
 

                                                        

  

 

 
Ever wish you could just double click on a payroll document and get HRIS details in FIS? Now you can! 
 
 
Both the FI Postings: Line Item Report (ZFIR079) and the All Postings: Line Item Report (ZFIR079A) have been 
modified to allow you to drill down on HRIS payroll documents and view the related FIS and HRIS details (requires 
payroll distribution authorization). 
 
After running either of the line item reports click on the 61-series HRIS document to see the corresponding FIS and 
HRIS details: 
 
ZFIR079 – FI Postings: Line Item Report output 
 

 
 
NOTE:  Posted amount on document line in FI Postings report will include amounts displayed in Temp Salary and 
Recurring  Salary columns on details screen after drill down 
 
Drill down view showing both FIS and HRIS details: 
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Things to know: 
 

• Although the HRIS 61-series document may contain multiple transaction lines the drill down will only show 
details corresponding to the amount on the specific line selected 

• All standard line item report functionality (sort, sub-total, filter, etc.,) is available on drill down screen 
• Custom report output layout variants can be created and saved 
• Details available are the same as through the Payroll Distribution Report Download 

 
 

Learn More: 
 

• QRG: FI Postings Line Item Report:  
  

 
• QRG: All Postings Line Item Report:  

 
 

• QRG: Line Item Functionality:  
 

 

 
To use an OTA vendor account, or to request a permanent vendor account, that is the question? 
 
 
Should you use an OTA vendor account, or should you request Procurement Services create a new vendor account in 
AMS? If you are unsure, you are not alone. The choice can be a daunting one and you may be unsure of which will suit 
your needs.  
 
Using the checklist below can make this a very simple task. 
 
The OTA vendor account should be used only when ALL OF THE FOLLOWING CONDITIONS EXIST:  

• A vendor account does not exist  
• The transaction size does not exceed $4,999.99, pre-tax  
• You do not anticipate using the vendor more than once in a fiscal year  

 
In addition to the conditions above, using an OTA vendor account is NOT RECOMMENDED if:  

• You will be relying on the supplier to provide warranty or support services for a period greater than 12-months.  
• You are purchasing recurring services to be rendered after the payment is made in full.  

 
If you are creating a purchase requisition or purchase order, you MUST use a permanent vendor number. 
 

 
Learn More: 

• FAQ: OTA One Time Only Account: 
               

 
• FAST Tips Newsletter Archive: June 2015 Edition: Vendor Account Numbers: 

               
 

• Form: To request a new vendor account: 
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  Stop Payment Process  
 
If an Accounts Payable document is incorrect and a cheque has already been issued, but not cashed, you can request 
a Stop Payment. To request a stop payment on a cheque, send an email to Accounts Payable 
( ).  
 
In the email, please include the following information:  
 

• Cheque number  
• Document number  
• Reason for the stop payment 

 
Accounts Payable will notify the department when the original cheque has been cancelled. Once the cheque has been 
cancelled, if there are NO CHANGES required, the cheque will be reissued in the next cheque run. If the cheque is NOT 
TO BE REISSUED, the Department has to:  
 

a. A/P Invoices: Reverse the Document  
b. Logistics Invoice: Cancel Invoice Receipt 

 
If there are CHANGES REQUIRED before the cheque is to be REISSUED, the Department has to make the necessary 
Document Change i.e. Address or Payment Method and then Remove the Payment Block. 

                                                                     ↙ 

                                
 
Learn More: 

• FAQ: Has a Cheque been issued? 
              
 

• QRG: Document Reverse: 
              
 

• QRG: Cancel Invoice Receipt: 
              
 

• QRG: Document Change: 
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ONE-ON-ONE WORK SUPPORT 

Get HELP FAST - Biweekly lunch time AMS support sessions (FIS, HRIS, USHOP & RIS/MRA/MROL)       
LOCATION: 256 McCaul St., Room 103 OR 109                                                                                                          

Wednesday, November 11th    Room 103 11:30am – 1pm 

Tuesday, November 24th        Room 103 12:30pm – 2pm 

   
 

 

 TRAINING  
 
 

• FIS Training Calendar 
 

• FAST Tips Newsletter - Archive 
 

 

FAST STAFF 

• Financial Advisory Services & Training (FAST) 
 

• Subscribe to AMS Listserv 
 

 
 
 

 

 

http://finance.utoronto.ca/events/category/training-support/
http://finance.utoronto.ca/fast/fast-tips-newsletter-archive/
http://finance.utoronto.ca/fast/fast-team-contacts-and-faculty-representatives/
https://easi.its.utoronto.ca/help/ams-listserv/

	 FAQ: OTA One Time Only Account:



