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Overview

From a budgetary perspective, the procurement life begins with the pre-encumbrance and ends with an expenditure all of
which is controlled and/or tracked against designated budgets. The system deducts each type of financial obligation from
the budget and tracks it according to obligation type (Pre-encumbrance and Encumbrance). This enables you to review
how many dollars you have committed in pre-encumbrance and encumbrances and how much you have actually
expended.

Procurement Life Cycle

1. When generating a requisition, the amount of the requisition is verified against a valid budget to insure there are
enough funds to cover the obligation. When there are enough funds, a pre-encumbrance is created liquidating
your available budget. If the funding is not available, an error is received.

2. When a requisition is sourced to a Purchase Order, the pre-encumbrance is liquidated by the amount sourced (not
to exceed the pre-encumbrance amount) and an encumbrance is established. The available budget does not
change unless the encumbrance will be for more than the pre-encumbrance (decrease to available budget) or
encumbrance is less then pre-encumbrance and encumbrance has been finaled (increase to available budget).

3. When the goods or services are received and a voucher has been created, the encumbrance will be liquidated for
the amount of the voucher (not to exceed encumbrance) and expenditure will be created. The available budget
does not change unless the expenditure is for more then the encumbrance (decrease to available budget) or the
expenditure is less than the encumbrance and the expenditure has been finaled (increase to available budget).

The liquidation takes place in the fiscal year and accounting period in which the liquidation takes place. For example, when
a voucher liquidates a PO, the liquidation is recorded using the fiscal year and accounting period of the voucher. (This is
why available budget is created in a FY/Period where nothing is budgeted) (See Appendix Page 83).

During budget checking the system uses the accounting date to determine if the transaction is in the correct fiscal year and
accounting period. The system uses budget date within the distribution line to check whether the transaction is in the
correct budget period.

PEOPLEBOOKS
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Creating a Direct Purchase Order

Step 1 — Enter Purchase Order Data

Follow the following navigation

Navigation: Purchasing>Purchase Orders>Maintain Purchase Orders

Purchase Order

{ Eind an Existing ¥alue | Add a New Value

Business Unit: |34IIIIIIIII QL
Purchase Order: INE}{T

Add

Find an Existing Yalue | Add a Mew Value

Business Unit - Defaults to specific agency for each User.

Purchase Order Number - Defaults to NEXT. The system will auto number each Purchase Order.

Note: Do not change the Purchase Order ID data field. Let the system default NEXT into the data field. The
Purchase Order number will be assigned upon saving.

Click the 4% | putton to take you to the Purchase Order Form page.
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/ POForm Y Schedule

Unit: 34000 PO: ‘PO Date:|'34f'3312005
Vendor: | QO @lﬂ Lookup Details ‘Buyer:

PO Status: [nitial

e YE WY

Receipt: kot Recwd  Budget Status: not Chicd Doc Tol Status: kot Chi'd

Zustomize | Find | ®

Sel Line ltem SS FHaa Line Sole Description Agency Redq Nbr PO Oty ‘UomMm Cateqory Amount Curr Statf
I Source Type I -
o1 Q [ Q| = = [lal a Actwg
L]

-
4
F

k-

L |

{
Merchandise: Adj Amt: D.Dﬂﬂ Total Amount: IJSD  Backorder Status: Haong {
»
‘Goto: Header Details Defaults [temn Search Header Comments Line Details {
Copy From Kit Catalog Line Comments I- Mare . j &

Import Agency Req. & Sole Sodrce Info. | +

o
Bl save | Mitify | ty Refresh I g
PO Form | Schedula :',

Input the Vendor Number and Buyer’s Name. Click the M button to validate data. (To change the vendor
location or address, click the L&tails |ink)
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[ POForm ' Echedule

b
Unit: 34000 PO: MEXT 'PO Date: 0410372008 B &1 A XoR -.'
Vendor: IDCS-UEH Q ‘I IUUUUUUUSBU Q= Lookup Details ‘Buyer: IRMWELL Q Ronney Mawwell J
PO Status: Open Receipt: MNotRecwyd Budget Status: Mot Chk'd Doc Tol Status: Mot Chik'd
Sel Line tem SS Haa Line Sole Description Agency Req Nbr PO Oty ‘UoM Cateqgory Amount Curr Statu;.
- = Source Type -
Voo Q Q| = = | [ a] Q Activej
+
+
-
L 4
Merchandise: Adj Amt: D.DDE Total Amount: JsD  Backorder Status: Mone f,
‘6o to:{Header Details Defaults ltem Search Header Comrments Ling Details j
Copy From kit Catalog Line Comments I_ Mare ... j "t
Import Agency Req. & Sale Source Info. | ’
B save | [=] Motify | s Refresh I j
PC Farm | Echedule k'

P133-Commitment Control for Purchasing 6



Step 2 — Update Header Details

Click the HeaderDetails |jp)
PO Header Details

Unit: 34000 PO MEXT

Vendor: DCS-001 PO Date: 04/032006  Budget Status: Mot Chitd

‘PO Type: @ PORef: |

'Billing Location: |34EIEIEI Q, Billing AddressOrigin: CrtrlPurch

¥ Tax Exempt 10 ITEEIZH Ta8r Letter of Credit ID: I L
Currency Code: |USD Exchange Rate Detail
Rate Date: 04i032006 Exchange Rate:  1.00000000
Fate Type: CRRMNT Base Currency:  LUSD

™ Hold From Further Processing

¥ pispatch "Method: IF'rint vI Accty Date: |u4m3rzuuﬁ El
Accounting Template; ISTANDARD QL

ok | cancel | Refresn |

Update information on this page and click the LI button to return to the Purchase Order Form page.

Accounting Date: The Accounting Date determines which values will populate the FY and Accounting
period during budget checking.
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Step 3 — Input Item ID

/ POForm {_ Schedule
Unit: 34000 PO: NEXT PO Date: 0470372006 5 7 =

Vendor: [DCE-001 Q 4p: [0000000580 QL Lookup Details *Buyer: [RecWELL A Ronney Mawell

PO Status: Open

Receipt: motRecvd Budget Status: Mot Chik'd Doc Tol Status: Mot Chk'd

First E 1af 1

Custarmnize | Find | View &)l | B8
Line Sole

I;.“m., ‘--\‘_.,

Sel Line item SS Flag 0 Description Adgency Req Nbr PO Oty oM Category Amount Curr Status
el Line ,Em SS Fla Source Type Description Agency Req Nbr PO Uom Cateqo Amount Curr Status
v & a = B[ al_a
Merchandise: Adj Amit: 0.00%  Total Amount: LUsDh  Backorder Status: Mone
‘Goto: Header Details Defaults ltern Search Header Comments Line Details
Copy From Ki Catalog Line Comments [ more =]

lmport Agency Red. & Sole Source Infa. |

Bl save Matify | 1 Refresh I

P2 Form | Schedule

PR STV L TR Y TR PR L

Input the Item ID and click the @ Refresh | button, if the Item ID is not know then click the Lookup Icon < located to
the right of the line.

Input Item ID # 076552 and click the ‘#R&f=h) hytion.
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/ POForm Y Bchedule
Unit: 34000 PO:  NEXT ‘PO Date: 040312006 5 & =

V&Il(lOT:IDCS-DD'I a 'ID: IDDDDDDDﬁSU Qﬂ Lookup Details *Buyer: IRMA}{\NELL '} Ronney Maxwell

PO Status: QOpen

Receipt: MotRecwd Budget Status: rot Chic'd

Doc Tol Status: Mot Chik'd

fineiSole Description Agency Req Nbr PO Oty 'WOM  Cateqgory

Sel Line kem SS Flag

Custarnize | Find | view 00 | 538 First (44 4

Source Type

pe—————— =
I 1 |D?5552 QO Q'Case equipment and l jl B | @ Q

Merchandise: Adj Amt: D.Dﬂﬁ Total Amount: IJSD  Backerder Status: Mone
'Goto: Header Details Defaults Itermn Search Header Comments Line Details
Copy From Kit Catalog Line Carmments I_ More . j

Import Agency Req. & Sole Source Info. |

Bl save | [ Motify | s Refresh I

FCQ Form | Schedule

r
r,
{
£
1
g
]
<
{

. ) Refresh . .
Input the PO QTY and click the button to validate the data. In this example “3” was used.
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/ POForm Y Schedule

{
Unit: 34000 PO: NEXT ‘PO Date: 040372008 [5 = 1"
Vendor: [DCS-001 Q 4p; [o0000005B0 AUFT Lookup Details *Buyer: [ReeaELL S Ronney Mawell ‘:

PO Status: Open Receipt: Mot Recvd  Budget Status: ot Chk'd Doc Tol Status: kot Chik'd

Customize | Find | ®
i Line Sole . . F
=€l Line fem 22 Flaqg —!] Lescrnplion Adency Red Nbr UM Lateqgory L Status,
Sel Line kem SS Ha Source Tvpe Description Agency Req Nbr PO Oty UoM  Categol Amount Curr Status
M 1 |o76552 aQ r C |Case equipmentand =5 = 3.0000)|EA QL 076552 SD Acti\fef
(
;
Merchandise: 67.35  Adj Amit: 0005 Total Amount: 67.35 USD Backorder Status: Mone :
‘Gote: Header Details Defaults Itern Search Header Comments Ling Details {
Copy From Kit Calalog Line Comments [ Mare = 3
Impart Agency Req. & Sole Source Info. |
B save | [=] Matify | s Refresh I

PO Farm | Schedule 3

(The Amount defaulted in from the Item ID.)
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Step 4 — Enter the Header Comments

Access the Header Comments page by clicking on the Header Comments link.
PO Header Comments

Unit: 34000 PO MEXT
Find | view Al First [ 1 o 1 [ Last
B
[7 Active Only St Methd: | CommentTime Sta | sort seq: | Astending 7|
Comments:
IV sendto Vendor [ Shown at Receipt [ Shown at Voucher
File Name: | File Extension: I @
Standard Comiments GaTo Saurce Fetch ltern Specs
Ok Cancel Refresh |

Input any comments that apply to the whole Purchase Order in the Comment Field. If needed click the
Standard Comments |ink - Click the — 2% lto return to the PO Form Page
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Step 5 — Verify Line Item Details

Use the Line Details page to verify or modify additional details on the line. Select the line item to review by
clicking the Radio Box ¥ located to the left of the line on the PO Forms page. Click the Line Details link.

Line Details -- DCS-001

PO: NEXT Line: 1 Case equipment and pars %

Backorder Status: MHone

Status: Active

Amount: 67.35 UsD Dwoc. Base: 67.35 Base Currency: LUSD
Category: 076552 CASE EQUIPMENT AND PARTS  Category ID: 14634
Contract SetlD: Qo000

Contract ID: C,  Line: I_Q

Release: MEXT  Contract Details

RFG ID: UPNID: n0oog

Vendor em ID: |

Vndr Catlg: |

Mfy ID: I Q,

Mfg tm 1D: | (e}

‘Price Oty: ISchedule vl ‘Price Date: (0] -

Replenish Code:

I— =
v Receiing Required ™ Device Tracking

[ Inspection Required Inspect ID: I

Configuration Infa
6] | Cancell Refreshl
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e AMOUNT ONLY - This option is used to bypass matching on PO QTY and match only on the Extended

Amount. When this option is selected, the PO line must be set up with a PO QTY of “1” and UOM of
“SUM”.

e Receiving Required - This option is used to require the Item Ordered be received and matched to a
payment. This option defaults in from the Iltem ID as being required and must be deselected if not

required; otherwise the voucher will fail matching. When Receiving Required is selected, this is known as
3-way matching.

e Inspection Required - This option is used to require the Item Ordered be inspected and matched to a

payment. This option does not default in and will need to be selected if used. This option is known as 4-
way matching.

