0 CAMBRIDGE University Payment System

Authorising or Rejecting Payments on UPS

e On #® Home page select Pending Authorisations to view payments requiring
authorisation

WE UNIVERSITY OF . L _
@ UNIVERSITY OF UPsS ~ Authorisation ~ Reports

¥ CAMBRIDGE
#A Home

Request Payment Authorisation

Authorise Payment

Useful Links Upcoming Payment Date rayment AUtnNQk
University Payment System (UPS) Information Cut Off Date Payment Date Pending Requests 1
Human Resources Forms and Templates 01/11/2012 10/11/2012 Rejections 0
Finance Division: Payroll 15/11/2012 24/11/2012 @uthnrisaﬂnns >

29/11/2012 08/12/2012

e Or select Authorise Payment from Authorisation dropdown list
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' [éIXR]dEé{IS{IIngE University Payment System

EiE UNIVERSITY OF

% CAMBRIDGE University Payments Syste
A Home Authorise Payment
Authorise Payment Selection Count: @ © Select All © Deselect Al
Export « Showing 1 to 2 of 2 entries € >
Created , . Payment Payment Payment
# CRSid Payee Date Department Type Cost Code Description Amount Status = Action Select
1 AAN29 Smith, Mark 10/11/2012 EA WAOD3 U.EA ECIX.GAAA BBAA 0000 Teaching £504.00 L Actions * &
(S0005161)
2 AANZ29 Smith. Mark 10/11/2012 EA WAO4e U.EA ECIX.GAAA ESGF.0000 Postage £1590 L Actions = A
(S0005161)

25 [=] rows per page

+ Authorise @ Reject
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i UNIVERSITY OF

: CAMBRI l](.-ll |-.-|r|i";"Er5it'_'f" F"r.:l'_'p"mErItS £ ysie
A Home Authorise Payment
Authorise Payment Selection Count: @) ~ © Select Al O Deselect Al
Export = Showing 1 to 2 of 2 entries Search:
Created , . Payment Payment Payment
# CRSid Payee Date I o712 Ta s 111 SRR 1T T2 Coat-Cos Dascoiption Amount Status  Action Select
AANZ9 Smith, Mark  10/11/2012  EA WAD3 U.EA ECJX GAAA BBAA 0000 Teaching £50400 [ |m Adtions * Al
(S0005161) —
2 AANZ29 Smith, Mark 10/11/2012 EA Wan4e U EA ECIX . GAAA'ESGF.0000 Postage £1590 [ Actions = B
(S0005161) —

25 [=] rows per page

+ Authorise @ Reject
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» CAMBRIDGE

e To close this window, click on

View Payment

Person Reference S0005161
Name Smith, Mark
Date of Birth 20/05/1960
NI Number AB123456A

Payment Date 2471172012

Start Date /

# Department Payment Type End Date Earn Date

1 AB v Insufficient security to view payment details.

2 EA v WAO3 16/10/2012 19/10/2012

19/10/2012

% in bottom right hand corner

Status Worker Agreement

Payment Method BACS

Sort Code 111003 - Halifax (Blackpool 20 Clifton St)
Account Number 12345678

Cost Code /
No. Sessions Hrs Worked Payment Description

14.00 U.EA ECJX.GAAA BBAA. 0000

Teaching

Request Payment Authorisation
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0 CAMBRIDGE University Payment System

e Select which payments you want to Authorise using & or o se=tai  and click

i UNIVERSITY OF

: { AMBRI I.-](._l E Unive rSit'_'f" F'a}"IT‘IEfI'ItE-' Sﬁ.«"StE m
# Home Authorise Payment
Authorise Payment Selection Count: © Select All © Deselect All
Export = Showing 1 to 2 of 2 enfries Search:
Created , . Payment Payment Payment
# CRSid Payee Date Department Type Cost Code Description Amount Status  Action Select
1 AANZ29 Smith, Mark 10/M11/2012 EA WAD3 U.EA ECJX. GAAA BBAA 0000 Teaching £ 504.00 L] Actions = @
(S0005161)
2 AAN2O Smith, Mark 10M11/2012 EA WAD4e U.EA ECJX. GAAA ESGF.0000 Postage £15.90 L] Actions [
(S0005161)

25  [+] rows per page

@ Reject

e If you have future dated payments, you may wish to authorise these nearer the payment
deadline, as once a payment is authorised it cannot be amended
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e Select which payments you want to Reject using & or e seetar gnd click

sy UNIVERSITY OF

. ~  University Payments Syste
W CAMBRIDGE University Payments System

# Home Authorise Payment

Authorise Payment

Export « Showing 1 to 2 of 2 entries Search:
Created , . Payment Payment Payment
# CRSid Payee Date Department Type Cost Code Description Amount Status  Action Select
1 AAN29 Smith, Mark 10/11/2012 EA WAD3 U.EA ECJX.GAAA BBAA DODO Teaching £ 504 .00 [ Actions = &
(S0005161)
2 AANZO Smith, Mark 10/11/2012 EA WAD4e U.EA ECJX.GAAA ESGF.0000 Postage £1590 [ Actions = @
(S0005161)

25  [=] rows per page

« Authorise @ Reject

Page 6 6_ups_authorise_reject_payments_v1l_1 Last updated - 4 Jun 2013



g [CHXR&%{IS{IIB{(?E University Payment System

e # Home will then show status of remaining payments requiring authorisation, if any

&8 UNIVERSITY OF -
& CAMBRIDGE UPS

#A Home
Useful Links Upcoming Payment Dates Payment Authorisation
University Payment System (UPS) Information Cut Off Date Payment Date Pending Requests
Human Resources Forms and Templates 01/11/2012 10/11/2012 Rejections
Finance Division: Payroll 15/11/2012 24M11/2012 Pending Authorisations
29/11/2012 08/12/2012

e Rejected payments will show in requesters Pending Requests and Rejections lists for
amending and re-authorisation

e The requester will receive an email advising them if payments requests have been
authorised or rejected
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&% CAMBRIDGE University Payment System

e To view Payments for an individual, see ‘Viewing Payments for an individual on UPS’ guide

v ET&”&-’?&'{'S&‘? University Payment System

Viewing Payments for an individual on UPS

e On & Home page select Payments from Payees & Payments dropdown list

BB UNIVERSITY OF T Paveas & Pavimants
¥ CAMBRIDGE “FS ayees & Paymonts
# Home Payees
Useful Links Upcomingrayment Uatgs Payment Authorisation
University Payment System (UPS) Information Cut Off Date Payment Date Pending Reguests [ 0
Human Resources Forms and Templates Q11172012 10¥11/2012 Rejections [0}
Finance Division. Payroll 19112012 24/111/2012 Pending Authorisations o
20/11/2012 08M12/2012
Page 1 7_ups_view_individual_payments_v1_0 Last updated - 6 Nov 2012
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CAMBRIDGE

e To create Reports, see ‘Reports on UPS’ guide

Page 9
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Reports on UPS

e On ® Home page select Payments by Department from the Reports menu

QB2 UNIVERSITYOF | o e om——
":' CAMBRIDGE ~ Universily Payments Syster Reports
& Home Payments by Depariment
Useful Links Upcoming Payment Dates Payment Authorisation
University Payment System (UPS) Information cut Off Date Payment Date Pending Reguests [0 ]
Human Resources Forms and Templales 0112012 101172012 Rejections o
Finance Dmsion: Payroll 15112012 2411172012 Pending Authorisations D
2901172012 081272012
Page 1 &_ups_extract_payment_data_vl_0 Last updated - & Nov 2012
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