uniquely identify the file.   Between the file control record and the file trailer record will be the payments/accounts payable transactions.  Each transaction will include a:

· Voucher Header Record

· Vendor Record (if paying a Vendor under the STATE Vendor Setid then do not provide this record)
· Voucher Line Record

· Voucher Distribution Record

· Voucher Advice Record

· Voucher Advice Record Continued - (optional record - system allows for up to 3 additional advice records to be included).

· Addenda Record (optional record - this record is associated with electronic funds transfer (EFT) payments.  It contains descriptive information associated with the EFT payment that is also sent to the vendor's bank and ultimately to the vendor.   At this time only child support utilizes this feature.  In the future the state may want to utilize this type of processing to pay companies such as the Montana Power Company in order to reduce the numbers of warrants generated.) 

2. Transfer Transaction File

Detail instructions associated with Interface processing can be found in the SABHRS Data Transfer Procedures Document.   This document can be found on the State of Montana MINE page under SABHRS Documentation>> Financials>> Interface Documentation.

3. Pre-edit Process

This process will validate the incoming interface file.  The file will be validated for the following attributes:

· Duplicate file – this will ensure that a file will not be processed twice if it was accidentally transmitted multiple times.

· Control totals from footers – the actual number of records must equal the number on the trailer record.  Also, the sum of the detail lines in monetary amounts must equal the file’s trailer transaction dollar amount.

· If any errors (see list of edits below) are found on this file, the entire file will be rejected.  A report identifying the record number, field in error and an error description will be generated.  This error report will be distributed to the printer destination identified for the inputting process as well as to ITSD’s Report Distribution System (RDS).  NOTE:  In this process the entire file will be checked and all errors reported.

List of Edits:

1. Verify date fields and reformat.

2. Verify numeric fields.

3. Verify record type:

· None missing

· More than there should be

· Invalid type

4. Verify required fields.

5. Verify the control header and trailer values.

6. For each set of voucher transactions (header through advice) verify that the Business Unit and Warrant Group are the same for all transactions.

7. HEADER:
· Verify that the gross amount on the header record is greater than zero and equal to the sum of the Merchandise Amount from the line records.

· Verify that the Total Lines Entered is equal to the actual number of lines for this voucher.

8. VENDOR:
Verify that the vendor information in the vendor record matches the vendor information in the header record:

_   Vendor SetID

_   Vendor ID

· Vendor Address location

9. LINE:
· Verify that the Voucher Line Number starts with 1 and increments by 1.

· Verify that the Total Number of Distributions is equal to the actual number of distributions for this line.

· Verify that the sum of the distribution amounts equal the corresponding line amount.

· Amount may contain a negative value.

10. DISTRIBUTION:
· Verify that the Distribution Line Number starts with 1 and increments by 1.

· Verify that the Voucher Line Number matches the corresponding line.

· Amount may contain a negative value.
4. Staging Database

If all transactions pass the Pre-edit Process the file will be copied to an Oracle database that resides on the SABHRS database server.  The file will be extracted from this database on a nightly basis and processed along with any transactions entered on-line during the day and marked for nighttime processing.  The files will be held in this staging database for 30 days in order to allow for production recovery.  (The extract process will consolidate the data from multiple agencies into one load file.)   

5. Data Load Process

In Accounts Payable a transaction includes the Voucher Header record, Voucher Line, Distribution Line and Advice Lines.

The Data Load Process will validate each transaction (i.e. each record associated with that transaction) and then move valid transactions into PeopleSoft tables.   If any of the transaction's records fail validation then NONE of the transaction's records will be saved to the PeopleSoft tables.  

 If an agency has any transaction errors, the errors will be listed on the Voucher Validation Exception Report.  The report will be submitted to the RDS system under the report ids MTFI0201, MTFI0202, and MTFI0203.  It is the agency's responsibility to retrieve and verify that all of their data was successfully processed and saved.

If an agency has any transaction errors they will need to resubmit the transactions that were in error.  The corrected transaction can be resubmitted either manually online or in their next interface file. 

6.  Budget Checking Module

Budget checking will be run as a nightly process prior to the Pay Cycle Manager for voucher transactions that are sent via this interface.

The Budget Checking Module (BCM) is the component that enforces budgetary control on financial transactions.  When the BCM enforces budgetary control on a transaction, it:

· Verifies that the account type requires budgetary control.

· Validates the transaction type against the list of valid transaction types.