After data has been verified or changed, click the @k | button.
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Step 6 — Verify Shipping Details and Input Distribution Info.

Schedule

Use the Purchase Order Schedule page to specify multiple shipping schedules for each line and to define
multiple distributions for each schedule. The Schedule page by default allocates the total by Quantity, but it can

also allocate by Dollar amount. To access the Schedule page, click on the tab.

[ PO Eorm [ Schedule )

Unit: 34000 POz MEXT A x

PO Date: 04/032006 PO Status:  Open Receipt: Mot Recvd Builget Status: Mot Chk'd

=l
Line: 1 em: 076552 Case equipment and parts l'_'lg'
Custamize | Find | Wiew All | i First [4] = [+] Last
Sel Sched ‘Due Date Ship To PO Oty Price Amount Status
3 1|osrar2008 [ 58030 O | o000 | ( 224s5000) | B7.35 Active =]
PO Oty 3.0000 JOM:  EA Amounnt: g7.35 UsD
Ship To Comments Ship To Address one Time Address SalesfUse Tay Schedule VAT
Schedule Details Frice Adjustment Mizc. Charges Schedule BTV Distributions Backorder PO
Bl save | =] Moty | s Refresh | S cded | Update.l'DispIayl

PO Farm | Schedule

From this page you can change the Unit Price if needed. (The unit price default from the Item ID.)
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Distribution Information

To access the Distribution page, click on the Distribution link.

Distributions -- 1

PO MEXT Line: 1 Sched: 1 Rem: 076552 Case equipment and parts
‘Distribute by: [Quantity ) =l Speetltlmrl:l QU Mutti-SpeedCharts  Status:  Active

{
1

Details | More Detalls ' Asset Information ) Reg Detail

Sel Dist POOty Percent Amount Currency ‘GL Unit Account Account Fund Type Fundin Dept Bud Ref CFDA= Program .
[ |.3.Dnnn 100.0000 BD [34000 @ {E33220 ) | Q| Q| Q| Q | Q| Q| (3’
+,

i

1

Amount: BY.35 USD Doc. Base: GY.35 USD PO Gty 3.0000 !’
Distribution Details  Projects Asset Information  Reg Detail Distrib Salesi/lUse Tax  Distrib WAT {
ok | cancel | Remesn | {i

Distribute by: Quantity- Defaults if nothing is selected. Used when ordering quantities.
Amount- Used for 1 sum, mostly contracts.

In this example, Distribute by: Quantity
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Input the Fund, Class, Department, Bud Ref, Budget Date and any other information needed. If necessary,

change the Account Code by inputting the value or clicking the Lookup Icon Q‘.
(The Account Code defaults from the Item ID).

Distributions -- 1

=l
PO MWEXT Line: 1 Sched: 1 hem: 076552 Zase equipment and pars DE' 1
‘Distribute hy: |Quanti1'g.f j Speeiltharl:l Q Mult-SpeedCharts  Status:  Active {
o

Details ' More Detailz Y Asset Informstion | Req Detail =

Sel Dist POGty Percent Amount  Currency 'GLUnit  ‘Account i‘:'g = . Fund Type gl'l'l‘]flf‘" Dept Bud Ref CFDAZ# Prograi

# 1] 20000 [ 1000000 7350030 [34000 Q [533220 Q| ._Q Q @_Q | Q|

Amount: G7.35 LISD [Doc. Base: 67.35 LISD PO Gty:  3.0000

Distribution Cetails  Projects Azcet information  Req Detail Distrih Sales/lUse Taxy  Distrib WAT
0] 4 Cancel Refresh

LY T W Ty iy My B
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Customize | Find | YWiew All | i First (4] 1of 1 [ Last

Program  Oper Unit Affiliate Funi Affil Budlg Dt ‘Location

R —
| Q| Q| Q| O Joarnazo0e B [58030 Q B [=]

e Budget Date

Defaults from today’s date.

Will determine the Budget Period assigned.

Will determine if the Distribution (funding/budget) used is active.
Will determine what FY the encumbrance will post to.

ol oNoNe)

The budget date should not be changed unless a Purchase Order is being created for use in the future which
requires future funding. This should never be back dated.

Click the _Fefesh | putton to validate the data.
Click the __%¢__| putton.

P133-Commitment Control for Purchasing
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/' POForm { Schedule Y

Unit: 34000 PO:  MEXT

PO Date: 045032006 PO Status: Cpen Receipt:

A X

Mot Recvd Budget Status: Mot Chik'd

First El 1 af 1 El Last

Line: 1 em: O07ER52

Case equipment and parts

IEE%
First El 1of 1 El Last

Sel Sched *Due Date ‘Ship To ‘PO Oty Price Amount Status
™ 1|ositeizo0e [ |ss030 Qo | 3.0000 2245000 | 67.35 Active =
PO Oty:  3.0000 UOM:  EA Amount: B7.35 USD

Ship To Address
Price Adjiustment Misc. Charges

B save | [Z] Motify | ty Refresh |

Ship To Comments One Time Address

Schedule Details

PO Form | Schedule

Salesillse Tax

Schedule WAT

Schedule BTY Distributions Backorder P

Ek & | UpdateDisplay

Click the /_FOEIM_§iah.
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POForm Y Schedule

Unit: 24000 PO MNEXT PO Date:J14i0312008 [ & =
Vendor: [DCS-001 Q ‘ID: I':”:”:”:”:”:”:'53':I QF Lookup Details *Buyer: [RMAWELL U Ronney Mawwel

PO Status: Qpen Receipt: Mot Recvd  Budget Status: Bot Chk'd Doc Tol Status: Mot Chk'd

Ling Sole

*
P
¢
4

Sel Line ftem 2> Flaf i Description Aflency Red NDP
Sel Line hem S5 FHa Source Tvne Description Agency Redq Mbr PO Oty
¥ 1|078552 SR Q |case eguipmentand = B | 3.0000;
4
1
4
v
)
Merchandise: 67.35  Adj Amt: 0005  Total Amount: BE7.35 USD Backorder Status: Mone ¥
=
"Gote: Header Details Defaults [termn Search Header Comments Line Dietails ?
Copy From kit Catalog Line Comments ... lore . {
Import Agency Req. & Sole Source Infa.
Bl save | [Z] Matify | i Refresh
PO Form | Schedule j

Click the “25** | putton.
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Open a new window by clicking the Mew Window |Iink in the upper right hand corner.

Step 7 - Review the Budget Summary Overview Inquiry page. (Page 64)
Step 8 - Pre-Approve and Budget Check the Purchase Order. (P110 Manual)
Step 9 - Review the Budget Summary Overview Inquiry Page. (Page 64)
¢ Notice the encumbrance amount increased and the available budget decreased
e Notice which FY was effected
Step 10- Approve and Dispatch the Purchase Order. (P110 Manual)

P133-Commitment Control for Purchasing
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Review Purchase Order Accounting Page

Step 11 - Review the PO Accounting Page

Navigation: Purchasing>Purchase Orders>Review PO Information>PQO Accounting Entries

| PO Accounting Entries

“Unit: |34':”:”:'| A poIp: G jQ Go to Purchasing Order Inguiry

Vendor ID: Change Order:
*Accounting Line View | Standard j ‘CommitmentControl @ W
Option: Ledger Group:

Custamize | Eind | Wiese All | i First El 1af 1 E| Last

Trans , . _ . Fundl Class- Maonetary  Closed Buiiet Fiscal Journal RBeferance
Type Line Sched Dist GL Linit Type Funding Dept BudRef Alt Acct Amount Value Period Year 1D Reversal ID

[=] Matity |

Input Purchase Order ID number and Ledger Group “ALLOT”.

P133-Commitment Control for Purchasing
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PO Accounting Entries
53000 Q. poip: [5803000307 U g 1o Purchasing Order Incuiy
0000073908 Change Order: 2
=] ‘commitmentControl 5 o7 Q@

| Standard
Ledger Group:

“Unit:

Vendor ID:
*Accounting Line View
Option:

Monetary  Closed Budget Fiscal Journg
Value Period Year 1D

Fund Class-
Dept Bud Ref ARl Acct Amount

T0ans | .0 Sched Dist GL Unit 2409 :
Tupe Tupe Funding

Matify |

Click the Search Icon % .

P133-Commitment Control for Purchasing
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/PO Accounting Entries |

“Unit: |34':”:”:' Q ‘PO ID: |34':'9':”:'”2T QU Goto Purchasing Order Inguiry

Vendor ID: Qoooooossn Change COrder:
*Accounting Line View | standard _~| ‘CommitmentControl Ledger ALLOT Q. N
Ciption: Group:

Custamize | Eind | W First E 1of 1 |I| Last

Details Y ChartFisldz ) [0

Funil Class- Monetary  Closed Budaget Fiscal Reference

Trans Type Line Sched Dist GL Unit Tybe Fundin Dept Bud Ref Amount Value Period Year Journal ID Reversal ID
PO_POENC 1 1 1 34000 40000 35 0 @u 2006 2006 00040654970

[Z] Motify |

To see all the details, click the show all icon.

e Budget Period - Based upon the Budget Date on the Documents Distribution Line.
e Fiscal Year - Based upon the Accounting Date on the Documents Header.
e Accounting Period- Based upon the Accounting Date on the Documents Header (month).

P133-Commitment Control for Purchasing
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e Closed Value — PO distribution line encumbrance entry has been marked as closed. This
flags the Purchase Order to reduce any available encumbrance on this PO distribution line to
zero.

0]

o
o
o

Close Value also know as the KK_Close_Flag

*» Found on PO distribution line

Close Value flagged when voucher is finaled and budget checked.

Close Value flagged when the PO is closed and budget checked.

The PO distribution line amount field will be grayed out so no further changes can be

made.

If this flag has been marked in error:

= Un-final the voucher and budget check it.

= |f the PO has been closed, nothing can be done.

» |f avoucher is created, finaled, then the line is deleted without un-finaling, the Close
Value flag will be updated and when the PO goes through budget checking again, any
available balance will be reduced to zero. (Must FIX through the HelpDesk).
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Creating a Voucher Against a Purchase Order

Step 1 — Enter Voucher Data

Follow the following navigation

Navigation: Accounts Payable>Vouchers>Entry>Reqular Entry

Find an Existing Yalue ' Add a New Value |

Business Unit: 24000 &

Moucher ID: MEXT

Woucher Style: Fegular Yaucher _:t|
Control Group ID: | o

short Vendor Name: I o'}
Wendor ID: I Q,
Wendor Location: I Q,

Address Sequence Numher:l oG,

Emmice Humber: |

Ivoice Date: | =]

Gross ivoice Amount: I n0.0o0

[Total Voucher Lines: I 1

Add

Find an Existing Yalue | Add a Mew Value

P133-Commitment Control for Purchasing
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Business Unit - Defaults to specific agency for each user.
Voucher Number - Defaults to Next. The system will auto number each Voucher.

Voucher Style - Defaults to Regular and should not be change when creating a voucher for payment to a vendor.

Note: Do not change the Voucher ID field. Let the system default to NEXT into the data field. The Voucher
number will be assigned upon saving.

Input the Invoice Number and Invoice Date only: the other fields do not need to be populated when creating a
Purchase Order voucher.
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Voucher

{ Find an Existing Yalue | Add a New Value

Business Unit: |34IIIIZIEI Q
Voucher ID: INEK‘I’

Voucher Style: |Regu|ar*-fuucher

Comtrol Group 10: I QL

Short Vendor Name: |

Vendor ID: I ')
Vendor Location: I ')

Address Sequence Numher:l 0Q,

Ivvoice Number: |5551 523

Invoice Date: IEIESI:IEEIEIE| =)

Gross lnveice Amount: |

Total Voucher Lines: I 1

Find an Existing Value | Add a Mew Value

0.000

Click theﬁ button.

