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PURPOSE AND DESCRIPTION 
 
Purpose 
The Accounts Payable WorkCenter is a tool that can be used to monitor vouchers as they are are in different stages 
in the workflow process.   
  
Description 
A voucher can have an error status or be at a particular point in the workflow process in PeopleSoft.  The Accounts 
Payable WorkCenter is a place where a user can set criteria to search for vouchers under particular categories. The 
Accounts Payable WorkCenter also allows a user to run reports and queries.  
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ACCOUNTS PAYABLE WORKCENTER CATEGORIES * 
 
There are many different categories in the Accounts Payable WorkCenter.   
 

• Incomplete Vouchers: All vouchers in incomplete status. 
• Available Prepayments: List of available prepayments. 
• Unpaid Voucher Status: All vouchers that are yet to be paid. 
• Vouchers Submitted for Approval: Vouchers that have been submitted for approval and have a 

pending approval status.  May have errors. 
• Voucher Mass Approval: Voucher Mass Approvals page 
• Vouchers Rejected by Approvers: Vouchers that have been denied approval. 
• Vouchers Ready for Posting: Vouchers that are ready for posting 
• Transactions Ready for Asset Management: Transactions that are ready to be posted to Asset 

Management.  
• Transactions Ready for Landed Cost: Transactions that are ready to be extracted to landed cost.  
• Transactions Ready for AR: Transactions ready to be posted to Accounts Receivable.  
• Unverified Control Groups: List of Unverified Control Groups. 
• Recycled Vouchers: Vouchers that are in recycle status. This does not include incomplete 

vouchers. 
• Budget Check Errors: Vouchers with Budget Check Errors. 
• Document Tolerance Exceptions: Vouchers with Document Tolerance exceptions. 
• To Be Matched: View the Match Workbench - To Be Matched page.  
• Match Exceptions Exist: View the Match Workbench - Match Exceptions Exist page. 
• Match Dispute: View the Match Workbench - Match Dispute page. 
• Manually Overridden: View the Match Workbench - Manually Overridden page. 
• Overridden - Credit Note: View the Match Workbench - Overridden Credit Note page. 
• Scheduled Payment on Hold: Vouchers on payment hold.  
• Paycycle Manager: List of paycycles. 
• Payments Ready for Posting: Payments ready for posting.  
• Suppliers Pending Approval: Suppliers pending approval 

 
* Category availability is based on roles.    
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ACCOUNTS PAYABLE WORKCENTER SET UP 
 
The Accounts Payable WorkCenter can be found by navigating to Accounts Payable > Accounts Payable 
WorkCenter. 
 
If you have never used the Accounts Payable WorkCenter or set up your filters, all of the categories will 
be red.  This means that no filters have been defined and will need to be done before any information 
can be found for a particular category. 
   

Step Action 

1.  
Navigate to Accounts Payable > Accounts Payable WorkCenter. 

 

2.  

The Accounts Payable WorkCenter page is displayed. 
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Step Action 

3.  

Click on Edit Filters. 

 
 

4.  

The Work Groups will be displayed.  There are five different groups, with unique categories under each 
group.  

You can either click View All to view all groups at once or click the sideways arrow to page through each 
group separately. 
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Step Action 

5.  

To edit a filter for a category, click the pencil icon under the Edit Filter column. 

 
 

6.  

The Configure Filter Values page will be displayed.   

There are a number of fields that can used to filter future end results.  The most common filter field 
would be your BU to pull everything for your agency, but if you want to narrow your search, you could 
use any of the other fields.   

These fields can be changed as your needs change.   

 

 
Once you have entered your criteria, click OK 
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Step Action 

7.  

You will get a message that says, “Refresh your pagelet to see your changes.”  Click OK. 

 
 

8.  

To refresh your pagelet, click on the Reload icon by the My Work heading. 
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Step Action 

9.  

Once the filters have been set up, work that is in the system will be displayed, for each category that is 
available, based on your roles. 

After a category’s filter has been edited it will change to black or blue text with a hyperlink.  If they are 
black, it can mean two things.  Access is not available because of roles or there are no vouchers currently 
in that category. 

If it is a blue hyperlink with a number in paratheses, there are vouchers in this category.  

 
Click on the category hyperlink to review the vouchers that are currently in that category. The list of 
vouchers in that category will be displayed.   
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Step Action 

10.  

To go into the voucher, click on the voucher ID.  This is a hyperlink to the voucher.   

 

11.  

A popup window is opened and the Voucher Entry screen is displayed.  The user’s access to the voucher 
on this screen will be the same access available through the Accounts Payable navigation.  Corrections 
can made to the voucher here.  If you do make corrections here, be sure to click Save.   
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ACCOUNTS PAYABLE WORKCENTER REPORTS/QUERIES 
Delivered reports and queries that are also available in the Accounts Payable WorkCenter. 

Step Action 

1. 
Navigate to Accounts Payable > Accounts Payable WorkCenter. 

 

2. 

The Accounts Payable WorkCenter page is displayed. 
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Step Action 

3. 

Click on the Reports/Queries tab. 

 

4. 

A list of available reports and queries will be displayed. Click on the desired Query hyperlink to run the 
query.  
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Step Action 

5. 
 

• QUERY: When you choose a query to run, you will need to complete any prompts that are required 
by the query. Then click View Results.  

 

• REPORT: When you choose a report to run, you will need to either choose an already existing Run 
Control or set up a new Run Control and complete the criteria that are needed. The click Run to run 
the report.  
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