· Validates the combination of Chartfield values on the transaction against the combinations defined for the corresponding controlled budget ledger.

· Translates transaction Chartfields to budget Chartfields.

· Verifies, on a transaction-by-transaction basis, that the total committed and/or expended does not exceed the budgeted amount.

7.   Rejected Transactions

When transactions reject at this point in the process, they are within the PeopleSoft system.  Agencies can review the MTFI0204 Report that is stored in ITSD’s Report Distribution System or Agencies can run various online reports and actually view the transactions with errors.  They can take one of two options:

1. Make corrections and let the nighttime process Edit and Budget Check or do online Edit Checks and Budget Checks; or

2.  
Delete the transaction.
8.  Post Transactions to Ledgers

A batch voucher posting process will also be run prior to the Pay Cycle Manager (PCM) each night.  Upon completion of the PCM, a batch payment posting process is run to complete generation of the accounting entries to the AP sub-ledger. Valid transactions (i.e. those that passed Edit and Budget Checking) are then posted to ledgers.

9.  Automatic General Ledger Transactions

Transactions entered into the AP module result in accounting entries that need to be sent to the General Ledger (GL) module.  This occurs via the nightly Journal Generator process, which sweeps the activity on the sub-ledgers (AP, AR, etc.) and sends the required entries to the GL module.

File Layout/Example/Coding Instructions:

The Payments/Accounts Payable Load file is made up of the following 325-byte record types, which must be input, in the correct order: 

· File Control Record

· Voucher Header Record

· Vendor Record

· Voucher Line Record

· Voucher Distribution Record

· Voucher Advice Record

· Voucher Advice Record Continued  (optional)

· Addenda Record (optional)

· File Trailer Record
Each file MUST have a file control record as the first record in the file. Following the file control record must be a voucher header record. Immediately following each voucher header record must be the vendor record.  The next record must be the first voucher line record followed by all voucher distribution records associated with that line record. If there are more line records for this header record they, and their associated distribution records, follow as described above. There must be at least one line record, and at least one distribution record per line record.  Following the lines and their distributions must be a voucher advice record (additional advice records, up to three, may be included.)  Next may be the optional addenda record. The last record in the voucher file must be the file trailer record. 

Voucher Lines which contain distribution records using accounts which are eligible for 3% withholding or 1099 reporting cannot also contain distribution records using accounts which are not eligible for 3% withholding or 1099 reporting. 
There can be any number of Voucher Line Records for one Voucher Header.  There can be any number of Voucher Distribution Records for one Voucher Line Record.  The file structure might look something like this:

File Control

Voucher Header Record

Vendor Record

Voucher Line Record

Voucher Distribution Record

Voucher Line Record

Voucher Distribution Record

Voucher Distribution Record

Voucher Distribution Record

Voucher Advice Record

Voucher Advice Record Continue (this is optional)

Voucher Advice Record Continue (this is optional)

Addenda Record (this is optional)

Voucher Header Record

Vendor Record

Voucher Line Record

Voucher Distribution Record

Voucher Advice Record

File Trailer

All fields are character fields and left justified unless noted otherwise.  All numeric fields are to be right justified with no leading zeros unless noted otherwise.  If numeric field contains a sign the sign must be in front of the value.

A file may contain multiple header records but the associated line records must follow the respective header record, and the distribution record(s) must immediately follow the respective line record. Following is the format for each record with an Example column, which includes the data values based upon the Example below:

Scenario – The Department of Administration has an internal sub-system that is used to make payments for their supply items along with contractor payments.  Some paper supply items were ordered and received from a local vendor in which an invoice has been received for $200.00.  The payment for the paper supply items was processed through the internal sub-system.  

The following illustrations show what would be contained in the required records to transmit the above activity to the PeopleSoft system.

File Control Record Layout:

	Field
	Start Position
	Length
	Format
	Example

	Record Type
	1
	3
	'FCR'
	FCR

	Interface ID
	4
	2
	'AP'
	AP

	Agency ID
	6
	5
	Agency Business Unit
	61010

	System ID
	11
	8
	Agencies way of identifying their application - free formatted by agency
	DOAPMT

	Create Date
	19
	8
	YYYYMMDD
	20051029

	Create Time
	27
	6
	HHMMSS
	021728

	Email Notification
	33
	70
	Email addresses you want file results to go to.
	bbuhr@mt.gov

	Filler
	103
	222
	Spaces 
	


Coding Instructions:

All fields are REQUIRED. 