P133-Commitment Control for Purchasing
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[ Invoice Information Y Payments | Woucher Attributes ) Accounting Information

Style: Regular ElrtryStatu comments @ View Related Document
Unit: 24000 Voucher ID: (EE}{T) Budget Statusf Mot Chik'd } Post Status: (Unpusted }

PO Unit: I ') Purchase Order: I Q, | CopyFO | Worksheet Copy Option: | Mane |

Advanced Yendor Search Inwvoice No: |5551523

Vendor: || Q Invoice Date: Im El Acctg Date: Im [#]
Name: I & '‘Pay Terms: Iﬁ =
Location: I_ Misc Amt: I— B
‘Address: I_ Frght Amit: I— B

Ll
o
Hon Merchandise Summary ;
U
£

Total: I 0.00 'Curr:IUBD 21 Balance: .00

Find | view Al First [ 4 o5 1

1
1 ‘Distby: [Amt ¥] Speedchart | -;
4

Mem . - Descrigtion . Ouantity,UOM_ UnftPrice  ExtendedAmt, . . e

e Acctg Date: This date determines the FY and Accounting period that will be assigned to the budget
checking transaction.
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Step 2 — Copy Purchase Order to Voucher

In the upper right hand corner Worksheet Copy Option: | Hane =l click the =) button and select “Purchase
Order Only”.

Unit: 34000 Voucher:  NEXT Go To Woucher Header

o

PO Unit: I Q PO: | a ™ view Matched /Cancelled Only?
‘PO Dt Opt: |N0 Date 'I PO Date: | 1 Copy To YVaucher Search

Input the PO Unit and PO Number.

Unit: 34000 Voucher: MEXT Go To Voucher Header

52

PO Unit: 34000 _J2 Department of Health PO: 3409007427 O I View Matched iCancelled Only?
Mo Date &

‘PO Dt Opt: PO Date: I—Eﬂ Copy ToYoucher Search

Click the 223" | putton.
In order for the PO to be available for vouchering:
e PO must be dispatched

e PO/Schedule must not be fully matched.
e PO must not be closed or canceled.
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Unit: 34000 Voucher: MEXT

Go To Voucher Header
o
PO Unit: |34DEIEI Q, Department of Health PO: |34ngnn?42? Q, I~ View Matched iCancelled Only?
‘PODtOpt:  [MNoDate 7] popate: [ [ _SopyToVoucher Gearch_|
Select PO Lines First El 1af 1 El Last
PO Unit: 34000 PO 3409007427 PO Date: 0410372006
Vendor 10 0o0Qoon0ss0  DEPARTMEMNT OF CEMTRAL SERVICES
Customize | Eind | i First E 1of 1 |I| Last
- Duantity o . UOM Puwrchase Line Schedule
Select RemlID Description Vouchered UOM Unit Price Merchandise Amt Currency PO Oty PO Order Price Number Number
Case
r 076552 equipment | 30000 FA 22445 67.35 LSD 2.0000 EA 22445 1 1
and parts
Select Al Desslect Al PO Line Count: 1 PO Total: 6735

This “Quantity Vouchered” is the quantity available for vouchering. If the value is zero, then there are no
available quantities and it will fail matching.

Click the Radio Box " located in the select column to copy the PO line/schedule to the voucher, and then click
the Copy To Youcher button

If you are vouchering for less quantity, you may change it here. In this example, change the quantity to 2.000
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Step 3 — Review Copied Data

Invoice Information ' Payments | Woucher Attributes '} Accounting Infarmation |

Style: Regular  Entry Status: Open Comments B8 view Related Document [ B
Unit: 34000 Voucher ID:  MNEXT

Budget Status: Mot Chk'd Post Status:  Unposted

PO Unir:l Purchase Order: I Copy PO | Worksheet Copy Option: |NDnE j

Advanced Yendar Search Invoice Mo: |5551523

Vendor: [oooooansen | @ Invoice Date: [05(30/2006 &1 AcctgDate:  [06/0812006
Name: W Q, ‘Pay Terms: Im =
Location: W Q, Misc Amt: I— B
"‘Address: |_1 Q Frght Amit: I— B
DEPARTMEMNT OF CEMNTRAL SERVICES Man Merchandise Summary
DCS ACCOUNTING

ORLAHOMA CITY, Ok 73192-3488

Total: I 0.oo 'Curr:IUSD T, Balance: -44.490

Imvoice Lines
el [=]
1 ‘Distby: |Gty ~| Speedchart [ | view POIRecever  Associate Receiver(s)
Item Description Cuantity UOM Unit Price Extended Amt I~ Forfe Price
076552 Q [case equipmentand par [z0000 [EA Q[ zzas000 | 4480 o
o #

}/ ChartFields Y Exchange Rate | Stafistics Y Assets ) [F=0

Account Funding Program  Projects

67.35 [3.0000 [32000 O |06/09/2006 [+ 533220 O | Q Jrooo  Q Janooo 3500001 S fos Q| )

Q| @, Projects
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e The Circled data copied in from the Purchase Order.

e The Quantity in the line Row has the change made from the previous page.

e The Quantity in the distribution Row will need to be changed to 2.

o The distribution line copies in with the exact data as the Purchase Order.
= Unlike the PO line, the distribution available balance does not copy in.

e |If the account code is TBD and a voucher is processed, it will not Budget Check and liquidate the PO
Encumbrance or create an Expenditure. The Voucher should not be processed (saved) until the account
code on the PO has been changed to the correct code. If avouchers distribution line with a TBD is not to
be used, then delete the distribution line. Once a voucher is saved against a PO distribution line, the PO
distribution line will gray out so changes cannot be made.

Refrezh

To validate the data, click the v button located in the bottom left hand corner.

El save

Input the invoice amount in the Total Field and click the button.

P133-Commitment Control for Purchasing
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Budget Check Voucher
Step 4 — Budget Check Voucher

Invoice Information Y Fayments | ¥oucher Atiributes | Accounting Information )

Style: Regular  Entry Status: Postable Comments (= ) viewRelated Docurnent  §i5 B
Unit: 34000 Voucher ID: 00084535 Group: I Q Budget Status: Mot Chk'd Post Status:  Unposted
PO Unit:l Purchase Order: I Copy PO | Worksheet Copy Option: |N0ne |

Advanced Vendor Search Invoice No: |5551523

Vendor: IDDDDDDDSSU Invoice Date: |05I3DI2DDE El Acctg Date: 08M0/2006 [
Name: IDCS-DD1 *Pay Terms: m B
] =
Location:  [0OD1 @ miscamt: [ B
‘Address: I 1Q Frght Amt: I— B

Mon Merchandise Summary
DEPARTMENT OF CENTRAL SERVICES it Werch atiilse 31mea
DCS ACCOUNTING

ORLAHOMA CITY, Ok 73152-3488

Total: I 4490 *Curr:IUSD Q Balance: n.0o

1 ‘Dist hy: IQN 'I SpeedChart l_l Wiew PO/Receiver Associate Receiver(s) i@ _@
tem Description Cluantity UOM Unit Price Extended Amt [~ Force Price
[o78552 @ [case equipmentand par [z0000 | [EA @[ 2245000 | 44.90

A, Aantn Bhbs Bash  Aah o »oub,

[ Use One Asset ID
~ Distribution Lines

ChartFields Y Exchange Rate |  Statistics

Sub- Class-

Amount Quantity 'GL Unit  Budget Date *Account Account Fund Type Fundin Dept BudRef CFDAZ Program Projects Oper Unit Affiliate
1 4400 [2.0000 [3s000 @ [osrozoos () [sa3zzo @ [ @ frooo | @ [sooon @ [asooont @ o5 @ | | Q, Projects | Q|

Bl Save | LLReturn to Search | 45| Previous in List | +[E| Mext in List | [=] hatify | L Refrash |

Invoice Information | Payments | Woucher Attributes | Accounting Information

P133-Commitment Control for Purchasing



To budget check the voucher, click the Budget Checking "2 icon located in the upper right hand corner.

Invoice Information | Payments ) Woucher Atiributes | Accounting Information

!'
Style: Reqular Entry Status: Postable Comments B8 viewRelated Docurment I B 4
I 4
Unit: 34000 Voucher ID: 000324595 Group: Q Budget Status@ Post Status:  Unposted J
PO Unit: I Purchase Order: I Copy PO | Worksheet Copy Option: I Maone j y
Advanced Yendor Search Invoice No: |5551523 1
Vendor: |nnuunnusan Invoice Date: |DSI3EIIEDDE [&) Acctg Date: IDBH 052006 [ f
Name: [pca-oo1 PayTerms: [0Days =] [ 4
- =h
Location: |UDD1 Q Misc Amt: | B ;
=h
‘Address: I 1|& Frght Amit: I B @
Mon Merchandise Surnmary
DEFARTMENT OF CEMTRAL SERVICES Mon Merchandise Surmma !
OGS ACCOUNTING "
OKLAHONA CITY, OK 73152-3488 Total: I 44490 'Curr:IUSD Q. Balance: 0.00 f

Imvoice Lines

Bl save | ELReturn to Search | [=] Motity |  Refresh |

Inwoice Infarmation | Payments | Voucher Attribute s | Accounting Information

1 ‘Dist I)y:Ithf 'l SpeedChart |_| Wiew POiReceiver Associate Receiver(s) }H@?‘ e )
tem Description CQuantity UOM  Unit Price Extended Amt I" Force Price }
076552 C |Case equipment and par |2.0000 IEA Q 22.45000 44.90

I I I I I [ Use One Asset I 1

- | ;
‘( ChartFields Y Exchange Rate Y Statistics Y Aszets \|I ‘)
o . . Sub- Class- " 4

Amount Quantity *GL Unit Budget Date Account Account Fund Type Fundin Dept Bud Ref CFDAZ Program J

1 44.80 [2.0000 [34000 Q) [0BA0/2008 [ [533220 O | Q [1000  Q f40000  [3500001 @ 0B Q| Q| O\:"

=

3

j:

[

(The budget checking process is run during the evening, budget checking from the voucher should only be done in case of an
emergency)
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Step 5—- Review the PO Accounting Screen (Page 19)

PO Accounting Entries "ul

‘Unit: |34':”:”:' Q ‘PO ID: |34':'9':”:'T42T S Goto Purchasing Order Inguiry

Vendor ID: Qooooooagn Change Order:
‘Accounting Line View | Standard = | 'CommitmentControl Ledger aLLOT Q%
Option: Group:

[=] Matify |

i Custamize | Find | i
Details Y Chafields | [===F
) . .. Funil Class- Monetary  Closed Budget Fiscal Reference
Trans Type Line Sched Dist GL Unit T_m F—umlin Dept Bud Ref Amount Valie Period Year Journal ID Reversal ID
FO_FOEMC 1 1 134000 40000 35 0f G735 M 2006 2006 Q0040655970
REVERSAL 1 1 134000 0000 35 0& 448 M 2007 2007 0004067134 000DB45595

The voucher posted against the PO Accounting Screen as a reversal to the encumbrance. The difference
between the 67.35 and 44.90 is the available encumbrance amount for that PO line/schedule/distribution.

