
Office of the State Controller NCAS Training 2006

OSC HELP DESK: (919) 875-HELP

Selected Accounts Payable Codes

HOT KEYS
Screen

1 Control Document Entry (CDE)
3 Invoice Worksheet 1 (IWS-1T)
4 Invoice Matching (IMP)
5 Employee Worksheet 1 (EWS-1T)
6 Document Level Comments (DLC)
8 Control Entry Status (CES)

IRQ PROCESSING OPTIONS
V Access the View Exception Comments (VEC) 

screen to view buyer's comments.

I Access the Invoice Exception Comments (IEC) 
screen to add comments and pass back to 
buyer.

P Pay as is, without additional processing.

F Force pay without additional processing.

S Select invoice for additional processing.

DOCUMENT STATUS VALUES
1099 HLD On hold because of incomplete information 

for 1099 tax reporting.
BALANCED Complete, balanced, ready for payment.

BAL-B Balanced with budgetary control exception 
that needs to be resolved before invoice will 
be paid.

CANCELED Document has been canceled.
FULL PAID Document has been paid.

HOLD Handling code H applied to document, must 
be released on HDR.

HLD-B Handling code H applied to document, must 
be released on HDR.  Also has a budgetary 
control exception.

INCOMPLETE Document was processed using DELAY 
command or not balanced using NEXT.

MATCH EXCEP Auditing exception occured and document 
was passed to buyer.

PAID-B Paid document has a budgetary control 
exception.

PARTIAL PAID One or more of the scheduled multiple or 
partial payments have been made.

P-PD-B One or more scheduled multiple or partial 
payments have been made. Document has 
a budgetary control exception.

SUSPENDED Handling code S applied to document, must 
be released on HDR.

SUS-B Handling code S applied to document, must 
be released on HDR.  Document has a bud-
getary control exception.

UNBAL Document is out of balance.

NAVIGATION COMMANDS
GET G Retrieve information previously entered.

CHANGE C Change information previously entered.
DELETE DEL In policy, marks data to be deleted by 

purge program.  On CDE or worksheets, 
deletes data immediately.

REJECT Deletes all data entered for document 
currently displayed.

RETURN R Redisplays screen accessed just prior to 
current screen.

NEXT N Concludes processing current docu-
ment.

DELAY Saves an incomplete document in the 
system.

BALANCE BAL Concludes processing current control 
group.

CONTINUE CONT Continues processing document even 
though matching exception occurs.

UP Access additional lines on screen. On 
VSL and DCL, may specifiy the number 
of pages up to 10 (ex. UP4).

DOWN DN Access additional lines on screen. On 
VSL and DCL, may specifiy the number 
of pages up to 10 (ex. DN4).

RIGHT R Move one screen to the right.
LEFT L Move one screen to the left.
TOP Moves to the top (beginning of the list).

REMIT HOLD
H Hold all payments to vendor or employee

blank Allow payments to vendor or employee
HANDLING CODE

S Suspend processing, extract distribution
H Hold document but extract distribution
F Force payment of document
1 Prepare separate payment for each document

blank Pay and record all distributions for document

HOW TO GET HELP
To access HELP for the current screen:
1.  Press F to move the cursor to the ACTION FIELD.
2.  Type HELP or ? in the ACTION FIELD.
3.  Press J.
The system displays the first page fo HELP text available for 
the screen and positions the cursor at this message:  ENTER 
NEXT PAGE NO. BLANK (NEXT PAGE) ‘END’ TO TERMI-
NATE HELP.
•  To view the next page of HELP text, press J.
•  To view a specific page, type the page number, and press 
J.

•  To exit from HELP, type END and press J. The system 
then redisplays the screen with which you were working.
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Selected Accounts Payable Screens

Control Group - Processing Control Group - Inquiry
CDE Control Document Entry OCL Open Control Group List
CES Control Entry Status Invoices - Inquiry
CGR Control Group Review BCEL Budgetary Control Exception List
CGS Control Group Status DCI Document Comment Inquiry

Employee Documents - Processing DCL Document Control List
EAR Employee Advance Request DDL Duplicate Document List
ECD Employee Expense Cancel/Delete DGI Document General Information
EMW Employee Expense Maintenance Worksheet DLA Detail Line Additional Information
EWS Employee Expense Worksheet DLH Document Distribution Line History

Invoices - Processing DLL Document Detail Line List
DAR Document Authorization Release DPA Document Payment Additional Information
DLC Document Level Comments DPG Document Payment General Information
DSC Descriptions DTL Description Table
HDR Held Document Release HDL History Document List
ICD Invoice Cancel/Delete IPL Invoice to Purchase Order List
IDA Invoice Delivery Audit IRL Invoice by Payment Reference Number
ILA Invoice Line Audit MPI Multiple Payment Inquiry
IMP Invoice Matching PTL Payment Terms Code List
IMW Invoice Maintenance Worksheet RML Remittance Message Codes List
IRQ Invoice Reapplication Work Queue TAL Use Tax Authority List
IWS Invoice Worksheet TNL 1099 Code List
IEC Invoice Exception Comments UML Units of Measure List
MPY Multiple Payments VEC View Exception Comments
MWS Model Worksheet
RMC Remittance Message Codes Payment Screens - Inquiry

Payment Screens - Processing BCCL Bank Cycle Controls List
BCC Bank Cycle Controls PDL Payment Due Date List
IPC Invoice Remaining Payment Cancel PYL Payment List
MPE Manual Payment Entry
PCC Payment Entity Cycle Controls Policy Screens - Inquiry
PCN Payment Cancellation BDL Bank Definition List
PCR Payment Clearance BKL Bank Account List
PMN Payment Maintenance BPL Bank Account Payment Code List
PPC Partial Payment Create/Release GDL General Ledger Effective Date List
PRH Prepayment Hold MCL Mini-Chart of Accounts List
PRP Payment Replacement

Vendor Screens - Processing Vendor Screens - Inquiry
VDD Vendor Default Distribution VFL Vendor Permanent Factor Lookup
VGN Vendor General Information VOS Order-From Vendor Setup
VPN Vendor Payment Information VRS Remit-To Vendor Setup
VSU Vendor Setup VSL Vendor Short Name Lookup

Purchasing - Inquiry
PLI PO Line Information PLF PO Line Financial Information
PLG PO Line General Information PCI PO Comment Inquiry
PLO PO Line Ordered Item Information PIL Purchase Order to Invoice List
PLC PO LIne Receipt/Invoice Controls PMI PO Matching Invoice Information
PLR PO Line Receipt/Invoice Information POF Purchase Order Finder


	1. Press F to move the cursor to the action field.
	2. Type HELP or ? in the action field.
	3. Press J.
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