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AutoPay Enhancements 

The Division of Finance has recently implemented two enhancements that will help users find and 

reconcile charge card transactions in the AKSAS AutoPay subsystem. Enhancements have been made to 

the Billing Transaction Reference Index menu and the Saved Transaction Data function. 

Billing Transaction Reference Index 

An enhancement has been made to the Billing Transaction Reference Index menu to provide additional 

and standardized alternate indexes for reference types in order to have more options for accessing 

charge card transactions.  In addition to the existing option to search by Employee Number users can 

now search by Hierarchy Number, Vendor Number, Employee Number, Travel Authorization (TA) 

Number, and Account Number (using the last 4 digits of the One Card or CTS) as well as the option to 

filter transactions by beginning transaction date. 

Accessing the Billing Transaction Reference Index Menu 

1. Sign into the AKSAS Main Menu and type AP in the “Selection” field and press <ENTER>. 
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2. Select <PF5=RIDX> to access the TX: Billing Transaction Reference Index – Selection Menu. 

 

 

Filtering AutoPay Transactions Using Index References 

 

The user can choose to filter AutoPay Transactions based on any of the following reference fields: 

Hierarchy Number: - A search can be done using any hierarchy number within the department of the 

AKSAS user. (Refer to Example 1 below) 

Vendor Number: - A specific vendor number can be entered to search AutoPay transactions.  Users may 

type in a vendor number and select <PF12=HELP> to access the vendor detail screen. (Refer to Example 

2 below)  Users may also select <PF12=HELP> with the Vendor Number: field blank and a box will 

appear where the vendor name or partial name ending with an asterisks (*) can be entered to search.  A 

list of vendors that meet that criteria will show.  The user may then select the vendor for searching. 

(Refer to Examples 3 and 4 below) 
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Employee Number: - A search can be done using any employee number within the department of the 

AKSAS user. Also by selecting <PF12=HELP> while in a blank Employee Number: field the user will 

receive a list of all employees for the department of the AKSAS user. (Refer to Example 5 below) The 

user can then select the employee number to search for card activity on. 

TA Number: - A search can be done by keying in a full TA Number: within the department of the AKSAS 

user. (Refer to Example 6 below) 

Account Number - OneCard / CTS: - A search can be done using the last 4 digits of any One Card or CTS 

number within the hierarchy of the department of the AKSAS user. (Refer to Example 7 below) 

Begin Trxn Date: - A search can be done using any of the above references and the transaction date 

using a date entered in the Begin Trxn Date: field, only transactions as of that date and later will be 

displayed. (Refer to Example 8 below) 

Filter Examples 

Example 1. Signed in as Department 01 employee.  Selected Hierarchy Number: 01130. 

 

Example 2. Selected Vendor Number: BRI84055. 
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Example 3. Selected <PF12=HELP> in blank Vendor Number: field and searched for Bristol*. 

 

Example 4. Results are all vendors that meet the Bristol* search criteria. 
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Example 5. Selected <PF12=HELP> in blank Employee Number: field and results are all employee 

numbers for the AKSAS user’s department. 

 

Example 6. Signed in as Department 01 employee.  Selected TA Number: 0123456789. 

 

Example 7. Signed in as Department 02 employee.  Entered last 4 digits of card 2830 in OneCard: field. 
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Example 8. Signed in as Department 01 employee.  Selected Hierarchy Number: 01130 and Begin Trxn 

Date: 10 01 2010. 

 

 

Saved Transaction Data 

The Saved Transaction Data function has been expanded to allow users to create and save up to 10 sets 

of transaction level data which can include the source RD code, up to nine lines of reference data, and 

up to eight financial lines per transaction data set. This saved data can be copied from the Billing 

Transaction Reconciliation screen or can be entered manually on the Saved Transaction Data window. 

The saved transaction data is connected to the Input RD code and can be retrieved to populate any 

transaction each time the user signs on to AKSAS with the Input RD code. 

Accessing Saved Transaction Data 

The list of Saved Transaction Data can be accessed by selecting <PF10=SAVSD> on the Bill To Account 

Selection List or the Billing Transaction Reference Index – Selection Menu. 
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Upon entering the List/Select Saved Transaction Data menu the user is prompted to enter a selection 

number (01-10) in order to: 

a) Select <ENTER=SLCT> the saved transaction data for existing saved data sets, 

b) Select <ENTER=SLCT> to save new data for unused data sets, or 

c) View/Update <PF3=VIEW/UPDT> data sets. 

Manually Updating Saved Transaction Data 

All fields on the BSF: Display/Update Saved Transaction Data screen are optional. The only requirement 

on this window is that the sum of the percent fields must equal 100 percent. 

1. Complete any of the fields on the BSF: Display/Update Saved Transaction Data screen that you 

will want to apply to future transactions in the Billing Transaction Reconciliation window. All 

fields are optional. 

 

 To remove data from all fields before entering a new data set, press <PF11=CLR>. 