P133-Commitment Control for Purchasing
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Final the Voucher
Step 6- Final the Voucher

Follow the following navigation

Navigation: Accounts Payable>Vouchers>Entry>Reqular Entry

Voucher

P . %
{ Find an Existing Value ] Add a New Value

Business Unit: |34DDD| Q
Voucher ID: INEKT

Voucher Style: |Regu|arvnucher

Control Group ID: I— Q
Short Vendor Name: I— o}
Vendor ID: I— Q
Vendor Location: I— '}

Adidress Sequence Numher:l 0a,

Invoice Number: |

Invoice Date: I [E]

Gross nvoice Amount: |

Total Voucher Lines: I 1

Add

Find an Existing Walue | Add a Mew Value

0.00a

Click the [ Find an Existing value tab

P133-Commitment Control for Purchasing
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Voucher
Enter any information you have and click Search. Leave fields blank for a list of all value

/ Find an Existing Value {_Add a New Valug

Business Unit; = |x |34IZIIIIIII Q
_f_ﬁ,

Voucher ID: |begin5 with 'I|DD084595|)

Iwvoice Number: | heging with j |

Short Vendor Name:l begins with j |

Vendor ID: |begin5 wirith jl Q
Name 1 | begins with j|
Voucher Style: |: =] | ~]

Entry Status: |: j | ﬂ

" case Sensitive

( Search |) Clear |Elasi|: Search B Save Search Criteria

g —

Find an Existing Yalue | Add a Mew vValue

Input the Voucher ID and click the _search | pytton.

P133-Commitment Control for Purchasing



Invoice Information ' Pawments | Woucher Attributes 'y Accounting Infarmation

Style: Regular Entry Status: Fostable Comments B8 view Related Document _iiiﬁ
Unit: 34000 Voucher ID: 0008455845 Group: I Q Budget Status: Valid Post Status:  Unposted

PO Unir:l Purchase Order: I Copy FO | Worksheet Copy Option: INDnE

Advanced Wendor Search Invoice No: |5551523

Name: IDCS-DD1 ‘Pay Terms: I 0 Days vl B
: =

Location: IDDD1 Q Misc Amt: I— B
=01

*Address: | 1Q Frght Amt: I— B

DEPARTMEMNT OF CEMTRAL SERVICES
DCS ACCOUNTING

Mon Merchandise Summary

OkRLAHOMA CITY, Ok 73152-3488

Total: 4490 'Curr:|USD Q. Balance: n0.0o

[

Vendor: IDDDDDDDSBD Invoice Date: IDS.‘GDJ’QDDE Eﬂ Accty Date: IDB“D."QDDE Eﬂ

b B B ag bda Ry Rl - oy

& Save | LLReturnto Search | Motify: | iy Refresh |

Invoice Information | Payments | Youcher Attributes | Accounting Information

1 'Disthy:laty vl SpeedChart I_I Wiew POReceiver Associate Receiver(s) }ﬁ@; _@ :
tem Description Quantity UOM  Unit Price Extended Amt I” Force Price 4
[o76552 @ |Case equipmentand par [2.0000 [EA Q|  22.45000 | 44.90 {

[T Use One Asset ID <4

. e [

J{'E:hartFieI{Is Y Exchange Rate Y Statistics Y Azsets \\ 3

Amount Cluantity *GL Unit Budaet Date ‘Account %m it Funil Type E::;?“ Dept Bud Ref CFDAZ g’l
1 44.90 |2.0000 34000 Q [osA0/2006 [ (533220 @ | Q ftoo0 @ [40000 Q4 f3s00001 Q4 foB Q| Q a
-

<

e To final the whole Voucher, click the Final i icon located in the upper right hand corn

P133-Commitment Control for Purchasing
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o)
o
—

adin - Projects Oper Unit Affiliate Funil Affil Openttem Finalize %ﬂlize d
C, Projects Q| Q| Q| Q @@ ®] =

Eradd | UpcsteDizplay |

e To final certain voucher distribution lines, click the Radio Box I located to the right of the Voucher
distribution lines.

PO distribution line has been closed or canceled.
0 You can review this on the Purchase Order Distribution line.

P133-Commitment Control for Purchasing
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Purchase Order Distribution Line.

Distributions -- 1

PO 3409007427 Liner 1 Sched: 1 hem: 07E552

‘Distribute by: I Quantity j SpeedChart: I Q

Case eguipment and parts B

Multi-SpeedCharts Status:

Active

Custamize | Find |
Detailz  f More Details | Asset Information | Req Detail =

Sel Dist PO Oty  Percent Amount

Commitment -
Base Chartfield Budget — . Statistics
Currency Base Amt curren Currency Status Sl—atus Status Control IN LIniit T

Close Flag Code

Warning@ I Q, I_Q =]

V¥ 1| 3.0000 | 100.0000 G7.35 USD 67.35 LISD Currency  Open Walid

Amount;

67.35 LSD Doc. Base: 67.35 LSO PO Oty 3.0000

Distribution Details Projects
0] | Cancell Refreshl

Asset Information Reqg Detail Distrih Salesflse Tax Distrib WAT

On the voucher in the upper right hand corner, click the Final Bicon.

This action will finalize all eligible distributions for this woucher. Continue? (F030,342)

Yes | Mo |

Click the __*e | putton.
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Imoice Lines

Invoice Information {_ Payments '} Youcher Atiributes '} Accounting Information | 1
Style: Regular  Entry Status: Postahle Comments T viewRelated Document [ B I
Unit: 34000 Voucher ID: 00084595  Group: I QU Budget status: valid Post Status: Unposted
b
PO Unit:l Purchase Order: | Copy PO | Worksheet Copy Option: |N0ne j »
»

Advanced Wendaor Search Invoice No: |5551523 ’

. [fo00000580 | Ivoice Date:  [05/30/2006 (31 AcctgDate:  [08/10/2006 [5) ¢
Name: IDCS-DD1 'Pay Terms: ID Days 'I F% f

= .

- =l

Location: [ooo1 @ Misc Amt: | B 4
= L 4

: S Froht Amt: | B !
Address: 1| rght Al :
DEPARTMEMT OF CENTRAL SERVIGES Mon Merchandise Surmary J
DCE ACCOUNTIMG ’

) 4

Bl U SN, (.8 URIPEELLL Total: I 44,90 *Curr: IUSD T Balance: 0.00 &

1 ‘Disthy: |Qtv vl SpeedChart |'| Yiew POReceiver Associate Receiveris) 1B B
Item Description Quantity UOM Unit Price Extended Amt " Force Price
076552 Q) |Case equipment and par |2.0000 IEA @ 2245000 4490
I I I I I " Use One Asset ID

= e

f ChartFields Y Exchange Rate Y Statistics Y Mzsets \\I

Amount Quantity 'GL Unit Budget Date Account Account Fund Type Fundin Dept Bud Ref CFDAZ
1 44.90 [2.0000 [34000 Q [0310:2006 [ [533220 Q) | Q |1000 @ 40000 © (3500001 Q@ JoB Q|

' ELReturn to Searchl [=] motity | s Refresh |
—

Invoice Information | Bayments | Youcher Aftributes | Accounting Information

je
N ‘\A’\-\l"'\ﬁ.,f‘\ e Ty

Click the @5 | putton.

P133-Commitment Control for Purchasing
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Invoice Information ' Payments } Voucher Atributes ) Accounting Information |,

Style: Regular Entry Status: Postahle Comments B view Related Document I B

Unit: 34000 Voucher ID: 00084595  Group: I QU Budget Statud_not Chid ) Post Status:  Unposted

PO U||'n:| Purchase Order: I Copy PO | Worksheet Copy Option: |N0ne j

Advanced Wendar Search Invoice No: |5551 A23

Venidor: [oonoooosen Invoice Date:  [05730/2008 31 Accty Date: 08/ 02008 [5)
Hame: IDCS-DD1 ‘Pay Terms: | 0 Days vl B
' =
Location: IEIIJD1 Q Misc Amt: l— B
‘Address: | 1Q FrgntAme: [ =

DEPARTMEMNT OF CENTRAL SERVICES
DCS ACCOUNTIMNG

Mon Werchandise Summary

ORLAHOMA CITY, Ok 73152-3488

Total: I 44.90 'Curr:IUSD Q. Balance: 0.00

Invoice Lines

T W e Ve T L . WT WA Y

B zave | S\ Return to Search | Matity | s Refresh |

Inwoice Infarmation | Payments | Youcher Attributes | Accounting Infarmation

1

1 ‘Dist I)y:IQt\,f 'l SpeadChant I_I Wiew POIReceiver Associate Receiver(s) f&g ﬁ ;
Item Description Cuantity UOM Unit Price Extended Amit [~ Force Price ‘

076552 Q) [Case equipment and par |2.0000 IEA &} 22.45000 44 80
I I I I I " Use One Asset ID (
- i v
Jf' ChartFields ' ExchangeRate |} Stetistics | Assets | [0 4
o ] . Sub- Class- .. j
Amount Quantity *GL Unit  Budget Date Account - FundType oo Dept BudRef CFDAZ Program P
1 44.90 (20000 34000 @ [osnoizo06 [ [533220 Q[ Q [too0  Q [40000 @ [35o00m1 Q[0 Q| Q| Q 5}

P

z
{

Notice the Budget Status is Not Chk’d. Click the Budget Checking " icon.

P133-Commitment Control for Purchasing
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| nvoice Information Y__Payments )" Woucher Affributes ) Accounting Information |

Style: Regular Entry Status: Fostable Cormrnents B viewRelated Docurnent  §5 B

Unit: 34000 Voucher ID: 00024795 Group: I Q Bu{luetstatu Post Status:

Unposted

PO Unil:l Purchase Order: I Copy PO | Worksheet Copy Option: |N0ne |

Advanced Wendor Search Invoice No: |5551523

Vendor: IDUUUDUUSBD Invoice Date: IDSISEIIEDDE [ Accty Date: 08/ 0r2006 5
Name: [ocs-oo1 ‘PayTerms: [0Days ] [
. =
Location: [ooor @ Misc Amt: l— =
‘Address: [ 1@ rontanmt: [ B

DEPARTMENT OF CEMTRAL SERVICES Mon Merchandise Sumrmary
DCS ACCAUNTING
UG eSS peihircn e Total: I 4490 'Curr:IUSD . Balance: o.on

Imvoice Lines

First [4] 1af 1 [+ Last

B save | S Return to Searchl [=] hatify | 4 Refresh |

Ireenicra Informatinn | Pavinante nochar 8tribitac | Accnnntinn Informmatinn

1 ‘Dist |1.y:|Qty 'I SpeedChart I_I Yiew POJReceiver Associate Receiver{s) f&g ﬁﬁ
tem Description CQuantity UOM Unit Price Extended Amit " Force Price
Qry6aa2 QL |Case equipment and par |2.0000 IEA Q 22.45000 4480
! | | | | [T Use One Asset ID
= i
f ChartFields ' Exchange Rate Y  Stafistics ) fssets |
o = . Sub- Class- -
Amount Quantity 'GL Unit Budget Date Account Account Fund Type Fundin Dept Bud Ref CFDAZ
1 44.90 |2.0000 [34000 C [08102006 [ [533220 @ |  Q [too0 @ 40000 O [3s00001 @ [os Q| Q

-
t.ﬁp»«kjféu-\m-“&\\ x\»Hq**&*&-h*L&'-“ PR

Notice Budget Status is valid after clicking Budget Checking icon.

