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TRANSFER REQ TO DCS PYMT 

 
Select “Work with existing purchase requisition”.  Enter requisition number for  
“Submitted” or “Approved” requisition and hit ENTER or click on SEARCH. 
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Click on the Transfer button and the following pop up screen will appear. 

 
Click on “DCS Payment”.  Click on DCS Check Type options (arrow) and select check 
type.  Click on Continue button. 
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This will take you straight into “Process Payment “.  By selecting DCS Payment, an “In 
Process” payment has been created and a payment number assigned. 

 
Continue to enter your invoice information like any other payment.  
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The FMIS Vendor Code field may be used to enter P vendor codes that were created in 
FMIS DCS Vendor Maintenance, Screen 462, and have not yet been copied overnight 
to ePurchasing.  Use of this field instructs the system to bring in the vendor name and 
address from the FMIS Vendor Tables.  This supports the DCS goal to expedite 
payment. 
 
DCS payments must be made with either V or P vendors.  By clicking on Select Remit 
Vendor, a search of FMIS vendors copied into ePurchasing can be made.  See 
Payment User Guide for more information. 
 
Once the DCS Payment option has been selected from the Transfer pop up screen a 
change cannot be made to select UHGA instead.  If a change is needed the payment 
must be “Deleted” and a new requisition copied or created. 
 
If typing a manual DCS check outside the system, enter the Manual Check No.  
 
The bank and DCS Check Type will default from the Transfer Screen.   
 
The DCS Check Type may be changed prior to Submitting Payment. 
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Enter Payment Amount in the ACCOUNT INFORMATION section.  Select “P” or “F” to 
indicate Partial or Final Payment. 

 
Click on the Submit Payment button and the following message should appear. 
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PROCESS DCS PAYMENT AGAINST A PURCHASE ORDER 

 
Click on Process payments.  Enter PO # and hit ENTER or click on Search. 
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Note:  This will take you into a New Payment , no payment number is assigned. 

 
Enter your invoice information like any other payment. 
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The FMIS Vendor Code field may be used to enter P vendor codes that were created in 
FMIS DCS Vendor Maintenance, Screen 462, and have not yet been copied overnight 
to ePurchasing.  Use of this field instructs the system to bring in the vendor name and 
address from the FMIS Vendor Tables.  This supports the DCS goal to expedite 
payment. 
 
DCS payments must be made with either V or P vendors.  By clicking on Select Remit 
Vendor, a search of FMIS vendors copied into ePurchasing can be made.  See 
Payment User Guide for more information. 
 
In the CHECK OPTION FIELD, click on DCS.   
 
If typing a manual DCS check outside the system, enter the Manual Check No. 
 
Enter the Bank number and select the DCS Check Type. 
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Enter Payment Amount in the ACCOUNT INFORMATION section.  Select “P” or “F” to 
indicate Partial or Final Payment. 

 
 
Click on the Submit Payment button and the following message should appear. 
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RELEASE DCS PAYMENT 

 
Click on Release DCS payments. 

 
Enter document number and hit ENTER or click on Get DCS Payment(s). 
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This will take you into the screen below.  This is a summary of payment information 
entered for this one document.  
 
Note the Vendor Code, Name, Address, 1099/1042 and WH Ind fields. 
 
Under the DCS Payments Search Results the following fields are listed:  

Invoice No. 
Invoice Date 
Description 
Vendor No. 
Vendor Name 
Transaction Date 
Invoice Amount 
Status 
Release button  

 
The DCS custodian may review and release the transaction from this screen by clicking 
on the Release button.  By clicking anywhere else on the line (not the Release button), 
the transaction can be opened up. 
 
Once the Release button is clicked, no further action may be taken in ePurchasing.  The 
transaction is fed in real time to FMIS AP and DCS.  
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DCS custodian may Edit, Deny, or Release the transaction.   
 
By clicking on the Edit button the fields would be data enterable and changes can be 
made to these fields. 
 
The Deny button would put the payment back “In Process”.  The person entering 
payment would then be able to access this transaction from the “Process Payment”  
main option.  
  
The Release would send the payment to FMIS Accounts Payable for viewing on Screen 
113 and the following message will appear, “Payment Release was successful”. 
 
Note:  If the system/server is down the message will read, “Payment could not be fed”.  
Immediately call someone on your contact list or Disbursing - Pre-Audit, to notify them 
the system is down. 
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Successful release of the payment, allows the user to immediately verify the feed to 
FMIS Accounts Payable on Screen 113. 

 
There will be no liquidation of the document on Screen 26 because the requisition was 
not encumbered.  For DCS payments against purchase orders, the payment will be 
posted on Screen 26 as well as Screen 113. 
 
On Screen 124, DCS payments will be batched daily with batch numbers consisting of 
the FO code followed by DCS.  UHGA payments will be batched with the FO code 
followed by PUR.  The screen below does not apply to the exercise above, it just 
illustrates the two batch numbers assigned by ePurchasing. 
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