

Training Exercise: Create an Ad Hoc Payment

		




	Module:
	Supplier Accounts (AP)

	Scenario:	  

PREREQUISITES:
	Create an ad hoc payment for a supplier

ACCOUNTS PAYABLE DATA ENTRY SPECIALIST




	Action
	Icon
	Field/Value

	Navigate to Create Ad Hoc Payment 
	
	· Search ad hoc pay
· Select Create Ad Hoc Payment 

	Ad Hoc Payment Information

	Company
	
	· C0100 County of Placer

	Bank Account
	
	· Placer County Warrant Account

	New Ad Hoc Payee
	
	· Joe’s Corner Store-Initial
example: Joe’s Corner Store-KJ

	Currency
	
	· USD

	Payment Date
	
	· One week from today

	Payment Type
	
	· Check

	Payment Details Section

	Memo 
	
	· Placer County Logo Trinkets 

	Tax Amount
	
	· $5.00

	External Reference
	
	· 12345-XX  (XX=Your initials)
Example: 12345-KJ

	Lines Tab

	Line 1 
	
	· Item Description: Multi Colored Hacky Sacks
· Spend Category: SC2660 General Office Supplies
· Quantity: 25
· Unit of Measure: ea
· Unit Cost: 2.00
· Program: PG147777

	Payee Address Tab

	[bookmark: _GoBack]Populate Address Fields
	
	· 1234 Main St Rocklin Ca 95677

	Attachments Tab

	Attachments
	
	· Attach scanned invoice from payee

	Click Submit
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