P133-Commitment Control for Purchasing
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Step 7— Review the PO Accounting Screen (Page 19)

PO Accounting Entries \‘

"Unit; |34DDD Q PO ID; |340900?42? & Goto Purchasing Order Inguiry

Vendor ID: 00ooooossn Change Order:
i Dminn:l Standard j CommitmentControl Ledger |ALLOT _Q %Y
Group:
Customize | Find | Wiew All | #H First [+] 1-Zof 2 [+ Last

. . - Fund Class- Monetary  Closed Budaget Fiscal Reference Accounting
Trans Type Line Sched Dist GL Unit Tvpe Funding Dept Bud Ret Amount Value Period Year dournal ID Reversal ID Period
PO_FOEMC 1 1 134000 40000 35 06 B7.35 M 2006 2006 0004065970 10
REVERSAL 1 1 134000 40000 35 06 -BT. 35 M 2007 2007 0004067134 000245945

Matify |

e The Finalized Voucher amount equals Voucher’s distribution expended amount plus the PO distribution
available amount.

e If the voucher distribution line is for more then the PO distribution available balance, a direct expenditure
will be created for the difference.

e If the PO distribution available encumbrance is zero, the full amount of the voucher will be a direct
expenditure.

e Direct expenditures can be identified by reconciling the PO Activity Page to the PO Accounting Page.

[ J

From this screen you can tell the PO has an Accounting date of April 2006 and the Voucher has an
Accounting date of August 2007.

o0 The PO has a Budget Period of 2006, and the Voucher has a Budget Period of 2007.
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Step 8- Review the Budget Summary Overview. (Page 64)
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Review Budget Setup Criteria

Budget Date

Navigation: Commitment Control>Define Control Budgets>Budget Setup>Budget Attributes

Budget Attributes
Enter any information wou have and click Search. Leave fields blank for a list of all values.

[ Find an Existing Value Y Add a New Value

Business Unit:|= x| [sz000] Q

Ledger Group: |: =] | Q
™ Include History

Search | | Clear | Basic Search Save Search Criteria

Find an Existing Yalue | Add a Mew Walue

Select the _88arth | pytton.

P133-Commitment Control for Purchasing



Business Unit: 52000 Ledger Group: ALLOT

ChartField Criteria

ChartField Value To Value

am)
1]
=
=]
Je)
]
fe)

Class-Funding |% QL |% aQ,
Bud Ref [ Q |% Q
Fetch Clear |
Budget ChartFields Customize | Find | i First [+ 1of 1 [+ Last
Class-Funding Dept Bud Ret Set Options
| Q | Q, | Q Set Options =

E Save QReturn to Search:l ElNotiﬁr :l

El'lAdd) A @Include History) @Correct History)

Input the first two digits of the Department ID, the five digit Class, and two digit Bud REF in the “Chartfield Value”
field and “To Value” field. (Be sure to tab out of the field to validate the data entered). You can review all
budgets for a particular Class, Fund, Department, or Bud Ref by entering any of these values.
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Business Unit: 52000 Ledger Group: ALLOT

ChartField Criteria

Chartfield ChartField Value

To Value

Dept (|DE ] Q 1 E ) Q,

Class-Funding 18601 Q {39501 )] Q,

Bud Ref 05D Q dE> Q

Fetch Clear |
Budget ChartFields
Class-Funding Dept Bud Ref Set Options
| Q. | Q, | Q Set Options =]
ﬁ Save QReturn tio Search) ElHotify :l E"‘Add) 2 ﬂ Inc:lude History) @Correct History)

Click the Fetth | hutton.
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Business Unit: 52000 Ledger Group: ALLOT

Chartfield ChartField Value To Value

Dept & a, & a,
Class-Funding 19801 Q 19601 Q
Bud Ref & a, & a,

Fetch I Clear |

Budget ChartFields

Class-Funding Dept Bud Ref Set Options

[rasor [o6 Q fos @ =

E Save QReturn to Sealch) ElHotiﬁr )

Eadd | [ 4@ Include History) @Correct Histoly:]

Click the =SELOBlions iy

P133-Commitment Control for Purchasing

49



Set Options -

4
Budget ChartFields A {
Business Unit Ledger Group Class-Funding Dept Bud Ref #
58000 ALLOT 19601 06 06 &
* Budget Status ;
Budget Period Status E:_l(lue_t ‘Derive Dates E_:imﬂ Cum. Begin Date End Date y
Raoe Q |Default x| N |Defaut =] | @ Joriotszo0s (5 [11152006 [ Y+ 5] p
2007 Q |Default x| N |Defaut =] | @ Joriotszo0s  [H 11152006 JF 5] o4

~

* Budget Control Options [ g | Eind |
Eff Date Status Control Option Dflt Tol. Tolerance % Begin Date End Date Description

ID?ISHEDDS B IA_Q IDefauIt v[ I 07/31/2005 El |11x1512005 El |

P T T Y

Ok I Cancel |

The budget period is between 07/01/2005-11/15/2006.

This budget will be available for use during that time.

The REQ/PO/Vouchers Budget Date on the Distribution line must be between these dates.
If the budget used is not between these dates, a different budget may need to be used.
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Budget Detail Inquiry Screen

Navigation: Commitment Control>Review Budget Activities>Budget Inquiry>Budget Detail

Business Unit:  [= =] |5000 Q
Ledoer Group: = B || Q
Account: | beging with ¥ || Q,
Dept: |begin5 with jl Q
Oper Unit: | begins with | | Q
Sub-Account: |begins wirith j| Q
Funil Type: |hegin5 with j| Q
Class-Funiing: |begin5 wiyith j| '}
Program: |begin5 wiyith j| &)
Bud Ref: |begin5 writh j| Q
Affiliate: | begins with || Q
Fund Affil: |begins with j| Q
CFDAz: | beging with j| Q,
PC Business Llnit:l begins with j | aQ
Project: |begins with j| Q
Activity ID: | beging with x| Q
Resource Type: | hegins with j | Q
Budget Period: | hegins with j | '}

Search | | Clear | Basic Search Save Search Criteris
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Populate the Ledger Group, the first two digits of the Department ID, the five digit Class, and the two digit Bud

Resource Type: |hegins with j|

Ref.
Business Unit:  [= | {58000 Q
Ledger Group: = | |Allnt Q
Account: |begin5 wiith j' Q,
Dept: |begins with j|DE o
Oper Unit: | begins with | | a,
Sub-Account: |begins weith j| Q
Fund Type: |begin5 with jl &)
Class-Funding: |begins with j |1 H601 Q,
Program: |hegins with j| QL
Bud Ref: | begins with | [og] Q
Affiliate: | begins with || Q
Fund Affil: |begins writh j| Q
CFDAZ: | beging with > || Q
PC Business Llnit:l begins with j | Q
Project: |begin5 with jl a,
Activity ID: | heging with > || Q
Q,
a

Budoet Period: |begin5 wiith j|

Search | | Clear | Basic Search Save Search Criteria

Select the —=&2h | putton.
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Search Results
1-2 of2

PC L
Sub- Fund Class- Bud _. Fund — . Activity Resource Budget
PruramMnﬁillme Al CFDA# ﬁ:;lnessprnedm Type Period
6 (blank) dblank) (blank) 19601 (blanky 06 dlankd (blankd (hlank) dilanky  (blank) (blank (blank) #2008
6 (blank)hlankd (hlanky 19601 dhlanky 06 hlank) (blank) thlank) tblankd  (blank) (blank) (blank) § 2007

Business Ledger [r— tt:ler

Unit Group DE0 it AccountType Funding

=

8000  ALLOT (hlank)
58000  ALLOT (hlank)

=

Since this budget spans into a second fiscal year, there are two links, one to access the budget period of 2006
and the other to access the budget period of 2007. The budget date on the Distribution Line will determine which
budget period transactions will post to. It takes both the 2006 and 2007 budgets to equal the total amount

budgeted, encumbered, and expended.

To review the budget, click on the link. In this example, FY 2006 will be used.
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Budget Details

Class-

Business Unit Ledger Group Funding Dept Bud Ref Budget Period
58000 ALLCT 18601 06 06 2006

Ledger Amounts
Budget: 75411 005 USD MaxRows | 10D
Expense: LEDGER KK 34,410,687 F UsD aftributes
Encumbrance: ~ 23,830.63 § UsSD )
Pre-Encumbrance: 1 S,DED.DD}E =D FEL G

Associated Budgets

Associate Revenue: 0.00. 5 usD

Available Budget
Withowut Tolerance: 8149505 WUsD Percent: {10.26% 5| Forecasts
With Tolerance: 8149505 USD  Percent  (10.26%) %

Budget Exceptions
Exception Errors: ] Exception Warnings: 17 Budget Exceptions

0y Return to Search | |45 NextinList | (12 ENotity |

Any transaction budget checked with a budget date between 07/01/2005-06/30/2006 will appear on this budget.
This can be seen by clicking on the 2butEs Hyperlink.
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Budget Detail Attributes

Control Budget Attributes

Commitment Control Option:

Tolerance Percent:
Budget Status:
Eegin Date:

End Date:

Ok |

Contral
0.00000000
Qpen
07i31/2005

0Er30s2006

Click the L—2%__I putton to return to the budget detail page.
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Budget Details

Class-
Business Unit Ledger Group Funding Dept Bud Ref Budget Period
58000 ALLOT 19601 06 i3] 2006
Ledger Amounts
Budget: 78,411.00 5 USD MaxRows | 00
Expense: LEDGER KK 34,410,687 F UsD aftributes
Encumbrance: .- 23,830.63 F UsD

Farenti Children

Pre-Encumbrance: 13,020.00 5 USD
Associated Budgets
Associate Revenue: 0.00. 5 usD
Available Budget
Withowut Tolerance: 8149505 WUsD Percent: {10.26% 5| Forecasts
With Tolerance: 814950 5 USD Percent: (10.26% &
Budget Exceptions
Exception Errors: ] Exception Warnings: 17 Budget Exceptions
0y Return to Search | |45 NextinList | (12 ENotity |

The Summarized amount is from the Ledger_KK. If you select the detail Zicon to the right, you will receive all
the detail behind the summarized amount. This detail is from the KK_Activity table.

Select the & icon next to the expense amount.

Please select one ofthe following links:

Diill to Ledger
Cirill to Activity Lo

Cancel |

Select the Drill to Activity L oo hyper“nk
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Activity Log
Ledger: ALLOT _ExP
Budget Activity Lines Customize | Find | view Al | B First [ 155 of 55 [ Last
Budget Chartfields Line &maourt [T M
Tran ID Tran Date Tran Line g_%zﬂ.ﬁccoum mﬂ Dept Bud Ref

@ 0002895580 07/26i2005 36 M 19601 06 oG

@‘ 0002895530 OF/262005 TN 19601 06 06

@‘ 0002835580 OF/262005 1200 19601 06 06

@‘ 0002895623 071262005 M 19601 06 06

@., 0002895623 071262005 TAM 19601 06 06

@., 0002835623 07 r26i2005 1220 13601 06 06

@., 0002895623 07 r26i2005 165 M 13601 OB 08

@ 0003045694 08/26i2005 36 M 19601 06 oG

@ 0003045694 08/26/2005 87 M 19601 06 oG

@ 0003045694 08/26i2005 129 M 19601 06 oG

@, 0003045744 087262005 36N 18601 06 0&

@L 0003045744 087262005 TaN 19601 06 06

@‘ 00030457449 08/262005 122 M 19601 06 06

@., 00030447449 087262005 165 M 19601 06 06

@., oo03109800 0851 242005 TN 13601 06 06

@., ooo31a4y1z2 085232005 KL 13601 OB 08

G S 2 R ANA2IIA0E A et TN e n pe g OB OB, B e

e Tran ID- When a Transaction goes through budget checking, it is assigned a number called
KK_TRANS ID. This number is used to track all budget checked transactions. The KK_Trans ID is also
known as the Journal ID found in the PO Accounting Page.
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@, 0003399674 11/08¢2005 TN 19601 06 06
@, 0003441833 111 7i2005 1N 19601 06 il
@, 0003447371 11182005 | 19601 06 il
@, 0003447371 11182005 EL 19601 06 il
@, 0003447371 11182005 139 N 19601 06 il
@, 0003447406 11182005 3| 19601 06 il
@, 0003447406 1118i2005 BanN 19601 06 il
&, 0003447406 11M&i2005 128 N 19601 06 0g
&, 0003447406 111 &i2005 173 N 19601 06 0g
&, 0003461486 1102212005 3N 19601 06 0g
@, 0003535331 121212005 3TN 19601 06 0g
@, 0003588531 12/2242005 24N 19601 06 0g
@, 0003588531 12i22¢2005 7T N 19601 06 06
@, 0003588531 12i2242005 118 N 19601 06 06
@, 0003538613 12i22¢2005 34N 19601 06 06
@, 0003538613 12/22¢2005 Ta N 19601 06 il
@, 0003598618 12/2242005 116 N 19601 06 il
@, 0003598613 12/2242005 187 N 19601 06 il
@, 0003598119 122792005 TH 19601 06 il
@, 0003598163 122792005 1TH 19601 06 il
Ok I

Note: This data is from the KK_Activity table and should match the budget summary data (Ledger_KK).

