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Solution Design Workshops
Agenda

Segment II Design Workshops

 Welcome and Introductions
◦ Housekeeping

 Design Phase Overview
 Disbursements Management

◦ Voucher Workflow Approval
◦ Payments

 Business Process Model Updates
 Interface Layout Review
 Reporting
 Wrap Up
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Design Phase Overview

Segment II Design Workshops

For more information, listen to
Episode #11: The Design Phase

1/10/2024
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You are Here!



Segment II Design Workshops 1/10/2024
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Florida PALM Disbursements Management Process

Segment II Design Workshops

30.1 Set Up and 
Maintain 
Suppliers

30.4 Process 
Payments

30.2 Establish 
and Maintain 

Encumb.

30.5 Manage 
Payments

30.3 Enter and 
Process 

Vouchers

30.6 Manage Tax 
Reporting

30.7 Manage AP 
Transactions

Suppliers Payments

Segment 4Segment 3Segment 2Segment 1

1099 
Reporting

Vouchers

30.4.1 Process Pay 
Cycle

30.4.2 Process 
Warrant Payments

Encumbrances

Monitoring/
Exceptions

Disbursements Management Process

1/10/2024
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30.5.1 Record 
Manual Payments

30.5.2 Manage 
ACH/EFT 

Notifications

30.5.3 Manage Stale 
Payments

30.5.4 Cancel and 
Reissue Payments



Florida PALM Disbursements Management Process

Segment II Design Workshops

Voucher Lifecycle

1/10/2024
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Voucher 
Creation 
/ Build

Budget 
CheckApprovalMatching (PO) Voucher 

Post
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Approval Worklist

1/10/2024Segment II Design Workshops
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Approval Details
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Original Voucher

1/10/2024Segment II Design Workshops
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Approval History

1/10/2024Segment II Design Workshops
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Florida PALM Disbursements Management Process

Segment II Design Workshops

Voucher Lifecycle - Payment

1/10/2024
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Payment 
Selection

Payment 
Post

Payment 
Creation

Cash Check
Manage 

Payments
Reconcile
Payments
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Disbursements Management
Voucher Lifecycle – Payment Selection

Segment II Design Workshops 1/10/2024

17

Status 
Type

Statuses
Translate 

Values
Action

Voucher 
Post Status

Unposted U
Until the voucher is posted , its status is 
Unposted.

Posted P

When you post a voucher in PeopleSoft 
Payables, the system creates balanced 
accounting entries to record the liability 
and sets the post status to Posted.

Status 
Type

Statuses
Translate 

Values
Action

Payment 
Selection 

Status

Not Selected 
for Payment

N

Once the voucher is posted, payment 
selection is waiting for selection criteria 
to be met to pick the payment up in the 
next eligible Pay Cycle.

Requested for 
Payment

R
Once the payment has been selected 
by Pay Cycle.

Paid P
Once the payment has been paid.

Canceled X
If the payment is canceled, the 
Payment Selection Status is updated.

Closed C
If the voucher is closed the Payment 
Selection Status is also updated to 
Closed



Disbursements Management
Voucher Lifecycle – Cash Check – Segment III Design

Segment II Design Workshops 1/10/2024
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More details about the Cash Check 
process and related statuses will be 
reviewed during Segment III 
Workshops



Disbursements Management
Voucher Lifecycle – Payment Creation

Segment II Design Workshops

Status 
Type

Statuses Translate 
Values

Action

Payment
Status

Paid P Once the Payment Creation process 
runs and the payment has been 
generated, the Payment Status is 
updated to Paid.

Void V If the payment has been canceled, 
once the Payment Creation process 
runs, the Payment Status is updated to 
Void.

