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	#
	Question
	Answer
	Date Posted

	1
	How do I run a report?  
	You will create a run control.  For information on creating run controls, please visit the job aid prepared for running reports (How to Run an Accounts Payable Report):  
http://www.core-ct.state.ct.us/user/finjobaids/ap.htm
	7/7/2003

	2
	How can I see which vouchers failed budget check?
	The person with the Budget Check Processor role should check every morning to see if any vouchers have budget exceptions.  That person should navigate to Commitment Control > Review Budget Check Exceptions > Voucher, enter the appropriate business unit, and click “Search” to see a list of vouchers with exceptions.  They may also use the various links to drill-down and see more details of the exceptions.
	7/10/2003

	3
	How do I know when a Voucher has been paid?
	You can navigate to the Voucher and Find an existing Value: Accounts Payable > Vouchers > Entry > Regular Entry.  This will bring you to the Invoice Information page.  Click on the Payment tab at the top.  Under Payment Options on the right hand side, if the Reference and Paymt Date are populated, then the Voucher has been paid.
	7/11/2003

	4
	When are Vouchers paid?
	Vouchers need to first be Matched, Approved, and Budget Check and have a Scheduled Pay Date of ‘Current Date’ will get picked up in the Pay Cycle, which is run the next morning.
	7/11/2003

	5
	On the Voucher, what does the ‘Posted’ Status represent?
	Posted status in Core-CT represents whether or not Accounting Entries have been created for the Voucher.
	7/11/2003

	6
	Why don’t Vouchers show up on my worklist when I know they are supposed to come to me for approval?
	This happens because as an Approver, the origin of the person who entered the Voucher is not assigned to you.  The origin will need to be routed to your worklist.  Please contact your Security Liaison. 
	7/11/2003

	7
	How do I change the payment method for the Vendor, if it defaults to check and I want it to be ACH?
	The payment method is linked to Vendor Location.  Click on the magnifying glass prompt for Location and select the location that best fits your payment needs.
	7/11/2003

	8
	How do I process a TI (Transfer Invoice) in Core?
	TI processing works in nearly the same manner that it did before.  It uses both Receivables and Payables functionality.  The collecting agency (creditor) will create an open receivable using the pre-printed number on the State Transfer Invoice form.  The collecting agency will mail the TI to the paying agency (debtor).  The paying agency will create a Purchase Order if they are receiving goods or services.  When they create the Voucher (or PO Voucher) the Vendor Invoice Number will be the same transfer invoice number EXACTLY as it is printed on the form.  These numbers must equal for Payment Predictor to match the two transactions.
	7/14/2003

	9
	I have created control groups for my agency, but the Vouchers are not getting picked up for payment.  Why is this happening?
	Vouchers that are associated to a Control Group must be verified and then the Control Group must be posted. Navigate to Accounts Payable > Control Groups > Group Information and search for your Control Group.  When the status is set to Ready for Review, review the Control Group and then change it to Verified. Save the update then navigate to Accounts Payable > Control Groups > Post Control Group.  Search for your Control Group. Click the Post check box and then save the transactions.  
	7/14/2003

	10
	How will transferring between funds be accomplished?


	There are three ways funds can be transferred. Funds can be redistributed within an agency using a Journal Voucher (JV) within the Accounts Payable module. The JV is similar in use to the C0-604 (EC, ET) document. 

Additionally, an agency could transfer funds to another agency using the Grant Transfer process. This process is a blend of the Accounts Receivable and Accounts Payable modules.

Finally, a spreadsheet journal can be loaded to the General Ledger module and be reviewed and approved by Comptroller staff. 


	

	
	
	
	

	12
	How does duplicate invoice notification work?


	An invoice is considered to be a duplicate when the Business Unit, Vendor Number, invoice number, invoice date, and invoice amount are the same. When you try to save a voucher that includes a duplicate invoice number, you will receive a message indicating that the invoice number is a duplicate. You will not be allowed to save that voucher.
	

