Amend Payment Request

PURPOSE

This document shows the procedures on how to amend a payment request
manually in CS Lucas system.

WHY IS THIS IMPORTANT

This allows the user to amend a payment request.

PROCEDURE

1. From the menu, select Cash Management > Payments > Payment Request.
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Tip: If you do not see the Payment Request in the menu navigation, please ensure
that you have the access rights to access this screen. Access rights required is
19400 Access Payment Request.

2. The Payment Request screen is displayed.
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3. Select the Acct Cntr and VDate date range. Click Refresh.
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Anct Cntr* TFS-30 - Whate Fre | 02700/2010 Vhate Te* | 30000,2010 Status >
Rafrash New Duplicata Dalate Impant FRF
Submitted? % | Batch D Aot Cnir % | Vhate ¥ Our 551 % AmMOount nems *
M PRE1GOOGE. 01 TFS-5G 3 5ep 209 TFE-NAB-AUD-412 200000 1
M ERE1 1 TES-56G 4 5ep 20719 TFS-NAB-AUD-413 1200000 1
M PRE100010.00 TF5-56 9 Sep 2019 TFS-NAB-AUC-418 12.00 1
M PRE1GOG]1.00 TF5-53G 19 Sep 2019 CITFSG~428 35.00 1
[ PRE1Q001Z.00 TF5-5G 18 Sep 2019 TFS-NAB-AUD-418 30 1
M FRE1D0013.00 TF5-50G 13 Sep 2019 TFS-NAB-AC-413 1,000.00 1
M PRE1G0014.02 TF5-5G 16 Sep 2019 TFS-NAB-AUD-412 1,000.00 1
[ FRE1COG TF5-5G 13 Sep 2019 TFS-NAB-AUD-418 neeoee |1
M PRE1COG2Y.01 TF5-50G 23 Sep 2019 TF5-NAB-AUD-413 2,000.00 1
PRE1C0004.03 TF5-56G 3 Sep 20719 CIT56-558 1,500.00 2
ERE1Q0005.03 TF3-56 3 ep g TFE-NAB-AUD-418 L000.00 1
PRE1COGCE.01 TE5-56G 4 Sep 20719 TFS-NAB-ALD-413 106.00 1
PRE1COGCY.61 TF5-50G 19 Sep 2019 CIT3G-428 10.00 1
ERE10OGTE.0Z TF5-56 13 Sep 219 TFS-NAB-AUD-418 10000 1
FRE1COCIE.C1 TES-56G 16 Sep 2019 TFS-NAB-AUD-412 100,00 1
PRE1C0019.62 TF5-50 12 Sep 2019 TFS-NAB-AUD-218 23.00 1
ERE100020.02 TF5-56 20 Sep 2019 TFS-NAB-AUD-212 23.00 1
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4. If the payment request is still in draft mode, you can amend the draft payment
request by clicking on the batch ID to drill down to Payment Request screen.

5. Amend the details accordingly.
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6. When completed, click Update.

7. The batch ID will change from .00 to .01.
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8. If the payment request has been submitted for payment processing in the
Settlement Control screen, amendment is not allowed. However, if you need to
amend, duplicate the payment request and then delete the existing payment

request.

9. To do that, tick on the checkbox of the payment request batch you wish to

amend and click Duplicate.
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10. A warning prompt displays to ask user to key in VDate and Remarks field and
check the other details are correct in the next screen.

11. Click OK to proceed.

12. The Payment Request screen displays.
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13. Type in or select VDate.



14. Type in Remarks by Requester, if any.
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15. Amend other details accordingly. Click Update once completed.

16. A new batch ID is assigned for the newly created payment request.




Payment Request
Acet Coir* TFS-5G - Whate Fr*  02/05/2018 Vhate Tor | 30/09/2019 Status -
Refresh Mew Duplicate Celete Import PRF
Submitted? ¥ | BatchID & Acct Cntr $ | VDete Our 851 & Amount & Itams ¢
N PRE100006.01 TF5-56 3 Sep 2019 TFS-NAB-AUD-418 200000 | 1
] FRE10COOT.0N TF5-56 4 Sep 20M9 TFS-NAE-ALL-312 1200000 1
] EBRETDCOC.00 TFS-56 0 Sep 2019 TFS-MAB-AUC-413 12.00 1
M BRE1QGH11.00 TF5-5G 19 Sep 2019 CITI-5G-428 s
2] PRETDCHTZ2.00 TF5-56 12 Sep 2019 TFS-MAB-AUC-418 300 1
M BRE10G012.00 TF5-5G 13 Sep 2019 TFS-MAB-AUD-418 100000 | 1
] FRE1GGMA.02 TF5-56 16 Sep 2018 TFS-NAE-ALD-412 100000 1
] BRETDOH5.02 TF5-56 13 Sep 2019 TF5-MAB-AUC-413 10G0.00 1
M BRE1GG021.07 TF5-56 23 Sep 2019 TF5-MAE-ALUD-HE 2000 |
FRETCDCOOS.03 TF5-56G 3 Sep 2019 CITI-5G-558 1,500.00 2
ERE1DC005.03 TF5-5G 3 Sep 2019 TF5-MAE-AUD-12 aoenes |1
PRE10CO0E.01 TF5-56 4 Sep 2019 TFS-MNAB-ALC-412 16000 1
BRETDGOGO.01 TF356G 19 Sep 2019 CITI-SG-428 1000 1
BRE1QGH 6,02 TF5-56 13 Sep 2019 TF5-MAB-ALUD-HE eeee 1
PRETDCHE.01 TF5-56G 16 Sep 2019 TFS-MAB-ALC-418 100.00 1
ERE1OC019,02 TF5-5G 12 Sep 2019 TF5-MAB-AUC-41E 2300
PRE10CO2G.02 TFS-56 20 Sep 2019 TF5-NAE-ALC-412 2300 1
1 S0 [+]

17. For newly created payment request, “Submitted?” is “N”. To submit the
payment request for payment processing in Settlement Control, see Submit

Payment Request.

18. To delete the existing payment request, see Delete Payment Request.
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