The fields common to both the file control record and the file trailer record must contain the same information for both records.  These fields are: Interface ID, Agency ID, System ID, Create Date and Create Time.

System ID - A free-form field that the agency can use to identify which external application this information is being sent from.
Email Notification – ONLY used for transmission of files to SABHRS Financials using the SABHRS_INBOUND web service call or the FTP to a Microsoft Windows share directory.  This will be used to notify you if SABHRS Financials accepted your file or rejected it.  If we did reject it the Email Notification will indicate why we didn’t accept your file.
Voucher Header Record Layout:

	Field
	Required
	Start Position
	Length
	Format
	Example

	Warrant Group 
	Y
	1
	6
	Sequential number that will group header, vendor, voucher and advice lines together for a specific payment.
	1

	Record Type 
	Y
	7
	1
	1 
	1

	Record Sequence Number 
	Y
	8
	1
	'0"
	0

	Row Identifier
	Y
	9
	3
	'000'
	000

	AP Business Unit
	Y
	12
	5
	
	6101Z

	Invoice ID
	
	17
	16
	
	A-1234

	Invoice Date
	Y
	33
	8
	YYYYMMDD
	20051011

	Vendor Set ID
	     
	41
	5
	
	

	Vendor ID
	     
	46
	10
	
	

	Vendor Address Location 
	
	56
	3
	Numeric
	

	Origin
	
	59
	3
	
	

	Voucher Total Lines
	Y
	62
	5
	Numeric
	00001

	Accounting Date
	
	67
	8
	YYYYMMDD
	

	Gross Invoice Amount
	Y
	75
	17
	Numeric
	200.00

	Due Date
	
	92
	8
	YYYYMMDD
	

	E-Mail Flag
	
	100
	1
	
	Y

	E-Mail Address
	
	101
	70
	
	name@mt.gov

	Vendor Location
	
	171
	10
	
	000001

	Single Payment Vendor Voucher Flag
	
	181
	1
	
	Y

	Legal (IRS/1099) Name
	N
	182
	40
	
	

	Payments Confidential
	N
	222
	1
	
	Y

	Filler
	
	223
	102
	
	

	
	
	
	
	
	


Coding Instructions:

Warrant Group - The purpose of this field is to group the warrant transactions together to insure the appropriate transactions are being processed together.  This filed can be started at 1 for each file generated. The filed should be incremented each time a new header record is generated.   

Record Type - Always 1 for voucher header records. 

Record Sequence Number - Always zero for voucher header records.

Row Identifier - Required field.  For the voucher header record must be '000'.

AP Business Unit - Required (Key Field).  The AP Business Unit (most likely xxxxZ, i.e. 6101Z).

Invoice ID - The vendor’s invoice number.  If this field is completed for all vouchers entered into the PeopleSoft Accounts Payable module, the system has the ability to check for duplicate invoices to ensure that an invoice is not paid more than once. NOTE: This field is required and the voucher ID will be copied into this field if it is left blank.

Invoice Date - Required field. The invoice date on the vendor’s invoice.

Vendor Set ID – Not a Required field.  
Option A - SABHRS will use the TIN to determine which STATE vendor to use or if a new STATE vendor will be created.  If provided Vendor Set ID will be ignored

Option B, agencies can pay STATE vendors by providing the STATE setid, vendor id, and vendor address, and location.  Currently, two agencies use this functionality.  Contact the SABHRS Interface Coordinator for more details.
Vendor ID – Not a Required field.   
Option A - SABHRS will ignore if provided.  
Option B - provide the SABHRS STATE Vendor ID.
Vendor Address Location – Not a Required field.  
Option A - SABHRS will ignore if provided.   
Option B - provide the Address Sequence Number of the address you want the payment to go to for the Vendor under the STATE Vendor Setid.  This Address Sequence Number is found in SABHRS.
Origin – This field may contain "ONL" or it can be left blank or if an agency wants a specific value in this field they must request it through SABHRS in advance.  It may be used to distinguish different organizational entities originating the transaction.
Voucher Total Lines - Required field. The total number of lines from the following line records.

Accounting Date - The period and year in which the posting entries will be made.

Gross Amount - Required field. The total amount of the voucher. This amount must be the sum of all of the following line amounts.  Cannot be zero or a negative amount. Format is PIC -(14).99. 

