
Recommended Workflow for Payments

Create the Payment Batch
Using a naming convention for 

the batch aids in finding 
the batch later 

Create the Payment Request
Doing the Payment Request 

from within the batch saves steps
as a payment request 

must be in a batch for submission

Approve Payments within the Batch
Approval can be done from 
either the Approval Log or 

on the individual Payment Request

Review the Batch for Errors
Use the Payment Batch Edit 

Report Search screen 
to review  and correct errors 
Re-run edit report as needed

Submit the Batch 

Review the Submission Status
Use the Interface Log to review 

the status of submission or 
confirmation of payments made

Proof the Payments
Use Print Grid from the Payments 

Tab on the batch for proofing 
or for Board Repots

Fix errors and re-print grid as needed

For additional information see Fiscal Flyer #29 and the SSIS Training Modules located on the SSIS website. 


