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In Stage 1 of the P/T Card Module, the Verifier 
(Cardholder or Proxy) Role is responsible for 

reviewing transactions for accuracy and attaching 
necessary receipts/forms to each transaction and 

setting the statuses of the transactions to Verified.

In Stage 2 of the P/T Card Module, the Approver 
(APA) Role is responsible for verification of the 

transaction amounts, chartfields, attachment of 
receipts and other forms and running Load Voucher 
Stage process to create an Accounts Payable Control 

Group.

In Stage 3 of the P/T Card Module the Accounts 
Payable employees will confirm that the Control 

Group information matches the associated Central 
Bill and will complete one of two processes:  AP Data 

Entry or AP Manager.



 
 
 
 
The AP WorkCenter is the recommended navigation for Accounts Payable processes.  Direct menu navigation is 
also available. 
 

 
 
 
 
 
Select Control Group Information from the AP WorkCenter 
 
 

 
 
 
 
 
 
 
 
 
 
 

Verify Control Group -  AP Data Entry Role  



 
  

 
 
From the Assignment tab, verify the Gross Amount and Number of Vouchers exactly matches the associated 
Central Bill.  If not, please STOP and consult the APA regarding the discrepancy. 
 
 

 
 



 
 
 
 
 
 
Select Batch Voucher Approval from the AP WorkCenter 
 
 

 
 
 
 

 
 
NOTE: Control Group status must be VERIFIED and all vouchers must be POSTED. 
 

Batch Voucher Approval – AP Data Entry Role 



 
 
 

Click   hyperlink 
 

  
 
 
 AP Data Entry Role is complete.  Provide Central Bill (Noted with CG number) to the AP Manager for final Agency 
review and Approval. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Mass Voucher Approval – AP Manager Role 



 
 
Select Mass Voucher Approval from the AP WorkCenter 
 
 

 
 
 
The CG Vouchers returned must be Approved or Denied as a whole.   
 

 
 
End of AP Manager process. 
 
 
 
 



 

 

 

CG Denial by AP Manager or AOS 

If a CG is Denied by the AP Manager or AOS, determine the reason for Denial. 
 
A)  If an attachment is needed on a card transaction or the voucher, DO NOT close vouchers and reset 
the CG.  Attachments can be added at any time, refer to Agency APA to add additional attachments.    
When a CG  is Denied, the CG status is updated to Ready for Review.    
To reinitiate the CG:  
1) Updated status to Verified/SAVE.    
2) Complete the Batch Voucher Approval and Mass Voucher approvals again. (The original Denial 
history will still display, but the CG will be able to be resubmitted by the Agency.) 
 
B) If ANY voucher chartfields need correction, DO NOT close vouchers and reset the CG.  When a CG is 
Denied, the CG status is updated to Ready for Review.    
1) You can then UnPost and make chartfield corrections. 
2) Confirm vouchers are Posted again. 
3) Update CG status to Verified/SAVE   
4) Complete the Batch Voucher Approval and Mass Voucher approvals again. 
 
C) If the CG was created for an incorrect amount and does not include all trans for the Bill Date, 
Vouchers need to be Closed and the Reset process completed. (See specific Reset CC Trans Quick 
Guide) 
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