To see additional data select the tab.
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Bctivity Log
Ledger:  ALLOT _ExF
Budget Activity Lines
Budget Chartfields (" Line Amount
Tran ID Tran Date TranLine % - Buddget Period Year Period Foreign Amount %

@, 0002895580 07/26/2005 36 N 2008 2006 1 363015 USD 3630.15 USD
@, 0002865580 07/26/2005 T8N 2006 2006 1 G6.44 USD G6.44 USD
@, 0002885580 07/26/2005 120 M 2008 2008 1 341.48 USD 341.48 USD
@, 0002805623 07/26/2005 36N 2008 2008 1 22321 UED 22321 USD
@, 0002805623 07/26/2005 TN 2008 2008 1 52.20 USD 52.20 USD
@, 0002995623 07/26/2005 122 M 2006 2006 1 411.09 USD 411.09 USD
@, 0002885623 07/26/2005 165 M 2008 2008 1 2317 USD 2317 USD
@, 0003045694 08/26/2005 36 M 2008 2008 2 363015 UED 363015 USD
@, 0003045684 08/26/2005 BT N 2008 2008 2 BE.44 USD G6.44 USD
@, 0003045694 08/26/2005 129 M 2006 2006 2 341.48 USD 341.48 USD
@, 0003045748 08/26/2005 36 N 2008 2006 2 223.25 USD 223.25 USD
@, 0003045748 08/26/2005 TN 2008 2008 2 52.21 USD 52.21 USD
@, 0003045748 08/26/2005 122 N 2008 2008 2 410,73 UED 410.73 USD
@, 0003045748 08/26/2005 165 N 2008 2008 2 22.28 USD 22.28 USD
@, 0003109600 08/12/2005 TN 2008 2006 3 1000.00 USD 1000.00 USD
PN TRAAT D T UEENEE o b A SRR AR e o e IO0F e T B e L ARRTARLISN. e RPN

To see the detail that makes up this transaction select the Lookup icon ®, to the left of the line.
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Payables Voucher Line Drill Down

Transaction Line Identifiers

Business Unit: 53000

Voucher I0: Qooza07 2
Voucher Line: 2

Distribution Line: 1

Transaction Line Details

Account Fund Type Class-Funding Dept Bud Ref
831130 1000 19601 Q600001 06

Line Status: Yalid

Budget Date:  12/27/2005

Line Amount: 24 98 sD

Select the |i| button to return back to the activity log.
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Bctivity Log

Ledger:

ALLOT_EXF

Budget Activity Lines

Budget Chartfields

Line Amount

ICRCRCRCR OB OB ORCRCECRCRCRONC

e

Tran ID

0002895580 0772652005
0002895580 0772652005
0002895580 0772652005
0002895623 0772672005
0002895623 0772672005
0002895623 0772672005
0002895623 0772672005
0003045694 0872672005
0003045694 0872672005
0003045694 0872672005
0003045749 0872672005
0003045748 0872672005
0003045749 0872672005
0003045748 0872672005
AO3TRSAT 09M 2005

Tran Date TranLine

»

—

36 M
TaN
120N
36 M
TN
122N
166 M
36 M
87T N
128 N
36 M
TN
122N
168 M
s s N

14

2006
2008
2006
2008
2006
2008
2006
2008
2006
2008
2006
2008
2006
2008
2006 »

Re .
Budget Period
Baat? Budaet Period

Year

2006
2006
2006
2006
2006
2006
2006
2006
2006
2006
2006
2006
2006
2006

2200

Period

"

>

1
1
1
1
1
1
1
2
2
2
2
2
2
2
B

Foreign Amount

363015 USD
B6.44 USD
341.48 USD
22321 USD
5220 USD
411.08 USD
2317 USD
363015 USD
B6.44 USD
341.48 USD
23325 USD
5221 USD
41073 USD
2228 USD

e ADE 00 LSO,

F &

Monetary
Amoumt

363015 USD
GE.44 USD
341.43 USD
22321 USD
62.20 USD
411.09 USD
2317 UsD
363015 USD
G6.44 USD
341.43 USD
22325 USD
62.21 USD
410,73 USD
22.28 USD

180000 Ugh,
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b, 00Ua447341 117182005 38N 2008 L 2008 &l Fbsb T uEy 263015 USD
@, 0003447371 1171 812005 95 N 2006 2006 5 f6.44 USD BE.44 USD
@, 0003447371 1171 82005 138 N 2006 2006 L] 341.48 USD 341.48 USD
@, 0003447406 11182005 38N 2008 2008 & 22354 USD 22354 USD
@, 0003447406 117182005 B3I N 2006 2006 ] 52.28 USD 52.28 USD
@, 0003447406 1171 812005 128 N 2006 2006 5 413.94 USD 413.94 USD
@, 0003447406 1171 82005 173N 2006 2006 5 22.84 USD 22.94 UsD
@, 0003461486 11/2202005 3N 2008 2008 5 2433 USD 24,89 UsD
@, 0003535331 1201202005 3TN 2006 2006 4 296.57 USD 296.57 USD
@, 0003588531 1202202005 34N 2006 2006 4 363015 USD 363015 USD
@, 0003588531 12/2202005 TT N 2006 2006 B G6.44 USD BE.44 USD
@, 0003588531 12/2202005 T19 N 2008 2008 B 341.43 USD 341.43 USD
@, 0003588618 12/2202005 N 2006 2006 B 22358 USD 223.58 USD
@, 0003588618 12/2202005 Ta N 2006 2006 4 52.28 USD 52.29 UsD
@, 0003588618 12/22/2005 116N 2008 2008 4 415.86 USD 415.86 USD
@, 0003588618 1272212005 187 N 2006 2006 B 24.61 USD 24.61 USD
@, 0003598119 12/2702005 TH 2006 2006 4 1000.00 USD 1000.00 USD
@, 0003598163 12/27/2005 1N 2006 2006 4 24,98 USD 24.58 USD

:

OK

Select the LI button to return back to the budget details page.
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Budget Details

Class-
Business Unit Ledger Group Funding Dept Bud Ref Budget Period
A8000 ALLOT 19601 0& i3 2006
Ledger Amounts
Budget: 79,411.00F USD
Expense: 34,41087 F USD
Encumbrance: 23,830,635 USD
Pre-Encumbrance: 13,020.00 F USD
Associate Revenue: 0.00 % ugD
Available Budget
Without Tolerance: 8148605 USD  Percent:  1026%) 5 Forecasts
With Tolerance: 814850 % USD  Percent:  (10.26%) 5
Budget Exceptions
Exception Errors: 0 Exception Warnings: 17 Budiet Exceptions
Q) Retumn to Search | |45 Nextin List | [+ EHatify |

Max Rows

Affributes

Parents Children

Associated Budgets

Note: In order to receive all your data you may need to change the Max Rows.
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Budget Summary (Overview)

Navigation: Commitment Control>Review Budget Activities>Budget Inquiry>Budget Overview

Budgets Overview
Enter any infarmation you have and click Search. Leave fields hlank for a list of all values.

J Find an Existing Value Y Add a New Value |

Inguiry Name: | hienins with j ||

Search | | Clear | Basic Search Save Search Criteria

Find an Existing Walue | Add a Mew Walue

Input your Run Control ID and select the _2ath | hytton.
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nquiry:  BUDGET_OWE Description: (BUDGET OVERWIEW )

search | | clear | | Delete | | Refresh |

Wmount Criteria

Budget Type
‘Business Unit: ISSEIDEI Q1 1% Ledger Group Ledger Group: Q Allotrment Budget Ledger Graup

& Ledger Inquiry Set  Ledger Inguiry Set: I

“Type of Calendar: | Detail Bdot Per =] [~ stat Code
Custarmize | Eind | iew All | i First E L= III Last
From Budget . Include Adjustment  Include Closing

Select  Ledger Group Calendar ID Period To Budget Period Period(s) Adjustments
A, 2 G e a ® r

hartField Criteria Budget Status

Short Name ChartField ChartField Value To Value [ Open

Dept DEFTID |08 Q, |os A Q, F Closed
Class-Funding CLASS FLD 18801 @, |19601 Q ¥ Haold
Bud Ref BUDGET_REF o8 Q, |os] p Q

Save ETNatify Eeadd | | 4E] UpdatesDisplay

Input the required data and select the ~ 3&arch | button. (Be sure to tab out of the field to validate the data)

Ledger Group = ALLOT

DEPT = First two digits of the Department
CLASS_FLD = Five Digit Class
BUDGET_REF = Two digit Budget Year.

P133-Commitment Control for Purchasing

65



Business Unit: 58000
Ledger Group: ALLOT Allotment Budget
Type of Calendar: Detail Bdat Per

Amounts in Base Currency:  USD
Revenue Associated [

Cisplay Options *Motes Max Rows: I 100
Ledger Totals (2 Rows)

) Available Builget: 16,064.37
Budget+Adjustment: 79,411.00 Net Transfer: 0.00
Expense: 40,319.41 Associate Revenue: 0.00
Pre-Encumbrance: 0.00
Encumbrance 23.037.22 Remaining Balance: 16,054.37
Available Budget: 16,054 37
FrON o 8 b bt o ol AT B b NI SIS Y S e

Ledger Group Class-Funding Dept Bui Ref Budiet Period
1 B ALoT 19601 0g 06 2006
7 B aAwoT 19601 0g 06 2007

Feturn to Criteria

Y Budget Amounts

Select the \ tab to see additional information.
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Budget OVEiow Results © ¥ N Custarmize | Fing 10

Budget Chartfields y Budget Amounts

Pre- Available Percent
1) I Encumibrance . - Budget Entry Type
Budget Expense Encumbrance Encumbrance Budaet" Available Budget Entry Type
1 Fé. Fa.411.00 4031941 2303722 n.on 16,054.37 20.22 & Original
2 Fé. n0.0o 0.oa n.oa n.on n.0n 0.00 5 Original

Return to Criteria

To review the Budget Detail Screen, click the budget icon B |ocated to the left of the line to review.

