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AP WorkCenter and Reviewing Exceptions  
The AP WorkCenter is new functionality for 9.2. It is a useful tool to locate your vouchers at any point in 

the voucher life cycle. In addition you can see any exceptions that your voucher may have without having 

to run reports.   

Document Tolerance Exceptions are new in 9.2, and need to be addressed like any other exception. 

Please check all exceptions daily. Most document tolerance exceptions need to be fixed on the purchase 

order or the receipt.    

If you have a document tolerance exception for PCARD – DO NOT DELETE THE VOUCHER. Log a footprints 

ticket. http://footprints.ct.gov/MRcgi/MRentrancePage.pl  

Before you begin you will need to add the filters to your workcenter. If your links appear red that means 
they have not been set up yet.  
 
 
 
 
Navigations: Nav Bar > Menu > Core-CT Financials > Accounts Payable > Payables Workcenter 
 
OR 
 
Select Core-CT Financials  
Click the Accounts Payable Tile 

Nav Bar 

http://footprints.ct.gov/MRcgi/MRentrancePage.pl
http://footprints.ct.gov/MRcgi/MRentrancePage.pl


 
 
Select Payable Workcenter Tile 
 

 
 
1. Select ‘Edit Filters’. 

 

 

 



2. Select the drop down arrow to display the items in each section 

 

  
 

3. Select the drop down to expand the list. Select the item to apply filters.  

 

4. Enter filter values – It is recommended to use a date then select ‘Done’. 

Note: If you have to enter more than one BU change the ‘=’ sign on the Business Unit to ‘in’ and 
select the corresponding BU. 



 

5. Select ‘Done’ to return to the WorkCenter Page. 

 

 

6. Once all the filters have been set click the refresh icon on the ‘My Work’ section of the page.  

Note: Once the filters are applied the red text will adjust to gray. 

 

Text has shifted to gray 

due to added filters 



 

7. You can now begin reviewing exceptions. If the link is not blue there are not vouchers to be 

reviewed.   
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