Due Date - The date on which the voucher is to be paid.  Note: If this field is left blank the payment date will be based on the invoice date and payment terms set up for your AP Business Unit for your Payments/Accounts Payable load interface.
E-Mail Flag – This will indicate if you want the payment advice message for an EFT payment to go out to the Vendor as an email.  If you leave it blank, SABHRS will default it to an “N”.

E-Mail Address – This is the email address of the vendor.

Vendor Location – Not a required field.  

Option A - SABHRS will ignore if provided.  
Option B - provide the Vendor Location of the Vendor under the STATE Vendor Setid.  The Vendor Location is found in SABHRS.

Single Payment Vendor Voucher Flag – Indicates whether or not a voucher should be processed as a Single Payment Vendor Voucher (SPVV).  Only transactions approved by the State Accounting Division can be processed as SPVV.  SPVV vendor data is stored differently and payments cannot be eligible for Debt Offset, 3% withholding or 1099.  Blank is acceptable and is equivalent to ‘N’.
Legal (IRS/1099) Name – Not Required.  For first time vendor processing only.  The name which is registered with the IRS.  When a new vendor is processed this name will populate the vendor name field.  If this field is blank, the Name1 on the Vendor Record will be used for the vendor name.  Once a vendor has been added, this field is ignored and vendor name changes can only be made through the State Accounting Bureau.  
Payments Confidential – Not Required.  The payments associated with this voucher are confidential and the information cannot be released to the public. A value of Y indicates confidentiality, any other value, including a blank, is the equivalent of N. 
Vendor Record Layout:

	Field
	Required
	Start Position
	Length
	Format
	Example

	Warrant Group 
	Y
	1
	6
	
	1

	Record Type 
	Y
	7
	1
	2
	2

	Record Sequence Number 
	Y
	8
	1
	'0'
	0

	Row Identifier
	Y
	9
	3
	'VND'
	VND

	Vendor Set ID
	
	12
	5
	
	

	Vendor ID
	
	17
	10
	
	

	Vendor Class
	Y
	27
	1
	
	R

	Vendor Address Location 
	
	28
	3
	Numeric
	000

	Name1
	Y
	31
	40
	
	ABC Paper Supply

	Name2
	
	71
	40
	
	

	Address Line 1
	Y
	111
	35
	
	1000 North Main

	Address Line 2
	
	146
	35
	
	

	Address Line 3
	
	181
	35
	
	

	City
	Y
	216
	30
	
	Helena

	State
	
	246
	4
	
	MT

	Country
	
	250
	3
	
	

	Postal
	
	253
	12
	
	59621

	TinType
	Y
	265
	1
	
	S

	Tin/SSN
	Y
	266
	9
	
	111223333

	Payment Method
	
	275
	3
	
	

	Bank Account Number
	
	278
	17
	
	

	DFI ID
	
	295
	12
	
	

	EFT Payment Format
	
	307
	3
	
	

	EFT Transaction Code
	
	310
	2
	
	

	Vendor Location
	
	312
	10
	
	000001

	Entity Type
	N
	322
	2
	
	01

	Filler
	
	324
	1
	
	


Coding Instructions:

Every voucher transaction set must include one vendor record and it must immediately follow the voucher header record.  Option B agencies do not include the vendor record.  All other agencies (Option A) will provide the vendor record.  The data in this record will be used to determine if a new STATE vendor will be created, check for address changes and will also be used to identify necessary bank/bank account information for EFT payments.

Vendor address information for USA addresses will be processed and formatted using the FINALIST address software.

Warrant Group - Must be the same as on the associated header record.

Record Type - always 2 for vendor records. 

Record Sequence Number - always zero for vendor records.

Row Identifier - Required field.  For the vendor record must be 'VND'.

Vendor Set ID – Not a Required field.  

Option A - SABHRS will use the TIN to determine which STATE vendor to use or if a new STATE vendor will be created.  If provided Vendor Set ID will be ignored

Option B, agencies can pay STATE vendors by providing the STATE setid, vendor id, and vendor address, and location.  Currently, two agencies use this functionality.  Contact the SABHRS Interface Coordinator for more details.

Vendor ID – Not a Required field.   

Option A - SABHRS will ignore if provided.  

Option B - agencies provide the SABHRS STATE Vendor ID.

Name1 - Required field. Enter the primary vendor name in all capital letters as you would like it to appear on the warrant. For individuals, this should be in first name, middle initial, last name order. 