Budget Details
Budget: 79,411.00 5 USD
Expense: 40,318.41 & USD Attributes
Encumbrance: 23,037.22 3 USD
Pre-Encumbrance: 0.00F usD el
Associated Budgets
Associate Revenue: 0,005 usD
Without Tolerance: 16,054.37 & USD Percent: {20.22%) & Forecasts
With Tolerance: 16,054.37 5 USD Percent: £20.22%) 5
Exception Errors: 0 Exception Warnings: 4

Click the [__OK__ button to return to the Budget Overview page.
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Business Unit: 438000
Ledger Group: ALLOT Allotrment Budget
Type of Calendar: Dietail Bdot Per

IAmounts in Base Currency: USD
Revenue Associated

Cizplay Cptions *MNotes Fetch |
Ledger Totals (2 Rows)

) Available Budget: 16,054.37
Budget+Adjustment: 78.411.00 Net Transfer: 0.00
Expense: 40,318.41 Associate Revenue: 0.oo
Pre-Encumbrance: 0.0a
Encumbrance 2303722 Femaining Balance: 16,054.37
Available Budget: 16,054.27

e - S . — e nin . b PRV Y 5 gh ottt P Y n -

Budget Overview Results

Class- Budget Pre- Available Percent Budget Entry
Ledger Group 5 I Bud Ref : lil I Encumbrance ’ .
Ledaer Group Fundin Dept Bud Ref Period Budget Expense Encumbrance Encumbrance Budget® Available Type
1 B ALLoT 19601 0B 0B 2006  79,411.00 40,319.41 23.037.23 0.00 16,054.37 20.22 7 Criginal
2z F% ALLOT 19601 0g 0g 2007 0.0o 0.00 0.00 0.0o 0.00  0.00% Original

Return to Criteria

To see all the data, select the Show Tabs #== icon.
You can review another budget by selecting the Eelurmnto Critetia hyper|ink.

P133-Commitment Control for Purchasing

68



Note: This version of PeopleSoft will not allow you to use unused available funds in the future. Overall you may
have 16,000.00 but if you have a balance of 600.00 in the prior period and the remaining balance is in the current
period, you will only be able to budget check 600.00 if you are budget checking with a distribution budget date in
the prior period. It will not consider the additional funds in the future unless they are negative. A new funding
line may need to be added with the current FY amount or a JL entry may be necessary to move the available
funds from the future to the period needed.

For example, let's say you budget check a transaction in the amount of $150 that will impact budget period 2006.
You set up cumulative budgeting such that the Budget Processor searches for available balances in all budget
periods for 2006 and prior. As reflected in the table below, the available balance for 2006 is $100, which is not
enough to cover the transaction. But the cumulative available balance for 2006 is $300. Therefore, the
transaction passes budget checking. The system may not look at the additional $100 in 2007, but if the number
was negative, it would have looked to insure there was enough available funds overall so you could not
overspend the budget.

Ledger Account DeptID Budg Per. Amount Avallable Cum. Avail.
Balance Balance

ORG _BUD 50001 2004

ORG_BUD 50001 100 2005 -100 100 200
ORG_BUD 50001 100 2006 -100 100 300
ORG_BUD 50001 100 2007 -100 100 400

Note: If the budget is in a negative status and if any document containing that line of funding is going through

budget checking, it will receive a budget checking error.

It does not matter if changes were not made to that line.

The system is making you fix the budget.
PeopleBooks
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Inquiry:  BUDGET OYE  Description:  |BUDGET OVERVIEW

Amount Criteria Search |  Clear |  Delete | Refresh |
Budget Type
‘Business Unit: ISSUUU Q@ Ledger Group Ledger Group: IALLOT Q. Allotment Budget Ledger Group

" Ledger nquiry Set  Ledger Inquiry Set: |
‘Type of Calendar: | Detail Bdgt Per =]

[ stat Code

First E 1of 1 |I| Last

From Budget . Include Adjustment  Include Closing

Select  Ledger Group Calendar ID Period To Budget Period Period(s) Adjustments

~ ALLOT EA f2o06 @ faor Q. r
ChartField Criteria Budget Status
Short Name ChartField ChartField Value To Value W Open
Dept DEPTID o8 Q |os Q ¥ Closed
Class-Funding CLASS_FLD |18607 Q [19601 Q P Hold
Bud Ref BUDGET_REF [ Q, [os Q

E Save ElNotifg.r ElAdd | | UpdatedDisplay
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Budget Detail Report

Navigation: Commitment Control>Review Budget Activities>Budget Reports>Budget Transaction Detail

Budget Transaction Details
Enter any information vou have and click Search. Leave fields hlank for a list of all values.

j Find an Existing Value {_Add a New Value |

Search by: Run Control ID begins with JDGET_TRANS_DETAIL|

[T Case Sensitive

Search | Advanced Search

Input the Run Control ID and select the | Search | button.
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Budget Transaction Detail ',

In Control ID:

BUDGET_TRAMS_DETAIL

Eeport Manager

Frocess Monitor Run |
Report Request Parameters
Business Unit: (53000 2. Department of Labor
Ledger Group: ALLOT

@Jser Budget Overrides
Transaction Type Option
© A O Specify  rype | -]
Commit Control Date Option
® an O Range Date From: 07012005 [H Date To: (Jo6302006 ) [+
L edger Type Option
= Al i Select Commitment Control Ledaer Type
| =] =
Refresh |
ChartField Selection Customize | Find | # First 1117 of 17 ¥ Last
Sequence Field Long Nam Select Value ChantField TO Value
2 1/ Clazs-Funding o [19607 =N EET B
2 Dept (2B T Q, |os Q
3 Bud Ref W~  |oa ST aQ /)
D — -
- Wte-m*—-.._,,p - e |:’ J--—-"'"QJ I N R Dl

Input the following data and select the |_| button. (The User Budget Overrides needs to be deselected)
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Frocess Scheduler Request
Run Control ID: BUDGET_TRANS_DETAIL

User ID: RAWELL

Server Name: Run Date: IDEIB!QDDE El

Recurrence: Run Time: 2 44:15FPM Resetto Current DatefTime |
Time Zone:

Process List

Select Description Process Hame Process Type ‘Type ‘Format

¥ GLS2005 GLSE00A SGR Report [wen J{CSV j

Ol Cancel

The Server should be PSUNX and Format should be CSV. Select the __2%__ | putton.
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Budget Transaction Detail

Run Control I BUDGET_TRAMS_DETAIL Report Manager FProcess Manitor Run I

Process Instance: 2943640
Report Request Parameters

Business Unit: |EBDDD @ Department of Central Services

Ledger Group: IALLOT Q [ User Budget Overrides
Transaction Type Option

© A C ospecify  qype: | -]
Commit Control Date Option

® A O Range Date From: |n?m1xznus 1] Date To: |ua:3mzuua ]
Ledger Type Option

= Al i~ Select Commitment Control Ledager Type

| — =

ChﬂrtFieId Selection Custamize | Find | 5§ First 4 447 of 17
Sequence Field Long Hame Select Value ChartField TO Value
| 1 Class-Funding ¥ [1e801 C [19801 Q

| 2 Dept ~  |os Q, |08 Q
| 3 Bud Ref (2B T Q, [o8 Q

|sr—imﬂam.,_ AN _'1_.._ L. S p--’.’%’l-—v-ar"""“f‘@-_"

Notice the process instance number. This is used to identify this job. Click the Er2tessManiar pyner|ink.
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[ Process List ' ServerList |

User ID: [RMAXWELL L Type: [ Tluast:  [60 [Days 7] Refresh |
Server: I 'I Name: I Q, Illstallce:l to |

Run | vl Distribution | =] ¥ Save On Refresh

Status: Status

Process List

Select Instance Seq. Process Tvpe  Process Name User Run Date Time Run Status W Details
r SOR Report  GLS8005 RMAXMWELL gzsﬁmzuua ZARTEPM pcessing A Details
[ 2943639 Crystal GLCESI0-  RMANWELL 22823:2005 ZIVIIPM oircees Posted  Details
[ 2943495 PSJob DCP283F0  RMAMWELL g}?rzuua YEZASAM  ciccess  Posted  Details
[ 2943423 ’éﬁg'ﬁg:“”” PO_POCREATE RMAXWELL gngsrzuma FTI5PM gicess  Posted  Details
2043422 ’éig'ﬁ;:””” PO_POCALG  RMAXWELL glﬁm”ﬁ FIEDEPM o \ioese  Posted  Details
[ 7943420 ’éﬂg'iirf:tm” PO_POCALC — RMANMELL gz;Tsrzuua LZHTIEPM g icess Posted  Details

Gobackto Budget Transaction Details

B savel ([ETHotity

FProcess List] Server List

The job is still processing. Click thel Refesh | putton until the job is in a Success Status.
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ProcessList { SenerList |

User ID: IRMA}{WELL QL Type: | j Last: IE |Days j Refresh I
Server: I 'I Name: I QL Instance:l o |

¥ Save OnRefresh

Run I vI Distribution J

Status: Status
Process List
Select nstance Sed. Process Type  Process Name User Run Date Time Run Status W Details
02(23/2006 2441 5FM .

[T 2943640  SORReport  GLSS005 RMANELL D27 Posted  Detalls

[~ 2943639 Crystal GLCESID0- RMAXIWELL 22;3;2””5 ZINPM - gicess Posted  Details

[T 2943495  PSJob OCPZESP0 RMAXWELL ngmT?rznna BE2AGAM o iress  Posted  Details

B 2943423 Application PO_POCREATE RMaanELL DZ1972008 STRSSPM o ioce Posted  Details
Engine CET

T ammamm  CERUEEEER FO_POCALC  RMaanELL DZ1972006 SAS08FM o oce Posted  Details
Engine CET

2843470 ’é‘;g'i'rf:“”” PO_POCALC  RMAXWELL gzsxlsrznna ZETIEPM o iress  Posted  Detalls

Go backto Budget Transaction Details

& save]  ([ENatify

Frocess List | Server List

When the Job Status is Success, click the Details Hyperlink.
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Process Detail

Instance: 2943640 Type: SOR Report

Name: GLS3005 Description: GLS2005

Fun Status: Success Distribwution Status: Fosted

Run Control ID: BUDGET_TRAMNS_DETAIL ' Hold Request

Location: Server © Queue Request
© Cs

Server: PEUNY Cancel Request
" Delete Request

G " Restart Request

Request Created On: 02/23/2006 2:45:28PM CST Parameters Transfer

Fun Anytime After: 0272352006 2:44:145PM CET Message Log

Began Process At: 0272352006 2:45:46PM CET Batch Timings

Ended Process At: Q212302006 247 41PM 5T Wiewy LogiTrace

Ol | Cancel

Click the YiewLowTrace Hyperlink.

P133-Commitment Control for Purchasing



Miew LogiTrace

ReportIl: 1417952 Process Instance: 2943540 Messade Log
Name: GL32005 Process Type: SOR Report

Run Status:  Success

GLS8004
Distribution Mode: FS3TGLU Expiration Date: IDSIDQIEDDE
File List
Hame File Size {bytes) Datetime Created
Message Log 1,581 Q202302006 2:47:41.000000PM CET
sa005 2943540.::5{) 14,296 Q22312006 24741 000000PM CST
Trace File 122 Q272372006 2:47:41.000000PM CET
Distribute To
Distriltion 1D Type ‘Distribution 1D
| ser RARWELL

Return |

Click the CVS file Hyperlink.
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File Download x|

Do you want to open or save this file?

@ Mame: glzB005 29436404z
Type: Microzoft Excel Workzheet, 1.22 KB

From:  webdev. oklaosf state ok Lz

Open Save | Cancel I

¥ always ask before opening this wpe of file

harm pour computer. If you do not trust the source, do not open or

@ YWhile files from the [ntermet can be uzeful, zome files can potentially
zawe thiz file. What's the rigk?

