
AR-3     APPROVE PAYROLL ACCOUNTS RECEIVABLE

Source Document: SCO Notice of Payroll Accounts Receivable
Posting Document from AR Item Processor

Module: Accounts Receivable (AR)

Roles: BI/AR Approver
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AR3 - Record Payroll Accounts Receivable (cont’d)

The BI/AR Approver will receive source documents from the AR Item Processor to approve a Payroll AR. 
The source documents are the SCO Notice of Payroll Accounts Receivable and the posting document which 
will provide the Group ID.   
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AR3 - Record Payroll Accounts Receivable (cont’d)

The BI/AR Approver will approve the Payroll AR created by the AR Item Processor.   Steps are:
1 - Enter your Business Unit in the Find an Existing Value tab     
2 - Enter the Group ID   
3 - Click Search- Will take you directly to the AR
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AR3 - Record Payroll Accounts Receivable (cont’d)

The BI/AR Approver will review the information in the Pending Items and Accounting 
Entries tab.  If all the information is correct, select the Group Action tab
1 - In the Posting Action tab, change the Action to Batch Standard
2 - Click OK
3 - Click Save
4 - Status will change to Batch Standard
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