Name2 - Enter a second vendor name, if applicable. An example might be a DBA (Doing Business As) name. The format should follow the same rules as those described for Vendor Name1.  Name2 will appear on the warrant. 

Vendor Class - This field is intended to be used for vendor file maintenance.  If left blank, the system will default in the only allowable value at this time  'R'.
Vendor Address Location - This field is not used but must be ‘001’
Addr1, Addr2, and Addr3 - Addr1 is a required field. Vendor mailing address (es).  Use all capital letters.  FINALIST will be used to validate mailing addresses.  SABHRS will only validate one address line, the lowest physical line available.  If  Addr3 is provided, it will be validated.  If Addr2 is provided, it will be validated.  If Addr1 is the only line provided, it will be validated.  If multiple address lines are provided, the delivery address should be in the lowest physical address line.  For example, if a street address and a PO Box are both provided, the PO Box should be in Addr2 and the street address should be in Addr1   Address data not found in FINALIST will be stored as provided by the agency.
City – Required field. Vendor city in capital letters.

State - Required field if Country is AUS, CAN, FSM, MHL, MNP, PLW, or USA. For foreign addresses see information below under "Foreign Addresses."  For states and Canadian provinces, enter the 2-digit abbreviation in all capital letters. Here are valid codes for non-USA states:
	COUNTRY CODE
	STATE
	STATE CODE

	AUS
	New South Wales
	NSW

	AUS
	Northern Territory
	NT

	AUS
	Queensland
	QLD

	AUS
	South Australia
	SA

	AUS
	Tasmania
	TAS

	AUS
	Victoria
	VIC

	AUS
	Western Australia
	WA

	CAN
	Alberta
	AB

	CAN
	British Columbia
	BC

	CAN
	Manitoba
	MB

	CAN
	New Brunswick
	NB

	CAN
	Newfoundland
	NF

	CAN
	Northwest Territories
	NT

	CAN
	Nova Scotia
	NS

	CAN
	Nunavut
	NU

	CAN
	Ontario
	ON

	CAN
	Prince Edward Island
	PE

	CAN
	Quebec
	PQ

	CAN
	Quebec
	QC

	CAN
	Saskatchewan
	SK

	CAN
	Yukon
	YT

	FSM
	Federated States of Micronesia
	FM

	MHL
	Marshall Islands
	MH

	MNP
	Northern Mariana
	MP

	PLW
	Palau
	PW


Country – Enter the 3-character abbreviation for the vendor’s country.  If left blank, the system will default in USA (note that if the country is in the table above then the State field and the Postal field are REQUIRED).  For other countries, please contact DOA/State Accounting Division for correct abbreviations.     “FOR” is no longer a valid value.
Foreign Addresses

For foreign addresses use either option 1 or 2 below:

1. Send foreign addresses with the information entered in the appropriate CITY, STATE, POSTAL, and COUNTRY fields.

2. Enter as much address data as possible into the CITY (30 characters) field.  The COUNTRY must still be valid and STATE will be required as noted in the table above.
Postal/Zip Code - Required field if Country is USA. Enter the zip or postal code. If sending the 9 character US Zip Code, send it as a 10-character string comprised of the 5-digit portion of zip code, followed by a dash, and the 4-digit extension.

TinType – Required following the same rules as the TIN field.  Enter an ‘S’ if the TIN/SSN field below contains the SSN, else enter an ‘F’ if the field contains the TIN.   

TIN – TIN is the Taxpayer Identification Number (i.e. Social Security Number (SSN) or Federal Employer Identification Number (FEIN)).  TIN is required on all transactions with two exceptions listed below:

The vendor is legitimately a foreign entity and does not have a TIN.  In such cases, the Country cannot be USA and the Entity Type must indicate a foreign entity.

The agency has been granted permission by the State Accounting Bureau to use the SPVV process.  In this case, the Single Payment Vendor Voucher flag must be ‘Y’.

Payment Method - This field will be used to identify the preferred payment method for the vendor. If the field is left blank, the system will store the default payment method as a check (CHK). If the vendor prefers an EFT payment, enter ‘EFT’ in this field.
Bank Account Number - For EFT payment methods ONLY, enter the vendor’s bank account number into which the EFT transfer should be made.

