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 What is AutoPay? 

 Types of charge accounts the State uses 

 What it means to reconcile, voucher and process 
AutoPay charges 

 Organization of AutoPay information 
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 How to reconcile, voucher and process AutoPay charges 

 Ways for more efficient data entry 

 Finding Batch and Warrant Numbers through AutoPay 

 How do I… In AutoPay? 
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•AutoPay is the use of charge 
accounts which allows state 
employees to make immediate 
payment to purchase goods and 
services for the State of Alaska. 
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•AutoPay is short for “Automated 
Payment System”. 

• It is a sub-system within AKSAS 
that is used to manage the charge 
and credit transactions. 



Provides a reconciliation of 
charges and credits on a 
transaction-by-transaction 
basis. 
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• ONECards are physical charge 
cards. 

• ONECards can - and should be 
used - whenever possible to meet 
statutory requirements to 
purchase goods and services with 
any vendor that accepts our brand 
of card (currently, VISA). 

• ONECards fall under “managing 
accounts” (MA). 
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• Central Travel System (CTS) are 
“cardless” accounts. 

• They are not universally 
accepted. 

• CTS accounts are used only for 
airfare, lodging and car rentals. 

• CTS accounts are stand alone 
accounts. 
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US Bank reimburses 
vendor’s bank and 

requests reimbursement 
from the State 

Employee incurs 
OneCard charge with 

vendor 

Vendor submits 
OneCard payments to 
their bank for deposit 

State makes ONE large 
daily payment to US 

Bank.  Transactions are 
loaded into AutoPay via 
batch interface process 

Agencies clear individual 
transactions from AutoPay via 
reconciliation and vouchering 

process – which records financial 
activity to the appropriate 

funding source, program and 
account 

Vendor’s bank 
requests 

reimbursement from 
US Bank 



Each screen of AutoPay has a set of function keys. 

A cheat sheet of function keys is in the appendix of the training 
packet. 

• Can also be found in the Accounting Procedures Manual (APM). 
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Common function keys on all screens are: 
• PF1 (F1) – QUIT 

• PF2 (F2) – PGUP 

• PF3 (F3) – PGDN 

• PF9 (F9) – PFKYS 
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What does it mean to 
Reconcile, Voucher and Process? 

 
There are three steps that need to take place in order for an AutoPay 
Transaction to fully clear:  

1. Reconcile:  A reconciled transaction is where: 
• The Payee Vendor Number (PVN) has been entered into the reference line. 
• At least one financial line is entered to offset the default financial line. 
o The sum of the financial lines is equal to zero. 

• Employee (EMP) reference numbers has been entered (may or may not be 
required by your department). 

2. Voucher:  After the transaction is reconciled, a 310-55 transaction (OneCard Zero 
Net Warrant) is created with: 

• Default information already populated within the billing transaction. 

• Any Additional Information entered during the reconciliation process. 

3. Process: To successfully process a transaction after vouchering, the 310-55 must be 
certified (also authorized if necessary) and process without errors through AKSAS. 
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BT: Bill to Account Selection List is where users will start the process of 
selecting an account related to a transaction by selecting:  

• Managing Account number (MA) and drilling down to a specific card 
holder account, then drilling down to a list of charges for that 
employee or 

• Central Travel System (CTS) Account and drilling down directly to a list 
of charges for that account. 
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Hier Num: Lists the different hierarchy’s for your department. 

 The first two digits is the department number. 

 The last three digits are/were assigned by your department. 

Acct Number: Shows the managing account or CTS account. 

 If the account numbers shows “555” it is a managing account. 

 If the account number shows “00”  or “01” it is a CTS account. 

Account Name: This is the description of the Account Number. 
19 
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To Be Vchred:  This column shows the number of transactions that 
need to be vouchered. 

To Be Prcssd:  This column shows the number of transactions that 
need to be processed. 

 Example: Account name DOA ETS Trvl shows 94 transactions “To Be 
processed”, but only 86 transactions “To Be vouchered”.  This means of 
the 94 transactions to process, eight have already been vouchered. 
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From the BT screen users select an item which will allow them to “drill 
down” to: 
• Employee accounts - if selecting a Managing Account with 555, or 
• Specific transactions within a CTS - if selecting a CTS Account 

starting with 00/01. 

In this example, we have selected item #2 – a Managing Account.  Note - 
there are nine transactions to process and nine transactions to voucher. 
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A Managing Account was selected in the previous step which takes the 
users to the next screen – CT: Charge to Account Selection List which 
shows: 
 A list of employee accounts (account name) that are “grouped” under the 

managing account selected. 
 Charge/credit total of each employee for the Cycle End Date selected. 
 The number of transactions to be processed and vouchered for each employee. 

Reminder: the previous screen showed 9 transactions total to be processed 
and 9 transactions to be vouchered. The combination of all three of the 
employees listed include the 9 transactions. 
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 In this example line #3, Curt Thayer has been selected 
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TX: Billing Transactions Selection List shows the individual 
charges for the employee selected. 

• The Employee Name/Acct Number. 

• The Bill Cycle End Date (useful to ensure the receipt in hand falls 
within the bill cycle end date). 

• The amount of each transaction. 
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• Trxn Date – the date the 
transaction was “charged”. 

• Post Date – the date the 
vendor “posted” the charge to 
their bank. 

• Merchant Name – the name 
of the vendor. 
 Relates to the MCC reference 

line. This information is passed 
through from the vendor. 

• Amount – the amount of the 
specific charge (which should 
match the receipt or invoice 
you have in hand). 
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• Recon (Y/N) – shows if the 
charge has be reconciled.  

• Vchred (Y/N) – shows if the 
charge has been vouchered. 

• Prcssd (Y/N) – shows if the 
charge has been processed. 



When a CTS account (“00” or 
“01”) is selected the system will 
drill down directly to the TX: 
Billing Transaction Selection 
List; and skips the CT: Charge 
to Account Selection list. 

This is because the CTS is not 
attached to a specific person.  
A CTS can be used by multiple 
employees. 

The same information is shown 
on the CTS TX screen as is on 
the Managing Account TX 
Screen – a list of specific 
transactions for specific 
merchant names/vendors. 

29 



30 



• Once the user selects an item from the BT: Bill To  Account 
Selection list, AutoPay drills down into the specific transaction. 

• This is where users will start the reconciling steps. 

• The screen will look like this regardless if you selected a CTS 
transaction or a transaction specific to an employee. 
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 All “white” entries 
are default items 
and can not be 
changed. 

 Default items such 
as TKT number are 
passed through 
from the vendor. 

 The “red” entries 
are items that can 
be entered into or 
updated. 
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 Line 1 of Financial coding is the coding set up 
at the beginning of the year from your finance 
officer. 



33 



Page 34 

Review 
Reconcile, Voucher and Process? 

 
There are three steps that need to take place in order for an AutoPay 
Transaction to fully clear:  

1. Reconcile:  A reconciled transaction is where: 
• The Payee Vendor Number (PVN) has been entered into the reference line. 
• At least one financial line is entered to offset the default financial line. 
o The sum of the financial lines is equal to zero. 

• Employee (EMP) reference numbers has been entered (may or may not be 
required by your department). 

2. Voucher:  After the transaction is reconciled, a 310-55 transaction (OneCard Zero 
Net Warrant) is created with: 

• Default information already populated within the billing transaction. 

• Any Additional Information entered during the reconciliation process. 

3. Process: To successfully process a transaction after vouchering, the 310-55 must be 
certified (also authorized if necessary) and process without errors through AKSAS. 



• NO PVN or EMP on transaction? 

• Users can search for PVN or EMP by pressing the PF12 Key 

• Enter the merchant name in the PVN reference line and press F12 

• Enter the Employee Name in the EMP reference line and press F12 
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• To Reconcile a 
transaction two items 
must be entered 

• PVN must be 
entered 

• Financial Coding 
must be entered 

• (Debits must equal 
credits) 

• EMP reference may 
be required based on 
your Department.  



• To scroll through the list, select PF2 or PF3 

• To see details of an item, select PF5 

• To go back to your transaction without selecting anything, press enter 

• To select a vendor to use in your transaction, enter the number and press Enter 

• After pressing 
F12 for the 
PVN or EMP 
the user will 
get this 
screen. 
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• Select the Vendor (employee) you want to use and press Enter 
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The transaction will now 
be populated with the 
PVN selected. 



• NO EMP on transaction? 

• Enter the Employee Name in the EMP reference line and press F12 
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• If your 
transaction 
does not 
have an EMP 
reference, 
enter “EMP” 
on the next 
available 
reference line 



• To scroll through the list, select PF2 or PF3 

• To see details of an item, select PF5 

• To go back to the transaction without selecting anything, just press Enter 

• To select an employee to use in your transaction, enter that employee number 
and press Enter 
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• After pressing 
F12 for the 
PVN or EMP 
the user will 
get this 
screen. 
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 To finalize Reconciliation… 

 Enter any additional references your department may require. 

 Enter one line of coding. 

 Press Enter. 
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 Press ENTER to Voucher the transaction 

 No Reconciliation Errors To Display 

 If you had no errors, you will get this screen. 

 If you entered something incorrectly (for example selected an 
inactivate PVN, you will get the proper error) 
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• To Voucher a transaction press ENTER after you reconcile. 
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• Using PF5 (RIDX) users can filter transactions  
that are grouped  by certain references. 

• Found only on the “BT: Bill To Account Selection 
List” - select PF5 (F5) button on your keyboard. 
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Hierarchy Number:  A list 

of individual charges will 

be listed for the number 

entered. 

Vendor Number:  A list of 

individual charges for a 

specific vendor (PVN) will 

be listed. 