1/10/2024
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Disbursements Management
Voucher Lifecycle – Payment Status

Segment II Design Workshops 1/10/2024
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Disbursements Management
Voucher Lifecycle – Payment Status

Segment II Design Workshops 1/10/2024
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Disbursements Management
Voucher Lifecycle – Payment Creation – Warrant Payments

Segment II Design Workshops 1/10/2024
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Disbursements Management
Voucher Lifecycle – Payment Creation – Warrant Payments

Segment II Design Workshops 1/10/2024

23



Disbursements Management
Voucher Lifecycle – Payment Creation – Warrant Payments

Segment II Design Workshops 1/10/2024
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Disbursements Management
Voucher Lifecycle – Payment Post

Segment II Design Workshops

Status 
Type

Statuses
Translate 

Values
Action

Post 
Status

Unposted U
Default status upon Payment 
Creation prior to the Payment Post 
process running

Posted P
Once Payment Post process runs and 
the payment AP accounting entries 
have been generated.

1/10/2024
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Disbursements Management
Voucher Lifecycle – Manage Payments

Segment II Design Workshops 1/10/2024
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 Manage Payments – 30.5 Business Subprocesses
◦ 30.5.1 Record Manual Payments
◦ 30.5.2 Manage ACH/EFT Notifications – Segment IV
◦ 30.5.3 Manage Stale Payments
◦ 30.5.4 Cancel and Reissue Payments



Disbursements Management
Voucher Lifecycle – Manage Payments

Segment II Design Workshops 1/10/2024
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 30.5.3 Manage Stale Payments



Disbursements Management
Voucher Lifecycle – Manage Payments

Segment II Design Workshops 1/10/2024
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 30.5.4 Cancel and Reissue Payments
◦ Payment Cancellation Request Page
◦ APW002 Payment Cancellation Workflow
◦ API006 Inbound Payment Cancellation
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Segment II Design Workshops 1/10/2024
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Disbursements Management
Voucher Lifecycle – Manage Payments - Cancel

 Payment Cancellation Request Mock-up 
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Disbursements Management
Voucher Lifecycle – Manage Payments - Cancel



Segment II Design Workshops 1/10/2024
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Disbursements Management
Voucher Lifecycle – Manage Payments - Cancel
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Disbursements Management
Voucher Lifecycle – Manage Payments - Cancel

Payment Hold Reasons

Accounting in Dispute

Agency Location Code

Amount in Dispute

Contract Retention

EFT Incomplete or Not Prenoted

Financial Sanctions

Goods in Dispute

Other

Quantity in Dispute

Withholding Hold
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Disbursements Management
Voucher Lifecycle – Manage Payments - Cancel

Cancel Reason 
Code

Description

1 Deceased Payee

2 Incorrect Pymnt Amt

3 Other

4 Reissue Payment

5 Incorrect Supplier

6 Incorrect Chart of 
Account

7 Payment not Received
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Disbursements Management
Voucher Lifecycle – Manage Payments - Cancel
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Disbursements Management
Voucher Lifecycle – Manage Payments - Cancel
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Disbursements Management
Voucher Lifecycle – Manage Payments - Cancel
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Disbursements Management
Voucher Lifecycle – Manage Payments - Cancel
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Disbursements Management
Voucher Lifecycle – Manage Payments - Cancel
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Disbursements Management
Voucher Lifecycle – Manage Payments - Cancel
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Disbursements Management
Voucher Lifecycle – Manage Payments - Cancel
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Disbursements Management
Voucher Lifecycle – Manage Payments - Cancel



Segment II Design Workshops 1/10/2024
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Disbursements Management
Voucher Lifecycle – Manage Payments - Cancel



Segment II Design Workshops 1/10/2024
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Disbursements Management
Voucher Lifecycle – Manage Payments - Cancel



Disbursements Management
Voucher Lifecycle – Reconcile Payments

Segment II Design Workshops

Status Type Statuses
Translate 

Values
Action

Reconciliation 
Status

Unreconciled U

The status is Unreconciled if payment has not yet been 
reconciled to bank statements, which means the 
payment has not yet cleared the bank. If the status is 
Unreconciled, the Reconciled Date field will be blank.

Reconciled R

The status is Reconciled if the payment has been 
reconciled to bank statements, which means the 
payment has cleared the bank. If the status is 
Reconciled, the Reconciled Date will also be populated 
with the date reconciled date.

1/10/2024
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Segment II Design Workshops 1/10/2024
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Segment II Design Workshops 1/10/2024
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 30.4 Process Pay Cycle
◦ Added Periodic frequency to Key Reports section

Business Process Model Updates

Segment II Design Workshops 1/10/2024
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Business Process Model Updates

Segment II Design Workshops 1/10/2024
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 30.5 Manage Payments
◦ Added Periodic frequency to Key Reports section



Business Process Model Updates

Segment II Design Workshops 1/10/2024
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 30.5 Manage Payments
◦ Updated steps within 30.5.1 Record Manual Payments to add detail about 

Payment Reference field



Business Process Model Updates

Segment II Design Workshops 1/10/2024
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 30.5 Manage Payments
◦ Added Appendix C – Record Manual Payments using Manual Payment 

Method
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Segment II Design Workshops 1/10/2024
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 How to Read a Flat File Interface Video
 Florida PALM Resources (SmartSheet) 
 API006 Inbound Payment Cancellation
 API031 Outbound Voucher and Payment Extract

https://players.brightcove.net/913730540001/default_default/index.html?videoId=6337161945112

https://app.smartsheet.com/b/publish?EQBCT=78f9327c658040d0bc1e8cc829e51efa

Interface Layout Review

Segment II Design Workshops 1/10/2024
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1/10/2024Segment II Design Workshops

Who
runs ?

What 
information is 
transmitted ?

When
should this interface 

file be sent ?

Why 
do I need this?

API006 – Inbound Payment Cancellation 

Which 
run control 

parameters are used ?

Automatic Batch 
Scheduler

This interface will 
process payment 
cancellation from 
external  agency 
business systems 
to cancel or reissue 
AP payments 
associated to 
related Business 
unit.

• Daily
• As needed

(Adhoc)

N/AThis is needed to 
cancel AP 
payments via 
Agency Business 
System.



Interface Layout Review
Voucher Structure

Segment II Design Workshops

Voucher Header

Distribution Line 1

Voucher Line 1

Distribution Line 2

Voucher Line 2

Distribution Line 1

Voucher Supplier Voucher Payment

1/10/2024
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Interface Layout Review
Payment Structure

Segment II Design Workshops 1/10/2024
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 Added Budget Date field to Segment I Reports
◦ APR007 – Scheduled Payments Reports
◦ APR003 – Outstanding Voucher Report  

Segment I – EPA Report Updates





Who
runs and uses this 

information?

What 
information is 

available?

When
should I run this 

report?

Why 
do I need this 

report?

APR014 – Voucher Workflow Status Report
Which

report(s) were previously 
used?

62

Segment I Design Workshops 10/4/2023

Report is used 
to monitor the 
voucher 
approval 
workflow.

• AP Reporter Daily
Ad-Hoc

N/AA report that 
lists the status 
of each voucher 
(i.e. posted, 
selected or 
audit, deleted).



APR014 – Voucher 
Workflow Status Report

Key Considerations

• Confidentiality applies to this report.

• Report will be available in Payables 
WorkCenter

• Approved, Closed, Deleted, Recycled and 
Paid vouchers will not be available in this 
report. A Voucher Activity Report, 
(APR013) can be used to evaluate 
transactions with these voucher statuses.

Parameter Description Required/Optional

Business Unit Field prompt. User 
can select specific 
BU’s. 
% or actual value as 
per BU security

Optional

Voucher Origin Prompt (Default - ‘%’) Optional

Supplier ID Prompt Optional

Voucher ID From Prompt Optional

Voucher ID To Prompt Optional

Accounting Date 
From

Prompt Required

Accounting Date to Prompt Required

Voucher Approval 
Status

Drop Down



Who
runs and uses this 

information?

What 
information is 

available?

When
should I run this 

report?

Why 
do I need this 

report?

APR007 – Scheduled Payments Report
Which

report(s) were previously 
used?

Daily

Report is used to 
monitor payments 
that have 
completed post 
voucher cycle 
process and are 
ready to be picked 
up in for pay cycle.  
The report can be 
used to evaluate 
the completion of 
cash check, and 
planned 
disbursements. 