DFI ID – For EFT payment methods ONLY. The unique 9-character number assigned to the vendor’s bank by the Depository Financial Institution.  This field must contain 9 numeric values. It will be edited against a file from the Federal Reserve.
EFT Payment Format - For EFT payment methods ONLY. The preferred payment format. This will be derived from the control hierarchy if not coded. At this time the only valid value is CCD (Cash Concentration or Disbursement).

EFT Transaction Code – The Transaction code. Valid values are:  22 - Checking, 23 - Prenote for checking, 32 - Savings, 33 - Prenote for savings. 

Note:  A Prenote is a “test” EFT.  A prenote is not required but it is strongly recommended.   When you select to do a prenote then the payment for the vendor will be made as a paper check for the amount you sent, plus a $0 entry will be put into the ACH file that SABHRS sends out to the bank for deposit.  The banks verify the accuracy of the bank routing number and the bank account number. The State Treasury office will notify you only if something was incorrect.  There is a five day wait period after this prenote has been received by SABHRS until a real EFT payment can be made to this vendor.  If an EFT payment is made to this vendor with in that five day time period SABHRS will automatically change the payment method to be a check.

Vendor Location – For Direct Deposit payments.  This field makes it possible to send multiple Direct Deposit payments to the same vendor to different bank accounts on the same day.  If no value is provided SABHRS will default in a value of ‘000001’.

Entity Type – Identifies the type of vendor receiving payment.  A two digit numeric code is used beginning with 01.  Entity Type is not required. If the vendor’s Entity Type is blank, the vendor will be considered as subject to 3% and 1099 processing.  Other factors related to actual payments are also considered in 3% and 1099 processing.  The current Entity Type are:
	ENTITY TYPE
	ENTITY TYPE DESCRIPTION

	01
	C CORPORATION

	03
	Cooperatives

	05
	ESTATE/TRUST

	07
	General Partnership

	08
	GOVERNMENT

	09
	INDIVIDUAL

	10
	LL COMPANY (LLC)

	12
	LLC/C Corp

	14
	LLC/S Corp

	15
	Limited Liability Partnership

	16
	Limited Partnership

	17
	PARTNERSHIP

	18
	Professional Corps

	20
	S CORPORATION

	21
	SOLE PROPRIETORSHIP

	22
	TAX-EXEMPT (501(C)(3))

	99
	FOREIGN ENTITIES


Voucher Line Record Layout:

	Field
	Required
	Start Position
	Length
	Format
	Example

	Warrant Group 
	Y
	1
	6
	See Above
	1

	Record Type 
	Y
	7
	1
	'4'
	4

	Record Sequence Number 
	Y
	8
	1
	'0'
	0

	Row Identifier
	Y
	9
	3
	'001'
	001

	AP Business Unit
	Y
	12
	5
	
	6101Z

	Voucher Line Number
	Y
	17
	5
	Numeric
	00001

	PO Business Unit
	
	22
	5
	
	

	PO ID
	
	27
	10
	
	

	Description
	
	37
	30
	
	Paper Supplies

	Line Amount
	Y
	67
	17
	Numeric
	200.00

	1099 SW
	
	84
	1
	
	

	1099 Code
	
	85
	2
	
	

	Total Number of Distributions
	Y
	87
	5
	Numeric
	00002

	Filler
	
	92
	233
	
	


Coding Instructions:

AP Business Unit - Required Chartfield. (Key Field).  Enter the AP Business Unit that’s originating this voucher.  This must be the same as the AP Business Unit on the related Voucher Header Record.
Voucher Line Number - Required field. A unique sequential number starting with 1 that identifies the voucher line record per voucher header.  (Key Field). 

PO Business Unit – This field and the next are optional fields that can be used for two-way matching between this voucher and its associated PO.  This is only a viable option if the PO was entered via PeopleSoft’s purchasing module and the PO number, as assigned by the Purchasing module, is known and can be entered into the following PO ID field.  This field should contain the Business Unit name under which the PO was entered into PeopleSoft’s Purchasing module.   

PO ID – Enter the PO number associated with this voucher as entered through PeopleSoft’s Purchasing module.  Depending upon match rules that have been established by the agency at the AP Business Unit level, the completion of these two PO fields will result in a comparative validation of the information on the PO and this voucher. 

Description – Description of item(s) associated with this voucher line.

Line Amount - Required field. The amount for this line. Format is PIC -(14).99. 

1099 Switch - Identifies whether or not this voucher line is a 1099 applicable payment. Valid values are ‘Y’ or ‘N’.  If left blank, the system will default to ‘N’.

