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Running a Pay Cycle 

Procedure 

 
 

 
 

Step Action 

1. Click the Accounts Payable link. 
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Step Action 

2. Click the Pay Cycle Processing link. 
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Step Action 

3. Click the Payment Selection Criteria link. 
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Step Action 

4. Click the Look up Pay Cycle (Alt+5) button. 
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Step Action 

5. Select one of the Pay Cycles from the list of available options. Click 

the CHECK1 link. 
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Step Action 

6. Click the Search button. 
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Step Action 

7. Adjust any dates or options as necessary on the 6 Pay Cycle Options tabs.  
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Step Action 

8. Click the Preferences tab. 
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Step Action 

9. Verify the selected options.  
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Step Action 

10. Click the Source / BU tab. 
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Step Action 

11. Verify the selected options.  

 

 

 



 Page 12 

 
 

Step Action 

12. Click the Bank / Method tab. 
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Step Action 

13. Verify the selected options. 
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Step Action 

14. Click the Pay Group / Netting tab. 
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Step Action 

15. Verify the selected options.  

 

 

 



 Page 16 

 
 

Step Action 

16. Click the Save button. 
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Step Action 

17. Now, we will navigate to the Pay Cycle Manager. Click the Pay Cycle 

Processing button. 
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Step Action 

18. Click the Pay Cycle Manager menu. 
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Step Action 

19. Click the Process button. 
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Step Action 

20. Click the Process Monitor link. 
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Step Action 

21. Click the Refresh button until the Run Status is "Success" and the Distribution 

Status is "Posted". 
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Step Action 

22. Click the Go back to Pay Cycle Manager link. 
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Step Action 

23. Click the Look up Pay Cycle (Alt+5) button. 

 

 

 



 Page 24 

 
 

Step Action 

24. Click the CHECK1 link. 
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Step Action 

25. Click the Search button. 
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Step Action 

26. Click the Details link. 
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Step Action 

27. Once on this page, you can select different actions on a particular voucher by 

clicking the Action menu. 
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Step Action 

28. These are the available options for each voucher. By selecting Exclude, this voucher 

will be excluded from this particular Pay Cycle and will disappear after you have 

saved your selection.  

 

Putting a transaction on Hold will delay the Payment from being processed and a 

Hold Reason is necessary. Hold & Separate will both hold the transaction (a Hold 

Reason is necessary) and create separate payment for this voucher (separate is only 

really used when two payments are being processed to the same vendor).  

 

None means that no special action will be taken on this voucher, and it will be 

processed in this Pay Cycle. 

 

Separate is used when processing two payments to the same vendor and is used to 

indicate that you would like to create two separate payments.  
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Step Action 

29. Click the Save button. 
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Step Action 

30. Click the Process button. 
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Step Action 

31. Click the Process Monitor link. 
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Step Action 

32. Click the Refresh button until the Run Status is "Success" and the Distribution 

Status is "Posted". 

Click the Refresh button. 
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Step Action 

33. Click the Go back to Pay Cycle Manager link. 

 

 

 



 Page 34 

 
 

Step Action 

34. Click the Look up Pay Cycle (Alt+5) button. 
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Step Action 

35. Click the CHECK1 link. 
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Step Action 

36. Click the Search button. 
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Step Action 

37. Click the Trial Register link to see the payments being processed in this pay cycle. 
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Step Action 

38. Click the Add a New Value tab. 
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Step Action 

39. Enter the desired information into the Run Control ID field. The Run Control ID is 

a way to identify the report in the future. Enter "Pay_Report". 
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Step Action 

40. Click the Add button. 
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Step Action 

41. Look up the pay cycle for which you want to run the report. Click 

the CHECK1 link. 
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Step Action 

42. Click the Run button. 
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Step Action 

43. Click the box next to the Crystal process type.  
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Step Action 

44. Click the OK button. 

 

 

 



 Page 45 

 
 

Step Action 

45. Click the Process Monitor link. 
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Step Action 

46. Click the Refresh button until the Run Status is "Success" and the Distribution 

Status is "Posted". 
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Step Action 

47. Click the Details link. 
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Step Action 

48. Click the View Log/Trace link. 

 

 

 



 Page 49 

 
 

Step Action 

49. Click the link that ends in ".PDF". Click the APY2030-_29844.PDF link. 
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Step Action 

50. View the report and when you're finished, click the Close button. 
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Step Action 

51. Click the Pay Cycle Processing button to navigate back to the Pay Cycle Manager. 
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Step Action 

52. Click the Pay Cycle Manager menu. 
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Step Action 

53. Click the Look up Pay Cycle (Alt+5) button. 
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Step Action 

54. Click the CHECK1 link. 
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Step Action 

55. Click the Approve link. 
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Step Action 

56. Click the Approve button. 
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Step Action 

57. See that the Status has changed to "Approved". Click the Pay Cycle Manager link. 
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Step Action 

58. Click the Process button. 
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Step Action 

59. Click the Process Monitor link. 
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Step Action 

60. Click the Refresh button until the Run Status is "Success" and the Distribution 

Status is "Posted". 
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Step Action 

61. Click the Go back to Pay Cycle Manager link. 
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Step Action 

62. Click the Look up Pay Cycle (Alt+5) button. 
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Step Action 

63. Click the CHECK1 link. 
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Step Action 

64. Click the Search button. 
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Step Action 

65. Click the Process button. 
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Step Action 

66. Click the Process Monitor link. 
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Step Action 

67. Click the Refresh button until the Run Status is "Success" and the Distribution 

Status is "Posted". 
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Step Action 

68. Click the Go back to Pay Cycle Manager link. 
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Step Action 

69. Click the Look up Pay Cycle (Alt+5) button. 
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Step Action 

70. Click the CHECK1 link. 
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Step Action 

71. Click the Search button. 
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Step Action 

72. Click the Process button. 
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Step Action 

73. Click the Process Monitor link. 
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Step Action 

74. Click the Refresh button until the Run Status is "Success" and the Distribution 

Status is "Posted". 
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Step Action 

75. Click the Go back to Pay Cycle Manager link. 
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Step Action 

76. Click the Look up Pay Cycle (Alt+5) button. 
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Step Action 

77. Click the CHECK1 link. 
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Step Action 

78. Click the Search button. 
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Step Action 

79. See that the Pay Cycle Status is "Completed".  
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Step Action 

80.  

End of Procedure. 

 

 


