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1. Logging into Paybase

To log into Paybase double click on the icon. You will then be asked for your ADS username and
password (enter both in lowercase). Once you've entered your information click OK.

... Windows Server 2003

| Standard Edition

Copyright @ 1885-2003 Microsofl Co

User name: I dadaorsey
Passwiord: I iiiiiiliil
Log on to: I.ﬂ.DS j

Ok I Cancel Shut Do, .. | Options ==

After a short period of time the following screen will appear, followed by a second login
screen.

Thisisthelogin screen for the Paybase application. For your initial login, your username
and password are identical and both are all uppercase.

PayBase Login... I

Please enter your UserlD-Password to _/ 0K,
lagin.
x Canicel
UserlD: |DADORSEY LA S
Password: | “““““““““ 1

-
Bﬂﬁomllne FayBase(321 and its related programs contain registered trademanes of

. Baottomline Technaologies (DE), Inc., and they are protected by Copyright Law
Efbna&?gzﬂf as described in this program's about box.
AMS| Build

After you enter your Paybase username and password (all uppercase) and click OK you will
be asked to change your Paybase password. This step is required as part of your initial logon
and will only happen the first time you attempt to login. From this point forward your
password for Paybase will be the new password you have just chosen. Click OK on the
following screen.
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PayBase
r'our pazzward has expired, pou muzt change vour password fo J
continue.

Clig 1t |

Enter your old password (which is your Paybase username in all uppercase), then enter your
new password (which can be upper and/or lowercase and must be at |least three characters
and/or numbersin length), and confirm your new password. Click OK when you have
entered al of your information.

Change Password

Change Pazsword for Uger Mame: TEST ok

BT

0ld Pasgword:

HEREENRE

Hew Pazsword:
[Pazzwords are
Caze Senzitive]

xxxxxx>1

LConfirm Pazsword:

Generate Random Paszword ¢ Length
w5 (.10 15 ¢ 20 GO

Paybase will verify that your password has been changed. Once you click OK you will be
brought to the main application screen.

PayBase
@ r'our pazzword was changed. J
Clip It! |
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2. Printing Checks from Paybase

Each Paybase user is assigned access to the application scripts they need to process their
work and only those options appear on the main screen. Members of the Bloomington
payroll office that have been granted access will see three different script names in the body
of the screen:

PRINT BLOOMINGTON PAYROLL CHECKS (PRINTER 1)
PRINT BLOOMINGTON PAYROLL CHECKS (PRINTER 2)
PRINT BLOOMINGTON PAYROLL CHECKS (PRINTERS 1 & 2)

Each script relates to the printer or printersto be used to output checks.

*I'Iﬂ PayBase32 - [Launching Pad]

M File “iew Security Supervisor Modules Report Tools  Superlauncher  Window  Help

Ds0lwy Be 8 38 A8 RRARS 2EN
R leBm® |(valral
L) |leoges| [we [ +
lpmeow =
SuperLauncher Script | Last Modified
ﬂ PRIMT BLOOQMIMGTON PAYROLL CHECKS (PRIMTER 1) 2002-12-12 16:40:32
m PRIMT BLOOQMIMNGTON PAYROLL CHECKS (PRIMTER 2) 2002-12-12 16:41:59
m PRIMT BLOOMIMNGTON PAYROLL CHECKS (PRIMTERS 1 & 2) 2002-12-12 16:435:30

To begin printing the Bloomington payroll checks generated from HRM S Peopl esoft
double click on the script PRINT BLOOMINGTON PAYROLL CHECKS (PRINTER 1).
A reminder will appear asking if you have loaded your check stock. Once you have loaded
your check stock click OK to proceed. Check stock isloaded face down with the check
closest to you.

Paybase _____________________H|
& IS CHECK STOCK LOADED? 2]

Clip It | E
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The application will automatically take you to the directory where the Bloomington payroll
checks are placed after they are generated from HRM S Peoplesoft (T:\hr\Icp\bN\input\). Y ou
should see any unprinted check files for Bloomington. An example of afilein this directory
is: BL_OFF_CHECK_1905184 09-APR-2008 09 46 14 AM. Thisfilein particular was
for an off-cycle check on the BL campus and was created April 9th at 9:46 in the morning.
You may select asingle file for printing or you can select multiple files for asingle print run
by selecting the first file, holding down the shift key, and then selecting the last file you want
to print. Once you’ ve selected the files to print hit the “Open” button and printing will begin.