1099 Code – For a 1099 applicable payment ONLY, enter one of the 12 valid two digit 1099 codes (e.g. 01-rents, 07 – non-employee compensation) that identifies the category of 1099 payment.
Total Number of Distributions - Required field. The total number of distributions associated with this line.
Voucher Distribution Record Layout:

	Field
	Required
	Start Position
	Length
	Format
	Example VDR-1
	Example VDR-2

	Warrant Group 
	Y
	1
	6
	See Above
	1
	1

	Record Type 
	Y
	7
	1
	'5'
	5
	5

	Record Sequence Number 
	Y
	8
	1
	'0'
	0
	0

	Row Identifier
	Y
	9
	3
	'002'
	002
	002

	GL Business Unit
	Y
	12
	5
	
	61010
	61010

	Voucher Line Number
	Y
	17
	5
	Numeric
	00001
	00001

	Distribution Line Number
	Y
	22
	5
	Numeric
	00001
	00002

	Account
	Y
	27
	6
	
	62211
	62110

	Journal Line Reference
	
	33
	10
	
	
	

	Distribution Amount1
	Y
	43
	17
	Numeric
	100.00
	100.00

	Fund Code
	Y
	60
	5
	
	01100
	02075

	Organization
	
	65
	10
	
	2354
	2354

	Program
	
	75
	5
	
	2005
	2005

	Subclass
	
	80
	5
	
	590H1
	595H1

	Filler
	
	85
	4
	
	
	

	Project Grant
	
	89
	15
	
	
	

	Statistics Code
	
	104
	3
	
	
	

	Chartfield1
	
	107
	10
	
	
	

	Chartfield2
	
	117
	10
	
	
	

	Chartfield3
	
	127
	10
	
	
	

	OpenItem Key
	
	137
	30
	
	
	

	Filler
	
	167
	158
	
	
	


Coding Instructions:

GL Business Unit - A required Chartfield. (Key Field).  This is the agency's GL Business Unit (different from the AP Business Unit).

Voucher Line Number – A required numeric field that represents the line number, which this distribution is associated. (Key Field).

Distribution Line Number - Required field. A unique number, which identifies the distribution line record per voucher line. Should start with 1 and then increment by 1. (Key Field)

Account – A required field.  If a voucher line contains multiple distribution rows, the account values must either be all 3% or 1099 applicable, or none of the accounts can be 3% or 1099 applicable.  The transaction will be rejected if the accounts are mixed.

Journal Line Reference – This is an optional field that can be used to reference back to agency subsystem on a line by line basis. The information is only available through a query and not seen online. It will not appear on any GL journal created from AP transactions.    
Distribution Amount - Required field. The amount for this distribution.

Chartfield1 – Optional field to further define accounting transaction

Chartfield2 – Optional field to further define accounting transaction

Chartfield3 – Optional field to further define accounting transaction

OpenItem Key - Open item accounting field.  This field is required when the chartfield Account provided is an OpenItem account.  If the chartfield Account is not an OpenItem account then this field must be blank.

1See general coding instructions for monetary amounts.

Voucher Advice Record Layout:

	Field
	Required
	Start Position
	Length
	Format
	Example

	Warrant Group 
	Y
	1
	6
	See above
	1

	Record type 
	Y
	7
	1
	'6'
	6

	Record sequence number 
	Y
	8
	1
	'0'
	0

	Row Identifier
	Y
	9
	3
	'ADV'
	ADV

	AP Business Unit
	Y
	12
	5
	
	6101Z

	Transaction Reference Number
	
	17
	30
	
	56193

	Payment Method
	
	47
	3
	
	CHK

	Separate Payment
	
	50
	1
	
	

	Payment Form
	Y
	51
	1
	
	M

	Warrant Type
	Y
	52
	3
	
	017

	Advice 
	
	55
	210
	
	Re-supply stock of copier paper for the Accounting & Management Div.

	CSED Message Flag
	
	265
	1
	
	Y

	Payment Plus Override
	
	266
	1
	
	Y

	Filler
	
	267
	58
	
	


Coding Instructions:

Transaction Reference Number – Agencies may use the transaction reference number field to enter any cross-reference information from their external system. 

Payment Method – This field will be used to identify the payment method for this voucher. If the field is left blank, the system will store the default payment method as a check. Valid values are: CHK - System check, EFT - Electronic Funds Transfer, DFL – Default (SABHRS will set the payment method to CHK or EFT based on how the Vendor is set up to pay in SABHRS.  The value DFL should be used when paying a vendor under the STATE Vendor Setid). 