	13
	Where do Budget Check exceptions appear?


	Budget Check exceptions appear in two places. On the voucher there is a Budget Status line that the user can drill down on to see the reason why a voucher failed budget check. The person with the role of Budget Check Processor will be able to navigate to a page where they can review multiple vouchers that have budget check exceptions.


	

	14
	Where do Match Exceptions appear?


	The Voucher Attribute tab of a voucher shows the match status. Additionally, the person who has the role of Match Processor will be able to review and correct match exception in the Match Manager page.


	

	15
	Does effective dating allow you to post date checks?


	No, but a payment may be scheduled for a future date within the fiscal year.


	

	16
	How do you specify a particular date to pay a voucher?


	To specify a particular payment date you would navigate to the Payment Tab of the voucher. Once you are on the Payment Tab you would find the Payment Details Group Box. In the Payment Detail Group Box is the Schedule Due field. You would click on the Calendar icon to bring up the calendar where you would specify the date you wanted your voucher to be processed.


	

	17
	What information appears on the check stub?


	The vendor check is a three part form that includes the following information. The top part contains the name and address of the vendor as well as the Agency Name and check reference information. The middle part contains the voucher related information including Invoice Number, Invoice Date, Voucher ID, Gross Amount, Discount Taken, and Net Amount. The bottom part consists of the check itself.


	

	19
	Is there a report similar to the SAAAS method of pulling up expenditures by “Billing ID?” 


	The Billing ID in SAAAS was used to list the invoice numbers that an agency was paying. In Core-CT, there is a “one invoice, one voucher” rule. This means that the using agencies will not be combining invoices for payment. Core-CT will evaluate all vouchers to a vendor from a particular business unit and combine them on one check. A listing of reports and inquiries for each module can be found on the Job Aids page of the Core-CT project. 

There is no specific report that will list expenditures by Invoice (Billing ID) but the APS8002, Disbursement Report lists disbursements by business unit, fund, department, program, class, account, budget period, project/grant, remaining amount, due date, and agency location code. Additionally, there is a Payment Inquiry that allows a user to search on payments using specific criteria to create a list of detailed information about payments.


	

	20
	How do you correct a voucher once it has been entered and saved but before Match, Approval, and Budget Check?


	The Regular Entry Page has two tabs: Add a Voucher and Find and Existing Value. If you look up your voucher on the Find and Existing Value tab, you can edit it before it goes through Match, Approval, and Budget Check.


	

	21
	How do you know you have Match or Budget Check errors?


	On a regular basis (daily), the person with the role of Match Processor or Budget Check Processor should navigate to the Match Manager Page or the Budget Check Exceptions Page and review for vouchers that may have failed Match or Budget Check.


	

	22
	How do you designate a partial payment on a voucher?


	You can designate a partial payment by changing the Amount or Quantity field on the Invoice Line of the Voucher Invoice Information tab.


	

	23
	If you choose a Discount Rate other than Due Now, will Core-CT calculate the discount?


	The default setting for all payments is Due Now. There is a large selection of other payment and discount rates available from the drop down menu. If you choose one of these other rates, Core-CT will evaluate and calculate the discount based on the criteria you choose.


	

	24
	Does the P-Card Coordinator have to have buyer rights to create the PO?  


	The P-card coordinator in some agencies may be the General Buyer, and in others the P-Card coordinator is in the AP unit, so, the P-Card coordinator should work with the General Buyer for their agency to create the P-Card purchase order.  Also the P-Card coordinator should work with the General Buyer when the purchase order is updated/changed meaning new purchasers are added and tied to lines of coding.  The P-Card coordinator should also make the DAS P-Card Administrator (Kerry and Maureen) aware of any changes that are made to personnel and coding on the purchase order, as this information needs to be relayed to the bank.  Changes to the coding information is passed back to the state on the statements.
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