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The Direct Payment activity in Escape can be used to electronically transfer funds from the
Santa Barbara County Treasury to the charter school’s bank account without the use of an
accounts payable warrant. With the Direct Payment Activity, charter schools can now initiate a
draw-down of funds directly in Escape without submitting paperwork to the County Education
Office. The Direct Payment will automatically route to authorized approver(s) and once
completed, an electronic fund transfer will be initiated.
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Escape Setup (SBAS)

School Business Advisory Services enables the Direct Payment activity and assists charters with
establishing workflow and granting permission to authorized approvers.

1. Turn on the Direct Payment Activity by defining the AP bank account = COUNTY and
Payment Approval Option = WORKFLOW in the Organization Record (General Tab).

2. Establish organization workflow for approvals and notifications. Set up a workflow for
approvals and notifications (optional).
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Enter a Direct Payment

1. Navigate to Finance - AP — Enter Direct Payment

2. Enter payment information

a8 . Finance - AP - Enter Direct Payments

Invaices

Direct Payment informabion .

Cia Q Clear L-J- Fawortes =

E Batch information A
Fescal Year 2025 {2024./2025}
Vendor Payment Maximum & 5,000.00
Payee Payment Maxmum & 100.00
Bark Account COUNTY {County-AP}
Default Accourt Number

= Payment & 1
Vendor Number
Vendor Address Number
Combine Payments? & MNo
Pay To Name L
Street Address o
City Mame -

State @

Zp Code -]

Courdry

Arnount 10:0.00

Invoice Mumber

Invoice Date 32172025

Comment Wamant 3/21/25

Account Numbser & 62-0000-0-0000-0000-8693-000-0000-0000
Hold Payment ™

a. Vendor Number: Use the drop-down feature or directly enter the Vendor
Number. This will automatically populate the charter school’s name and address.
(Tip: Type ‘00’ in the vendor number field and press F4 on your keyboard to open
a pop-up window where you can select the vendor).

AP ACH flag: This field displays only if the Organization is set up for ACH.
i. If setto YES, the payment will be processed as an ACH.
ii. Ifsetto NO, the payment will be processed as a check.

b. Amount: This can be up to the maximum stated for vendor payments (maximum
payment amount is displayed under ‘Batch Information’).

c. Invoice Number: This number must be unique. It cannot contain special
characters (e.g., *%S#&@!~). If left blank, the software will assign it
automatically. If you enter a number that is not unique, the software will
automatically append *DUPE**** to the invoice number entered and put the
invoice on hold so you can research the duplicate.
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d. Invoice Date: Use the date when inputting the direct payment

e. Comment: Enter comment

f.  Account Number: Enter the account number or use the icon to look up an
account number.

3. Click Go when you are done entering payments. This will generate the list.

S8 - Finance - AP - Enter Direct Paymenls

Invoices

i Go EJ Clear 5l Favortes +

4. Select Tasks > Submit to route for approvals (if you need to edit the payment, you can
double click on it without approving to make the necessary changes).

a8 - Finance - AP - Enter Direct Payments

Invoices  List

(7 Open By Expot [g [ Tasks 7 Gid
PayToNsme |Garn| wCard? | mvoice? | Date | PaymentAmt | Status  |OnHold|  Batch | Status Comment | Scheduled | Combine Pay |
|DP25-00001 | _ 32172025 $5.000.00/0pen ____INo | | |

5. Atext box will appear; To confirm the submission click "Yes"

There are 1 payments an the list which are in Open status,
payment total is distributed and are not on hold.

Submit these payments for approval?

Yas: Submit the payments
Na: Continue working

Yes No

The Charter School must obtain approval from a board authorized signer. There is no Approval
Override option for this activity. If the direct payment is submitted by an approver, it is not
automatically approved. The user must proceed to approval activity.
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Approvals

1. Navigate to Finance > AP > Approve Payments

2. You'll see the number of approvals pending under: Pending Approvals. Click: Go

Finance - AP - Approve Payments
Search
£ Go Q Clear {:f Favortes -
» Budget o
v Fizcal Search Critena - Payment .
» Requisitions E 1 - Payment Information
Pending Approval a0
|Approve Payments Bank Id
Batch Mumber
Checks
. Payment Type
Yoid Checks Payment Method
Stale Date Checks Default Action
Enter Payrnents lUse AP Check Sort Order No
Enter Direct Payments AF Check Sort Order & Empl Last Name/Vendor Name
Frtar F mnlmnee Panments E 2 - Date Information

3. Review payments and choose the action to be taken. The action will default to Approve
but can be changed to Defer or Deny by typing in the Action field (or choosing from the
drop down). Then select Tasks > Post Approvals/Denials.

File Action Activity Help

Finance - AP - Approve Paymenis

Search  List
E Export ‘g - Tasks *
Pymt Type | Pay | Fost &pprovals/Denials It

Guick Skart here

Finance 7 Te
> Buciget Aprove - |
* Fizcal
» Requizitions

Approve Payments

Checks

Woid Checks

Stale Date Checks

Enter Payments

Enter Direct Payments
Enter Employee Payments
Payment Tranzactions
Payments

Procaes Cherk =

i School Business Advisory Services
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4. A text box will appear; To confirm the approval, click: Yes

Approve 1 Payments
Deny 0 Payments

Defer action on 0 Payments

Post these approvals/denials?

Yes: Post the approvals/denials
Ma: Continue waorking
Yes Mo

5. Once approved, the payment will reflect the Approved status

G@ i Finance - AP - Approve Paymenis

Search List
ED Ewpott [ v (7] Tasks -
Pymt Type | Pay ToNa @ Action Result Approval Comment Invoice # Invoice (& Payment Amt
S Direct |- Trivium Chart|Approve - 424/2025)- 50000

6. After Charter approves, the payment is then routed to SBAS for review and approval.

School Business Advisory Services

Payments cannot be posted by the Charter School without approval from SBAS since the COE is
responsible for ensuring sufficient cash and STRS set-aside, if applicable. SBAS receives a
notification when the direct payment is approved by charter and awaiting review.

Please allow at least one business day for SBAS review.

Issuance

The charter school approver is notified when a Payment is posted by SBAS. Once posted, the

ACH payment will be sent to the bank and issued in accordance with the ACH Processing
calendar provided.

An ACH Remittance will be emailed to the address provided on the Authorization of Charter
School ACH form.
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Search

To search for Direct Payments, navigate to Finance > AP > Payments (Use available search
criteria if looking for a specific payment) - Click Go

< 1>l Finance - AP - Payments

Search
£ Go Q Clear :j Mew ﬁ.-.f Favorites «

X 1 - Payment Information
¥ Payment Type Direct
Invoice Number
Pay To Name
Reference Number
Approval Batch Id

i School Business Advisory Services
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