Select Files To Archive ﬂ

Lok jr: |-a INFUT |

Recent

ﬁ,

= B £ BB~

BL_OFF_CHECK_000000000_15-14M-2006_04_52_00_PM
BL_OFF_CHECK_000000000_20-14M-2006_11_57_S6_AM
BL_0OFF_CHECK _000000000_20-14M-2006_12_10_51_PM
BL_OFF_CHECK 1527563 _20-MAR-2007_01_33_18_PM

BL_OFF_CHECK 1527567 _20-MAR-2007_01_34_46_PM

BL_OFF_CHECK_1578757_21-DEC-2007_11_16_09_AM
BL_OFF_CHECK 1578907 _26-DEC-2007_10_31_47_AM
BL_OFF_CHECK_1905173_09-APR-2005_09_05_39_AM
L_OFF_CHECK 1905184 09-APR-2005_09_46_14 AM

BL_CFF_CHECK _YE200
BL_CN_CHECK_BO0G0:
BL_CMN_CHECK_BO1608
BL_OM_CHECK_BO150¢
BL_CN_CHECK_BO1%90¢
BL_OM_CHECK_BO190¢
BL_CMN_CHECK_BO300¢
BL_OM_CHECK_BO3Z10
BL_CM_CHECK_BO3210

_ BL_OFF_CHECK_1905192_09-4PR-2005_09_49_33_aM BL_ON_CHECK_B03611

iy DieeuEris BL_OFF_CHECK_1980202_08-MAY-2007_09_48_02_AM BL_OM_CHECK_BO3611

- BL_OFF_CHECK_1980242_10-MAY-2007_08_53_24_AM BL_OM_CHECK_BO391¢

!IE BL_OFF_CHECK_Z346447_19-NOY-2007_09_53_158_aM BL_OMN_CHECK_B0411:

r 1"“: e BL_OFF_CHECK_2347267_18-DEC-2007_09_50_07_aM BL_OMN_CHECK_B0411:
ki Y _.OMmpLre]

Al BL_OFF_CHECK_o044110807_19-NOY-2007_10_34_10_aM  [E] BL_ON_CHECK_MO010

L« | ]

File name: IEL_EIFF_EH ECK_1305134 03-4FPR -2DEIB_EIS_j Open ‘\{I

Files of bype: IAII Files ;I Cancel |

i

While the application is processing, statistics are generated showing the number of checks

printed, the dollar amounts, and how far the application is into the process.
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|1| PayBase32 - [Process [U_PR_BLOOMINGTON_1 Thu Apr 24 09_06_37 2008.PRC]

i
E]File Wiew Security  Supervisor  Modules Report  Tools  SuperlLauncher  Window  Help

josnws By @ ne s8|eRR IS 2N

|E 2222 A A2 2| lemn |vra rae

EEErEEny Bl |m<+m
Application: IIU_PH_BLDDMINGTDN_'I Process Batch [D: I 12052

Data File: IT:'\ap\appl_files\blprchecks.out Total Tranzactions: I ]
Current

’7Form: | Group: |

Prirters ~ Check Papments | CFA Transactions | ACH Payme 4 I ’I Process Cycle Status:
Opening ODBC conmection

Total Pages: Reading Application |nformation

I 0 Yerifying Tranzaction Count...

Executing PreProcessor...

Total Checks: Opening Application for Processing

| o
T atal Amount:

| $0.000000
Last Check Processed: .

| Bottomline
Last Frinter Utilized: Ecbno!og.ze.f

When the process is complete another message box appears. Simply click OK and you are
back to the main screen.

PayBase E I

PRINTING OF ELOOMINGTOM PAYROLL CHECES [FRIMTER 1) ;I
COMPLETED.

Elipltll LI
/ DKI x Cancel

3. Logging Out of Paybase

Once back to the main Paybase screen, select the red LOG OFF button near the top menu
bar.
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I",’," PayBase 32 - [Launching Pad]

m File View Security Supervisor Modules Report Tools SuperlLauncher  Window Help
Dz »usd#azelsagaRRsl2mr
HéAAAAMAA\ leme |xelre
rezu==o [moses |ma meem
ij neOER|
SuperLauncher Scripk | Last Modified
ﬁ PRINT BLOOMINGTON PAYROLL CHECKS (PRIMTER 1) 2002-12-12 16:40:32
m PRINT BLOOMINGTOMN PAYROLL CHECKS (PRIMTER 2) 2002-12-12 16:41:59
m PRINT BLOOMINGTOMN PAYROLL CHECKS (PRIMTERS 1 & 2) 2002-12-12 18:43:30