Employee Number:  A list 

of all charges for a specific 

state employee will be 

listed. 
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TA Number:  A list of charges for a 
specific TA will be listed. 

• The list of charges will only show if 
the user has already started the 
reconciling process and has entered 
the TA number as a reference. 

Merchant Category:  A list of 
charges by MCC. 

• A list of MCC’s can be found at 
Finance’s website. 

http://doa.alaska.gov/dof/charge_cards/state_agen.html 
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 AutoPay offers a similar feature that acts like AKSAS’s 
“Easytran” 

• Users can set up “templates” with specific default references and financial 
coding. 

• These templates can then be used when reconciling similar AutoPay 
charges or credit transaction (such as Travel related items). 
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 At the BT, CT, and Billing Transaction Screen: pressing the 
F10 (SAVSD) key will: 

• take the user to the list of saved transaction templates for the RD code you 
are using. 

• NOTE: If the RD code was used by a previous employee who had already set 
up templates, you may see different results. 
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At the BSF: List/Select Saved 
Transaction Data screen you will 
see the current “templates” that 
have been saved for the RD code 
you are using. 

 To return to previous screen, 
press the F1 key. 

 The ENTER key will toggle 
between templates when the 
users selects a different 
template.  The ENTER key also 
returns to the previous page 
when a template is note selected. 

 To open a template, enter the 
number of the template and 
press PF3 View/Update key. 
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• ENTER: “saves” the changes the 
user makes. 

• PF1: Will “quit” and return to 
previous screen. 

• PF6: will take the user to the 
financial screen in order to enter 
or change more financial lines. 

• PF7: will take the user to 
reference screen in order to 
enter or change more reference 
lines. 

• PF11: will clear the information 
and make the template “blank”. 
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• Once a template is open  
additional PF keys are available 



Page 55 

To update an existing 
template, enter the 
selection number and 
press PF3. 

The details of the 
template will be shown. 

• In this example we selected 
the template named 
“DEFAULT”. 

• We will add references, 
financial coding and 
updated the description. 



• Pressing F1 will take the user back 
to the selection list. 
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To save a template, press 
ENTER=UPDT. 

• User will receive a message that 
states “Transaction Data Saved”. 

• Notice how Selection #1 
now has a description 
of #1 AutoPay Training, 
instead of Default. 
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• NOTE: you can add or edit as needed. 
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 Users can view the document number for multiple transactions 
through the filter option (PF5, RIDX) 
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 Enter your search criteria and press 
ENTER 

 This will take the user to the TX: Billing 
Transaction Selection List 



Once in the TX: Billing Transaction Selection List… 
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NOTE: the Column named 
“Merchant Name”.  This is a 
default. 



 Users can find a document number and warrant for processed 
transactions for specific transactions. 
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 By Pressing 
just F10 (no 
shift) the 
user will be 
taken to the 
actual 
warrant 
detail screen  

 ONLY if the 
transaction 
has been 
processed 
(identified as 
with an IW 
under the 
PF10 button) 
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  Learned what AutoPay is. 

Learned the difference between a OneCard and 

CTS Account. 

Overview of the screens and what they look like. 

Learned how to reconcile and voucher a 

transaction. 
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Learned about function keys, filtering and easy 

trans. 

Learned how to find document numbers and 

warrants. 
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• There are eight generic PVNs specifically for 

310-55 AutoPay Transactions.   

• These are used when it is difficult to establish a 

PVN for a vendor or when a vendor is 

infrequently used. 

• (see Accounting Procedures Manual, Section 10 

Vendors, Overview for more information on 

temp PVNs) 
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• RRR00000 – for meal charges (restaurants) 

• GGG0000 – for fuel charges (gas stations) 

• TTT0000 – for taxi fares 

• FFF00000 – for foreign vendors 
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• ATM00000 – Cash Advance Fees (not ATM fees) 

• INS00000 – for in-state charges 

• OOS00000 – for out of state charges 

• FRD00000 – for fraudulent charges/credits 
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 Accounting Procedure Manual (APM) : (Department of 

Administration, Division of Finance, Accounting) 

http://doa.alaska.gov/dof/manuals/apm/index.html 

Section 16 – AutoPay 

 Overview 

 Processing AutoPay 

 Special Features 

 PF Key Cheat Sheet 

 How do I… in AutoPay? 

 

 State of Alaska, Charge Card Web Site (Department of 

Administration, Division of Finance, Charge Cards) 

http://doa.alaska.gov/dof/charge_cards/index.html 

 

 Questions or Assistance needed with AutoPay or OneCards/CTS 

DOA.DOF.OneCard.Support@alaska.gov 

http://doa.alaska.gov/dof/manuals/apm/index.html
http://doa.alaska.gov/dof/charge_cards/index.html
http://doa.alaska.gov/dof/charge_cards/index.html
mailto:DOA.DOF.OneCard.Support@alaska.gov