 

2. Press <ENTER> to update/save the transaction data set. 

 
Desc: A short description can be applied to the data set in the Desc: field. This description will display on 

the BSF: List/Select Saved Transaction Data window and will help to identify the function/use of the 

saved data set. 

Source RD Code: Enter a Source RD Code authorized to process an AKSAS 310-55 transaction. 

Reference Information 

Type - Enter a valid reference type(s) for an EP (electronic payment) warrant. 

Reference Number - Enter an identifier associated with the reference Type. 

Amount - Enter the dollar amount associated with the reference TYPE. 
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Date - Enter the date associated with the reference TYPE as MM DD YYYY. 

Comments - Enter additional descriptive information for the reference line. 

NOTE: Only three reference lines display on the initial BSF: Display/Update Saved Transaction 

Data screen.  To display reference lines four through six, press <PF7=REFS>.  To display 

reference lines seven through nine, press <PF7=REFS> again.  To redisplay reference lines one 

through three, press <PF7=REFS> again. 

Financial Coding 

SY - Defaults to the fiscal year associated with the FISCAL PERIOD CODE if no entry is made.  If the 

default value is not correct, enter the two-digit set-up year associated with the collocation code. 

CC - Enter an eight-digit collocation code for this financial line. 

Pgm - Enter a five-digit program code for this financial line. 

LC - Enter an eight-digit ledger for this financial line. 

Acct - Enter a five-digit account for this financial line. 

FY - Defaults to the current federal fiscal year if no entry is made.  If a federal fiscal year is required by 

your agency and the default value is not correct, enter a two-digit federal fiscal year. 

NOTE:  Do not enter financial coding (SY, CC, PGM, LC, ACCT, FY) on this financial line if the Open 

Item fields (Type, Num, Line) are used.  If financial coding is entered and is incorrect for the 

open item being liquidated, the financial coding entered will be charged. 

Type - Enter EN (Encumbered Expenditure) to liquidate an encumbered expenditure with this financial 

line. 

Num - Enter the open item number to be liquidated by this financial line. 

Line - Enter the financial line number of the open item to be liquidated by this financial line. To liquidate 

all financial lines in the open item by the amount of this financial line, enter 999. 

Pct% - Enter the percentage or portion of the total amount to be distributed to or liquidated from this 

financial line.  The total of all PCT% fields entered must equal 100.  The Pct% field can be used with 

either the financial coding (SY, CC, PGM, LC, ACCT, FY) or the Open Item fields (Type, Num, Line). 

NOTE:  Only four financial lines display on the initial BSF: Display/Update Saved Transaction 

Data screen.  To display financial lines five through eight, press <PF6=FINS>.  To redisplay 

financial lines one through four, press <PF6=FINS> again. 

Populate Saved Transaction Data Set 

To save transaction data from the Billing Transaction Reconciliation screen to the BSF: Display/Update 

Saved Transaction Data screen, complete the following: 

1. Enter data on the Billing Transaction Reconciliation screen. 



AutoPay Enhancements: Saved Transaction Data 

apenhance Page 9 of 11 

Revised 11/16/10 SOA INTERNAL USE ONLY 

 

2. Press <Enter> to display the Online Created Errors screen. 

 

3. Press <FP5=BASE> to redisplay the Billing Transaction Reconciliation screen. 

 

4. Press <PF10=SAVSD> to display the BSF: List/Update Saved Transaction Data screen. 

 

 
5. Type the Sel Num to assign the data to a data set, press <PF3-VIEW/UPDT> to enter the 

BSF: Display/Update Saved Transaction Data screen. 
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6. Press <PF8=TRXN> to copy the data from the Billing Transaction Reconciliation screen to 

the BSF: Display/Update Saved Transaction Data screen. 

 

 
7. Enter a short description in the Desc: field to describe the data set in the BSF: List/Select 

Saved Transaction Data menu. 

 

8. Press <ENTER> to update/save the transaction data. 
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9. Press <PF1=QUIT> twice to return to the Billing Transaction Reconciliation screen after you 

see the message TRANSACTION DATA SAVED in the BSF: Display/Update Saved 

Transaction Data window. 
 

 

 This saved transaction data set can now be used to populate future transactions. 

Use Saved Transaction Data 

The transaction data saved on the BSF: Display/Update Saved Transaction Data window can be 

retrieved to populate transaction lines on any Billing Transaction Reconciliation screen. 

1. From the Billing Transaction Reconciliation screen, press <PF8=GETSD> to populate the 

Source RD Code, reference fields, and / or financial fields with the transaction data from the 

Saved Transaction Data set. 

 

a. The active data set will be used to populate the Billing Transaction Reconciliation 

screen. If the user would prefer to use an alternate data set, this can be done by first 

selecting the data set from the BSF: List/Select Saved Transaction Data menu. 
 

 
NOTE: If the transaction fields on the Billing Transaction Reconciliation screen are 

populated, and the users selects <PF8=GETSD> to populate the transaction fields with 

saved transaction fields, the following warning message displays, if the user presses 

<ENTER> the fields on the Billing Transaction Reconciliation screen will be overwritten. 

 