Separate Payment – Used to identify whether this payment is separate or can be consolidated with another payment.  Valid values are ‘Y’ or ‘N’. If left blank, the system will default to ‘N’ (not a separate payment and therefore eligible for consolidation).  Note: If the Payment Form is M (mailer) the payment cannot be consolidated and the Separate Payment field will automatically be input as 'Y'.  Consolidation of vouchers occurs when the following fields are identical: business unit, vendor id, vendor address location, payment method, payment form, and due date.
Payment Form – Used to identify whether a payment is a mailer or non-mailer.  Note: Valid values are: M - mailer, N - non-mailer.
Warrant Type – Required field. Used to identify the type of payment.

Advice - The actual advice. This is a free-form text field.  PeopleSoft will automatically print the following fields on advices: invoice number, invoice date, voucher ID, amount, vendor name, and vendor number.  This field is for any additional description of the payment.

The program that prints the warrants will grab the 1000 character advice field in 70 character pieces and print up to 15 lines on the advice (the last line containing 20 characters).  The program will be unable to do any kind of word wrapping, so the agencies are encouraged to format their advices accordingly, so that, for example, word truncations do not occur.
CSED Message Flag – Reserved for DPHHS/CSED use only.

Payment Plus Override – Set this flag to a value of “Y” if you want to pay a vendor that is setup for Payment Plus a different way.  We will use the Payment Method and Payment Form provided to make the payment.  ** Will not be effective until August 2014 – exact date TBD **
Voucher Advice Record Continued

	Field
	Required
	Start Position
	Length
	Format
	Example

	Warrant Group 
	Y
	1
	6
	See above
	1

	Record type 
	Y
	7
	1
	'7'
	7

	Record sequence number 
	Y
	8
	1
	1- 4 depending on how many records are required.
	

	Row Identifier
	Y
	9
	3
	'ADV'
	ADV

	Advice 
	
	12
	210
	
	

	Filler
	
	222
	103
	
	


   Note:  Using the above record format you can add up to 790 more characters to the advice.  Please note in order to insure the records will be processed sequentially, the record sequence number should be incremented by '1' for each of the records.  You can only have four additional advice records.  Only the first 160 characters of the 4th occurrence will be used.

Addenda record
	Field
	Required
	Start Position
	Length
	Format

	Warrant Group 
	Y
	1
	6
	See above

	Record type 
	Y
	7
	1
	8

	Record sequence number 
	Y
	8
	1
	Zeroes

	Row Identifier
	Y
	9
	3
	'ADV'

	Addenda 
	
	12
	80
	

	Filler
	
	92
	233
	


Addenda - Free-form text field.   For EFT payments.  Additional information concerning the payment.  The agency may have to coordinate with the vendor to determine if this information must be structured in a particular format.

File Trailer Record Layout:

	Field
	Start Position
	Length
	Format
	Example

	Record Type
	1
	3
	'FTR'
	FTR

	Interface ID
	4
	2
	'AP'
	AP

	Agency ID
	6
	5
	Agency Business Unit
	61010

	System ID
	11
	8
	Agencies way of identifying their application - free formatted by agency
	DOAPMT

	Create Date
	19
	8
	YYYYMMDD
	20051029

	Create Time
	27
	6
	HHMMSS
	021728

	Record Count
	33
	8
	Total number of records contained in the interface file including the file control and file trailer records
	00000007

	Transaction Dollar Amount
	41
	19

(16.2)
	Total of the Gross Invoice Transaction Amount found on the Voucher Header record(s).


	                 200.00

	Control Total 1
	60
	19
	                 Spaces
	

	Control Total 2
	79
	19
	                 Spaces
	

	Filler
	98
	227
	Spaces 
	


Coding Instructions:

The only fields that are NOT REQUIRED are the two Control Total fields. All other fields ARE REQUIRED.

The fields common to both the file control record and the file trailer record must contain the same information for both records.  These fields are: Interface ID, Agency ID, System ID, Create Date and Create Time.

System ID - A free-form field that the agency can use to identify which external application this information is being sent from.

Transaction Dollar Amount - The format for this field is 19 bytes with 2 decimal places and must include the decimal point. As with all monetary amounts this amount must be right justified and does not have to be zero filled.

Control Total 1 and 2 - These fields are not used for this interface.
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