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PURPOSE:

The purpose of this procedure is to provide instructions for capturing manual check batch approvals in the Great Plains (GP) application, the COSC’s financial system, when the email approval link is disrupted or when access to the GP approval button is disrupted such that an approval cannot be logged in GP.  
BACKGROUND:

All manual check batches must be approved.  Check batches that include a check in an amount greater than $500 must have two independent approvals.  This approval documentation can occur directly within GP or within a Great Plains email workflow (see below).  
A batch is considered “approved” when all documentation has been reviewed, verified and agreed to the check summary report by an authorized approving employee.  This approval is then captured in the Great Plains system either by an approver selecting the “approve” link in a workflow approval email or directly within the Great Plains application using the “Approve / Complete” button. A workflow approval email is generated when the batch is submitted within the GP application. 
Example of a workflow approval email – 
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Example screenshot of the GP with approval buttons
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Dynamics GP Workflow <COCAccounting@mail.maricopa.gov>

1st Approval - T 09/19/2019 - All Checks
To  Kathy McClaning (COC)

You have been assigned a task for the First Approval step in the Payebles Batch Approval workflow for Payables Batch T 09/19/2019.

Task Deadline: 9/20/2019 11:24:00 AM
Edit or view document: T 09/19/2019

Zpprove
Reject
Deleate

Batch ID: T 09/19/2019
Cament :

Origin: XAM Cchecks
Transactions: 23

Batch Total: 173173.94000

Caments:
Teri Hamey (00C), 9/19/2019 12:24:00 BM:
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DESIGNATED APPROVERS:
The Clerk’s office has established designated, authorized check batch approvers. All of these approvers receive the workflow approval emails. When an action within the email is selected, this action (approve, reject, delegate) is recorded in GP effectively documenting the action.   If this email workflow is disrupted and/or not working, approvals can only occur directly within the Great Plains financial application.

However, only a subset of these approvers have access to GP which allows them to document actions directly in the application.  
OBJECTIVE:
· To provide instructions on how to document approvals in GP when the email workflow is disrupted.   
· To provide instruction on how to document approvals when access to the GP application is restricted so that the ability to document approval actions associated with check batches is thwarted. 
· To provide instructions on the approval documentation that is required, and where this documentation should reside, in the event of an approval disruption.  
EVENT DRIVER:

· Email workflow approval link does not work and an error message is displayed.  
· Workflow approval email is not generated, but the check batch is created. 

· Designated approvers cannot document their review, verification and approval of supporting documentation associated with check batches within the GP application. 

PROCEDURE: 
When any of the event drivers occur, the following process is triggered: 
1. 1st Approver Email is received by Designated Check Approvers.

2. Designated 1st approver reviews the Computer Checks Edit List (the Check Batch Summary) and agrees all information on this Report to the supporting documentation maintained on the S:drive.  Once this review has been completed, the check batch is considered “approved.” 

a. An effective review and verification occurs when the following information from the Check Batch Summary is agreed to individual supporting documentation contained on the S:drive: 

(S: Drive>Fin_Svc>MANUAL CHECKS for Trust, Fee, or RFR)

· Payment ID

· Case number

· Paid To

· Amount

· Paid For

· Address

· Court order / other authorizing documentation matches and supports the fund release 
3. Designated 1st approver, using the workflow approval email, replies to ALL with words noting that the 1st approval has been completed and / or approved.    

a. If the workflow email is not generated, the 1st approver sends an email to ALL documenting that the 1st approval for the respective check batch has been completed. 

4. Designated 2nd approver reviews the Computer Checks Edit List (the Check Batch Summary) and agrees information (for checks greater than $500) on this Report to the supporting documentation maintained on the S:drive.  Once this review has been completed, the 2nd approval has occurred. 

5. Designated 2nd approver, using the workflow approval email, replies to ALL with words noting that the 2nd approval has been completed and / or approved.    

6. A Designated Approver with GP access can then document each of these approvals (1st and 2nd) within the application. (Proxy Approver)
7. Once these approvals have been captured / documented, the check batch is released for printing. 