After doing so the main screen will turn gray.

i jPayBase32

File Wiew Security Supervisor Modules Report Tools SuperLauncher ‘Window Help
& m#|s|nesepPR| 2@ e
JJQ!_»;AAAAAAAA\ leze |relvae

LG Los
oH  OFF

[#eE - -- mosas LS |m=+m

To complete the logoff process select “File” from the main menu and then select “ Exit”.
Y our Paybase session has now been closed and you are fully logged out of Paybase.

i 1iPayBase32

File Wiew Security Supervisor Modules Report  Tools SuperLauncher  Window  Help

Mew Spplication, . Er|+ | | = | 3 A ‘
Open Assigried ApElIcaEHDN. .. el “" . @ E] B d ? RE?
Copy Application, .. HI # &5 w‘ J-IY @ | Y @ ‘
Rename Application...

Delete Applications. . & ‘5 as

Irnpart,, .

Expork...

Close

Logon. ..

Lagaff:

Group File Propertes. ..
Autamatic Payment Mumbering (&P, ..

Print Setup, .,
Frint
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Our production environment only has four concurrent licenses which may limit the number
of individuals that can access the application at any given time. Please remember to log out
of the application once you have completed the check printing process.

Important Notes

Once a check fileis printed the file itself automatically moves from an input directory to an
archive directory. Check fileswill remain in the archive directory for 1 month and can be
retrieved if a check needsto be re-printed.

Input Directory Path: T:\hr\Icp\bl\input\
Archive Directory Path: T:\hr\Icp\bl\archive\

The applications are set up to sort printed checks by campus, then department, then work
area, and lastly by name. If you would like the Bloomington REPRINTS to print sorted in
check number order the applications can be changed to do so.

4. Reprinting Checks from Paybase

From time to time a check may get destroyed during the printing process (printer jam, etc.).
When this occurs you will need to re-print the check from Paybase. To re-print a check,
select “File” and then “Open Assigned Application” from the main menu.

.|| PayBase3? - [Launching Pad]

AS BB S 2BR
. upy.n.pplicatiun... Hg E?; i Hy @ ‘ & @

4 Rename Application. ..
” 4 Delete Applications. ., @ - HQ =,
——  Impart...

“ q  Export..

—  lose
i | Lask Modified

Lagor, . 2002-12-12 14:12:14
Logoff

200z-12-12 13:58:30

Group File Properties. .,
Automatic Payment Mumbering (aPN).. .,

2002-07-31 10112116

2004-12-06 11:31:54
Print Setup, ..

Brint “H 2006-02-03 13:31:05

Eoit Fo 2004-12-06 11:31:25
Al

T LB _EATr. e _FA TR AT 2002-12-12 14:14:51

A list of applicationswill appear. Select either lU_PR_BLOOMINGTON_REPRINT_1
or lU PR BLOOMINGTON_REPRINT _2 depending on where you want to re-print the
check (make sure you select a Bloomington REPRINT application).
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Open PayBase Application File |

Application Files:

I0_PDP_CANCELLED_CHECKS -
IU_PR_BLOOMINGTGN_1 [ /
IU_PR_BLOOMINGTON_2
IU_PR_BLOOMINGTON_2_NO_CFA, X canc
IU"PR_BLOOMINGTON _BOTH s kil
IU_PR BLOOMINGTON _REPRINT 1
IU_PR_BLOOMINGTON_REPRINT_2

IU_PR_INDIANAPOLIS_T Ef

Il o IkimslsklAncl e "

Once the re-print application is open and on the screen, find and press the RED CROSS on
the right-hand side of the lowermost menu bar.

il JjPayBase32 - [IU_PR_BLOOMINGTON_REPRINT_1]

E;File Wiew Security Supervisor Modules Report  Tools  SuperLauncher  ‘Window Help

|Dso|xw Be(slae A8 eRARL2BNR

|EA 222222 A |lemn (rare

| as-mzna\ \H@@e% X |m<+m
le =4

B4\ pr_plooMINGTON_REPRINT_t
Recovet

(= B Forms
[#]--10R2 Options

Application Mame: |U_PR_BLOOMINGTON_REPRINT_1
Application Last Saved: 2007-03-19 08:58:40

Application Last Saved By: SGEORGE

Application Last Saved At IUB

Uncheck the Allow CFA Entry checkbox. Failure to do thiswill create a duplicate record in
the positive pay file for the checks being reprinted.
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Recover Payments

Lazt Payments Processed on:
Oct 15 2005 10:10:39

ggEDHGE / DKl X cance

— D ata File Order — Spoil Options Fun
&' Sequential Payment Numbers [ SpolQNLY [T DoMNOT Spoil ¥ FreProcessor
" Random Payment Mumbers ™ Dizplay Unspoilable Paymerts: ¥ PostProcessor
'_%! L3 . gdd| T Dgletel
Erber Reprint/Spoil Range Dptions:
Recower | Start Payrient | End Payment | Farm | Group ey |
[~ Allow CFA entry & .-’-‘«gldl *@. De_letel
Enter Bestart Bange Options:
Recowver Lazt Successful Payment Form | Group Key

Y ou may now enter the check number(s) you wish to re-print. To add a check number click
the first ADD button in the section “Enter Reprint/Spoil Range Options:”

Recover Payments

Lazst Payments Processed on: By
Ot 15 2005 10:10:39 SGEORGE ' k| X Cancel
— D'ata File Order Spail Options Run

* Sequential Papment Mumbers

i~ Bandom Payment Mumbers

[T Spoil DMLY [~ Do NOT Spoil
™| Dizplay Unzpoilable Payments

¥ PreProcessor

W PostProcessor

[ Allow CF& entry
Enter Reprint/S poil B ange Options:

# 1 Add|  +f Deete|
b

FRecover | Start Payment | End Payment | Farm |

Group ey |
HSELECT OMEH j Any

BT

[ Allow CF& enty

Al
Enter Restart Bange Options:

-i-'@ Delete |

Last Succeszsful Payment Form |

FRecover Group Eey
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In the Recover field select #ALL TRANSACT

Enter the check number you wish to reprint in the “ Start Payment” box. Tab over and enter
the same check number in the “End Payment” box. The Start and End Payment boxes are
used to identify the beginning and ending check number(s) you want to re-print. Y ou can
enter asingle check number in both or arange of checks. Y ou can also add another row by
clicking the ADD button again and entering additional check numbers. Once you are done

entering check numbers click the OK button.

Recover Payments

Last Payments Proceszed on; By
Dot 15 2005 10:10:33 SGEORGE

IONSH.

Y [\

— Data File Order
¥ Sequential Payment Mumbers

Spoil Options
[T Spaoil OMLY

¢ Random Payment Mumbers

[T Display Unzpoilable Payments

x Cancel
R

¥ BreFrocessor
¥ PostProcessor

[T DoMOT Spoil

[ Allow CFé entry

$  bdd|  f Deite|

Enter ReprintS poil B ange Options:

Recaover | Start Payrment | End Payment | Farm | [araup Key |
HALL TRENSACTIONSH ~ | 1209043 1209043 Ay Ay |
™ Allow CFA entry - ad dl +f] Delete |
Enter Restart Bange Options:

Recaover Last Succeszsful Payment Farm | Graup Fey

The application will take you to the archive directory where check files are placed after they

are printed. The actual directory path is T:\hr\Icp\bl\archive\ and the directory will contain

all of the check files printed within the last 30 days. Select the file containing the check you

wish to re-print and click “Open”.
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Look jn: | 3 ARCHIVE ~| « & e E-

BL_CFF_CHECK_000000000_15-1AN-2006_02_48_17_PM BL_OFF ¢
BL_CFF_CHECK_1085309_20-JAN-2006_12_18_23_PM BL_OFF
BL_CFF_CHECK_1085352_23-JAN-2006_03_19_52_PM BL_OFF
BL_CFF_CHECK_1085354_23-JAN-2006_03_20_16_PM BL_OFF

BL_OFF_CHECK 1175969 21-FEB-2006_09_17_45_AM BL_OFF i
BL_OFF_CHECK_1905184_09-APR-2005_09_46_14_AM BL_OFF _t
2

File narme; |BL_EI FF_CHECK_1305184_03-4PR-20028_09_ Open

Files of ype: I LI Cancel |
s

If the application does not take you to the archive directory you can select it manually from
the drop down box under “Look In:”.

Note: Bloomington payroll office personnel will select T:\hr\Icp\bl\archive\.