Not Applicable• AP Reporter

• Agency AP 
Processor

• Agency AP 
Approver

• DFS AP Approver

A report that lists 
scheduled 
payments to be 
made as part of 
the payment cycle. 



APR007 – Scheduled 
Payments Report

Key Considerations

• The report will include vouchers that have 
successfully completed the voucher life 
cycle: Voucher Entry Status, Match Status, 
Approval Status, Budget Status, Post 
Status, but has not been selected by Pay 
Cycle. 

• Report can be used to calculate 
disbursements by Fund, to help agencies 
project cash balance. 

Parameter Description Required/Optional

Business Unit Field prompt. User 
can select specific 
BU’s. 
% or actual value as 
per BU security

Optional

Scheduled Due 
Date From

Field prompt. User 
can select specific 
dates

Optional

Scheduled Due 
Date To

Field prompt. User 
can select specific 
dates

Optional

Supplier ID Field Prompt.  User 
can select specific 
Supplier ID. 

Optional

Supplier Name Field prompt. User 
can select specific 
Supplier. 

Optional

Fund Field prompt. User 
can select specific 
Fund. 

Optional



Who
runs and uses this 

information?

What 
information is 

available?

When
should I run this 

report?

Why 
do I need this 

report?

APR033 – Warrant Printing Report
Which

report(s) were previously 
used?
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For  DFS 
Enterprise to 
reconcile 
warrants 
printed. A 
separate tab is 
created by 
business unit, 
for agencies to 
sign confirming 
the number of 
warrants 
received.

• DFS 
Payment 
Viewer

Daily
Ad-Hoc

Warrant Printing 
Report

A report that 
lists warrants 
printed for 
distribution.



APR033 – Warrant 
Printing Report

Key Considerations

• Intended for DFS Enterprise.

• Includes multiple tabs: Summary, and by 
Business Unit to assist with warrant pick-
up process. 

Parameter Description Required/Optional

Business Unit Field prompt. User 
can select specific 
BU’s. 
% or actual value as 
per BU security

Optional

Pay Cycle Field prompt. User 
can select specific 
dates

Optional

Payment Date From Field prompt. User 
can select specific 
dates.

Required

Payment Date To Field prompt. User 
can select specific 
dates.

Required



Who
runs and uses this 

information?

What 
information is 

available?

When
should I run this 

report?

Why 
do I need this 

report?

APR050 – Payment Cancellation Report
Which

report(s) were previously 
used?

68

Segment I Design Workshops 10/4/2023

This report can 
be used by 
agencies to 
monitor that 
warrants have 
been cancelled, 
and to help 
research any 
warrants that 
have been 
cancelled. 

• AP Reporter

• AP Viewer

Daily
Ad-Hoc

Warrant 
Cancellation Report

A report that 
lists all 
cancelled 
payments and 
the number of 
days 
outstanding at 
the point of 
cancellation.



APR050 – Payment 
Cancellation Report

Key Considerations

• Confidentiality applies to this report.

• Does not include Stale Dated Warrants 
(escheated).  APR140 Report – in a future 
segment.

• Payments that are in “void” status.

• Tip – Run after Payment Posting Process 
for most recent cancellations.

Parameter Description Required/Optional

Business Unit Field prompt. User can 
select specific BU’s. 
% or actual value as 
per BU security

Optional

Supplier ID Displays list of Supplier 
ID’s and names.

Optional

Voucher Origin Displays list of all 
Voucher Origins.

Optional

Payment Reference 
From

Displays list of voided 
payment references

Optional

Payment Reference To and voided payment 
references

Optional

Payment Method Drop Down lists 
different Payment 
Methods. Defaulted to 
‘All Payment Methods’.

Optional

Payment Date From Delivered Date Option Optional

Payment Date To Delivered Date Option Optional

Segment I Design Workshops October 202310/4/2023
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30.4 Process Payments
Additional Reports



30.4 Process Payments
Additional Reports
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Segment II Design Workshops

FLORIDAPALM@MYFLORIDACFO.COM

MYFLORIDACFO.COM/FLORIDAPALM
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