8. A copy of the email approval(s) MUST be placed in the respective Manual Check folder on the S:drive to document review and approval of the check batch and supporting documentation.  The Accounting Specialist is tasked with this responsibility. 
9. The GP Check Approval Email (which is a daily email that depicts all batches finalized prior to 2:30pm) must be placed in the respective Manual Check folder on the S:drive to document the proxy approver(s).  
10. In certain instances, the GP Check Approval Email may reflect an exception for those batches requiring a 2nd approval when the proxy approver is the same person for both the 1st and 2nd approvals.  This would occur when one person with GP access documents both approvals within GP. 
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COCSSRS@cosc.maricopa.gov
Check Batch Approval Details for 11/21/2018

To B COCFinancial Reports

GP Check Approver PROD GPF

Selection Criteria: From 11/20/2018 02:30 PM to 11/21/2018 02:30 PM, Display All Data Including Errors

Batch Batch Creator 15t Approval 2nd Approval (if applicable) Error / Note
T11/21/2018 HARNEYT001 MCCLANINGK MCCLANINGK EXCEPTION
$65,400.00 11/21/2018 11:55 AM 11/21/2018 12:10 PM 11/21/2018 12:19 PM 15T APPROVER = 2"° APPROVER
]
Page: 1 of 1 Report Execution: 11/21/2018 02:31 PM
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This email should be edited and an explanation should be added to explain why there was an approval exception.  A copy of this email, with the added explanation, should be included on the S:drive with the applicable check batch. This is the responsibility of the GP approver. See example below

[image: image4.png]To  Oni Boston (COC)

GP Check Approver PROD GPF

Selection Criteria: From 10/07/2019 02:30 PM to 10/08/2019 02:30 PM, Display All Data Including Errors

Batch Batch Creator  1stApproval  2nd Approval (if Error / Note
applicable)
T10/08/2019  TERLHARNEY ~ BOSTONN BOSTONN APPROVAL ERROR — Because of system issues and PC server migrations, the approval workflow
$34,845.52 10/08/2019 was disrupted which limited the application approval mechanism to only a few authorized
12:03 PM 10/08/2019  10/08/2019  employees. However, individual authorized approvers did review and approve materials in
01:18 PM 01:20 PM support of each check in compliance with the Clerk’s approval authorities. (These emails are

included in the applicable check date folder.) When this process was completed, these employees
emailed the approver noted here so that system approval could occur and checks could be
processed and printed. No exception to approval authority.

F10/08/2019  TERLHARNEY  BOSTONN BOSTONN APPROVAL ERROR — Because of system issues and PC server migrations, the approval workflow
$36,146.09 10/08/2019 was disrupted which limited the application approval mechanism to only a few authorized
01:12 PM 10/08/2019  10/08/2019  employees. However, individual authorized approvers did review and approve materials in
01:23 PM 01:23 PM support of each check in compliance with the Clerk’s approval authorities. (These emails are

included in the applicable check date folder.) When this process was completed, these employees
emailed the approver noted here so that system approval could occur and checks could be
processed and printed. No exception to approval authority.
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POLICIES / RELATED DOCUMENTS:

· PRO-ACC-1008: Producing Manual Checks 
· POL-CMS-1002: Accounting Policy

· POL-CMS-1003: Departmental Internal Controls
PARTIES INVOLVED:

· Designated Check Approvers 

· Accounting Specialists

· GP Check Batch Approvers

TIME / VOLUME:

· Varied
FREQUENCY:

· Varied
PERFORMANCE MEASURE:

· N/A
SYSTEM & OTHER ACCESS REQUIRED:

· Microsoft Dynamics GP-PROD application 
· S:\Fin-Svc\MANUAL CHECKS 
· Microsoft Outlook Email 
REPORTS / FORMS:

· Dynamics GP Workflow 1st and 2nd check approval email 
· GP Check Approval Email
· Computer Checks Edit List (the Check Batch Summary)
DEFINITIONS:
· N/A
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court Accounting Staff as well as those designated check approvers.  
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