Open @]
Loak jn: {3 Archive j ﬁl

8] IN_CFF_(J gtlsyljtrem T:] 21_AM
[ Lep
Cain

=2 0% on Tlent' (L]
=2 % on 'Client' [v) e
(=0 System W] -

File name: I Open I
Filez of type: I j Cancel |

The application will begin searching the file you selected for the check number(s) you
identified. Aswith first time check printing, statistics and processes will be displayed on the
screen but no message will be displayed reminding you to load check stock into the printer.
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|ﬂ PayBase32 - [Process [U_PR_BLOOMINGTON_REPRINT_1 Thu Apr 24 09_28_3% 2008.PRC]

E;File Wiews Security  Supervisor Modules Report  Tools  SuperLauncher  Window  Help

D@nlv s e @ me A8 eRRL 2N

B emn |ralrel

et n==a] |lessces |[we |m< +m
Application: IIU_PH_BLDDMINGTDN_HEPHINT_‘I Process Batch [D: I 12053

D ata File: IT:\HF|\LEF'\BL\AHEHIVE\BL_DFF_EHEEK_1905184_ Tatal Transactions: I 1
Current

’7Form: |IU_F'S_PF|_EHEEKS_BL_NEW Group: |D?4DDDD1D

Frirters Check Payments | CFA Tranzactions | ACH Payme 4 I ’I Pracess Cpcle Status:

) Opening ODEC connection
Total Pages: Feading Application Infarmation
I 1 Werifying Transaction Count...
Getting Recovery Information...
Tatal Checks: Opening Application for Processing
I 1 Start Audits.
Sorting Data...
Total Amount: Sort Complete
I $15.000000 Initial Check Routines
: Initialize: Printers.
Last Check Processed: Load &l Preloads. .
| 1209043 E B Bottomline
Last Printer Utilized: Efbnofbg'iﬂf
I Bloomington 1

X cancel |

Once the check has been printed click DONE.

’ | PayBase32 - [Process IU_PR_BLOOMINGTON_REPRINT_1 Thu Apr 24 09_28_39 2008.PRC]

E;Fi\e View Security  Supervisor  Modules Report Tools  Superlauncher  Window  Help

D@0 v BEe 8lme AG(RRBRS 2B
[Erx22r 2222 A |leme wvalra
rernm=a| IEEEEEINILE: |m=s + m
Application: IIUfF'FLBLDDMINGTDNfHEPHINTJ Process Batch ID: I 12053
Data File: IT SHRWLCPSBLWARCHIVESBL_OFF_CHECK 1905184 Total Transactions: I 1
Curnent
’VFolm: |IU7F‘S,PH,CHECKS,BL,NEW Graup: |U?4UUUU1U
Printers  Check Payments | CRA Transactmns] ACH Papme 4 | ¥ | Process Cycle Status:
Reading &pplication [nformation -
Tatal Pages: Werifying Transaction Court _I
| 1 Getting Recavery Information,
Opening Application for Processing
Total Checks Start Audits.
I 1 Sarting Data,
Sart Complete
Tatal Amount Initial Check Routines
Iritizlize Printers.
I 315000000 Load All Preloads
Last Check Processed: Pracessing Recaords. .
I 1209083 Upd_atmg Transaction Count... Boﬂnomllne
Printing Totals Page. h
Last Frinter Utiized Clase Application . Téf}]nou’ag’lﬂf
5 = Connection
I Bloomington 1 e

rr> DONE |

Y ou will now be taken back to the re-print application screen. To close out of this and get

back to the main screen select “File” and then “Close” from the main menu bar.

Paybase Check Printing
April 24" 2008

13



ayBase32 - [IU_PR_BLOOMINGTON_REPRINT_1]

E{ File Wiew Security Supervisor Modules Report Tools SuperLauncher ‘Window Help

Mew Application... Chrl+N X e | i ﬁ ﬂa §§| 7 ¥?|

Open Assigned Application. ., kel

Copy Application. .. M - 2:2N %‘ ”y a ‘ i & ‘

Rename Application. .. S
Delete Applications. .. @ N ‘ ”n g | HJ B m
Irmpart...
Export... L J

N -~ (7078 5. 00mar o REPRIT 1
Logarni. .
Logoff

=1

==
e

==
h

=

ol

Group File Properties. ..
Automatic Payment Mumbering (APR)...

Frink Setup...
Process

Exit

Application Name: IU_PR_BLOOMINGTON_REPRINT_1
Application Last Saved 2007-03-19 08:58:40

Application Last Saved By: SGEORGE

Application Last Saved At IUB

At this point you can exit Paybase following the log out step listed in section 3 of this
document.
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