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1.  Verify Role.
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Callout
2.  Click "Payrolls".
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Either enter the contract number or click "Show first 10".
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Click on the number of payrolls for the vendor you want to view.
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Click on the payroll number you want to view.
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Click on "Status".
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Click on the arrow to expand the exception.
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1.  Review the exception.
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2.  Try to explain to the contractor what needs to be corrected.
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3.  Click the "Vendor Notified" box.
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Text Box
Scroll to the top of the page.
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4.  Click "Save".
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Repeat the previous four steps for additional exceptions.  After all have been addressed you can "Reject" the payroll.
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1.  Click the component action button.

slade
Callout
2.  Click "Payroll Exceptions"
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1.  Click "Include Exception Comments" box.
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2.  Click "Execute".
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You can either save the PDF and send it to the contractor or you can notify the contractor that there are exceptions that they need to address and they can run the same report the same way as outlined above.