Click the  Oeen | putton.
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FEORESOT GL
Report ID: GLS800S BUDGET TRAKPage Mo. 1
Busg. Unit: 48000 - Departmer Run Date 2/23/2008
Ledger Grp: ALLOT - Allotrment IRun Time 14:45:47
Post Date: All Dates
Tran Type: All Types
1072772005 GL_JOURTPY005507 43 102 10427 22005/Payroll 0 0 0 0 56,44
107272005 GL_JOURTPY005907 43 143 10427 /2005/Payrall ] ] ] 0 34148
104272005 GL_JOURT 590765 57 10427 /2005/P 00530 0 0 0 0 22332
10272005 GL_JOURS 590765 58 10427 /2005/P¥0059C 0 0 0 0 52.23
10/27,/2005 GL_JOURS 590765 58 10427 /2005/P0052C 0 0 0 0 #1385
104272005 GL_JOURT 590765 60 10427 /2005/P 00530 0 0 0 0 23.35
11/8/2005 AP _WOUC 23325 15 OFFICE OF PERSO 0 0 0 0 40.2
114872005 AP _WOUC 23325 15 OFFICE OF PERSO 0 0 0 -40.2 0
11/8/2005 AP _WVOUIC 23328 1 OFFICE OF STATE ] ] ] ] 25.18
11/8/2005 AR _WOUGC 23328 1 OFFICE OF STATE 0 0 0 -25.18 0
11A7,/2005 AP WOUG 23800 1 CITY OF OKLAHOM 0 0 0 0 1,000.00
11172005 AP_VOUGC 23800 1 CITY OF OKLAHOM ] ] 0 -1,000.00 ]
11/168/2005 GL_JOUR!PY00610063 110 1148/2005/FPayroll 0 0 0 0 6644
11415872005 GL_JOUR!PY00610063 53 11/18/2005/P ayrall 0 0 0 0 353015
117182005 GL_JOUR! PY00610063 154 11/A18/2005/Payrall ] ] ] 0 34148
11/18/2005 GL_JOURT 6510095 61 11/18/2005/P 00610 0 0 0 0 22354
11/18/2005 GL_JOURS 6510095 62 11/18/2005/P 00610 0 0 0 0 52.28
11/18/2005 GL_JOURS 610095 63 11/18/2005/P0061C 0 0 0 0 41394
11/18/2005 GL_JOURS 6510095 64 11/18/2005/P 00610 0 0 0 0 22.94
1172272005 AP _WOUG 235939 1 OFFICE OF STATE 0 0 0 24.89 0
1172272005 AP _WOUC 235939 1 OFFICE OF STATE 0 0 0 0 24.89
11292005 PO_POEN 5809003665 17 OFFICE OF STATE ] ] ] 300 ol
12A1272005 AP _WVOUG 24411 15 COMPSOURCE QK| 0 0 0 -296.57 0
12M12/2005 AP _WOUG 24411 15 COMPSOURCE OKI 0 0 0 0 29657
AT EATONREST 10 DD YOORITEES o4 ae O 1N ETED gysnll 0 u | N 44

Here is the report in a CSV format. It can also be run in PDF. This report is the detail from the KK_Activity table.
It contains voucher numbers, PO numbers, and Journal IDs. This report can also be run using different
combinations of criteria, and the data selection can be limited.

This report will balance back to The Budget Detail Inquiry Page, the Budget Overview Page, The Allotment,
Budget and Available Cash Report and The Encumbrance Reports.
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APPENDIX

Creating allotment in the future budget period

SFY 2006

BUDGET
EXPENSE

PRE-
ENCUMBRANCE
ENCUMBRANCE

TOTAL BUDGET
SFY 2007
BUDGET
EXPENSE

PRE-
ENCUMBRANCE
ENCUMBRANCE

TOTAL BUDGET

1000
50

950

850

-850

SFY 2006

BUDGET

EXPENSE

PRE-
ENCUMBRANCE
ENCUMBRANCE

TOTAL BUDGET
SFY 2007
BUDGET
EXPENSE

PRE-
ENCUMBRANCE
ENCUMBRANCE

TOTAL BUDGET

The PO was created in SFY 2006 for $950.00.

The voucher was created in SFY 2007 for $850.00.

In column 1 the voucher was not finaled. Notice the total budget remained zero.

In column 2 the voucher was finaled. Notice in SFY 2007, the allotment of $100.00 was created.
Instead of the allotment being returned to SFY 2006 when the encumbrance was established, it was

1000
50

950

850

-950

100

returned in SFY 2007 when the voucher was created. The 100.00 will not be available to use until SFY 2007.
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Determine the Budget Checking Error Message

Transactions will fail budget checking if there is at least one distribution line that fails budget checking. If a
transaction fails budget checking, you can either adjust the transaction or adjust the budget to handle the
transactions. Overriding a budget checking error is not an option.

Step 1 — Review the Budget Checking Exception from the REQ/PO Form Page

Form % Schedule 4
Unit: 53000 Req ID: 4200000743 ‘Req Date: IDEIDQIQDDE [#] Drigin:ICP vl X @ f
‘Requester: |RMARWELL QA Ronney Mawell "' Hold From Further Processin

Accounting Date:lf'm'?uDEIE E 'ﬁullency:lUSD Dollar 1

Status: Pending  Budget StatusyError )

Sel Line kemlID SS Han fine’ssic Description Agency Req Nbr &
Type -
W 1 |09?9 L | I Q) Rental or lease serices ofeq B I 12
4
Total Amt: 6,000.00 USD Total Base Amt: £,000.00 LSD -
1
*Goto: Header Defaults Header Cormments... tern Search lterm Detail Line Defaults Line Details
Catalog Line Comments  Sourcing Contrals  |-MAr8-. [~
b
ﬁ Sawve QReturn ta Search:l ElNo‘tiﬂ,r ) zRefreshJ r
4
Fartm | Schedule |

From the REQ or PO form page click the Error hyperlink.
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Requisition Exceptions {_ Line Exceptions :IJ.

Business Unit: 52000 Requisition ID: 5200000743 &

‘Exception Type: I Errar "I [T override Transaction o B EH S
Maximum Rows: m I More Budgets Exist Advanced Buddget Criteria
Budgets with Exceptions ( mize | Find | ¥ First (4] 1.0 12 0 Last
Budget Ouerride Budget Chartfields
Business Unit  Ledyer Group Override Budget Transfer
1 & sz000 ALLOT r GoTa .. &
2 @. 52000 ALLOT ] GoTo.. &
3 @. 52000 ALLOT ] GoTo.. &
4 @ sz000 ALLOT (i GoTo.. E
5 @& 53000 ALLOT i GoTo.. E
6 @ 52000 ALLOT (i GoTo.. E
7@ 53000 ALLOT i GoTo.. E
g @, 52000 ALLOT ] GoTo .. 2=
] @, 52000 ALLOT | GoTo .. 2=
10 @, 52000 ALLOT ] GoTo .. 2=

ﬁ Savejl l:lReturn to Search) E|Nutif§,r :l

Click the Line Exceptions Tab.
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| Requisition Exceptions | Line Exceptions

Business Unit: 52000 Requisition ID: 800000743 E

‘Line Status: IEWDr 'I I override Transaction e @ @ %
Maximum Rows: I 100 ™ More Lines Exist

Line From: I Q Line Thru: I Q

Transaction Lines with Budget

Exceptions
Line Values Line Chartfields Ling Amaunt
Line W Schedule Budget Date GL Business Unit

@ 11 1 021062006 a8000
@, 11 2 021062006 A8000
@), 11 3 02r06/2006 8000
@ 11 4 021062006 a8000
@ 11 ] 021062006 a8000
@, 11 3] 021062006 A8000
@), 11 T 02r06/2006 8000
@ 11 a 021062006 a8000
@ 11 £] 021062006 a8000
@, 11 10 021062006 A8000

Notice the PO line, Schedule and Distribution number is provided.
Click the |@~ icon located next to the distribution line you would like to review.
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Exception Details

Transaction Type: Purchase Requisition

Requisition 1D: 5800000743

Line Numhber Schedule Distribution Line
1 1 1

Budget Exception Details and the Budaet tems
Budget Chartfields i Budget Override T [E=5F
Ipe  giess S Account WS Dent BudRef ~ Dtdet
1 Errar 58000 ALLOT 196800 0G 0a 2008
2Warning 58000 ALLOT 18600 0g ng 2006
3 Warning 58000 DEPT 532000 18600 ng00001 ng 200623

Ok |

Select the Budget Override Tab.
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Exception Details

Transaction Type: Furchase Reguisition
Redquisition ID: 800000743
Line Number Schedule Distribution Line

1 1 1

Budget Chartfields Budget Owerride Z]
. . . i Budget
Type Business Unit  Ledger Group Exception Description Override
1 Eror 55000 ALLOT
2 Warning ag000 ALLOT Budget and Acctg Date Differ
3 Warning 2000 DEFPT Budget and Accig Date Differ

Ok |

This page will give you the ledger group involved and the error message.
Review the list of error exceptions and how to fix them.
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Run the Purchase Order Budget Checking Error Report

Navigation: Purchasing>Purchase Reports>PO Budget Checking Report
Navigation: Purchasing>Purchase Reports>REQ Budget Checking Report

RUN_OCPPO0343

Enter any information you have and click Search. Leave fields blank for a list of all values.

/ Find an Existing Value {_Add a New Value |

Search by: Run Control ID begins with

[T Ccase Sensitive

Search | Advanced Search

Find an Existing Yalue | Add a Mew Walue

Input the Run Control ID and click the = Searth | button.
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Run Ocppo0343

Fun Control ID:  BUD_CASH_RPT Feport Manager Process Monitor

Fun

‘From Business Unit I L
‘To Business Unit I L

Bl save | L Return to Search | +[E Previous in List | +[E] Mext in List | [=] matify |

E A |

UpdateiDizplay

Input the From and To Business Unit and click the ﬂl button.
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FProcess Scheduler Request
Run Comtrol ID: BUD_CASH_RPT

User ID: RuAWELL
Server Name: (Iﬁ, Run Date: |1 2I2972006 El
Recurrence: B Run Time: |4321 S3TPM Resetta Current DatefTime |
Time Zone: I Q
;
Select Description Process Name Process Type ‘Type M\ Distribution
v QCPPO343 PO BUDGET ERROR RPT  OCPPO343 Crystal |Web 1 |FDF Distribution
Ol Cancel

Server Name: PSNT
Format: PDF

Click theLI button.
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Run Ocppo0343

Run Control I:  BUD_CASH_RPT Repor Manager Process Monitar __0f |

Q_n:u:ess Instance:EEdﬁTdaD

‘From Business Unit ISB ooo 3y
‘To Business Unit ISBEIEIEI &)

El save | L Return to Search | +[E] Previous in List | +[E] Mext in List | [Z] Motify | [Ey 2dd | UpclateDizplay

The Process Instance number identifies this job. Click the EepoiManager |jni
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[ List W Explorer  (CAdministration)|  Archives

Foder: [N |

Hame: |

Instance: |

T |

Refresh |

Created On: |

Report Report Description

1 Report

Gobackto BRUN QCPPO0345

& save |

List| Explorer | Administration | Archives

Folder Hame

[#  Last |_1 IDays vI

Completion
Date Time Beport ID

Customize | Eind | %ieww All | i First (4] 1af 1 [¥] Last

Process
Instance

Click the“ Administration :ftab.
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List Y Explorer ¥ Administration Y Archives |
User ID: IRMA}{‘L-“-IELL Type: I_ *I Last: |_1|Daﬁ,r5 vI Refresh |
Status: I "I Foliler:l j Instance: | to: |

First El 1-3 of 2 El Last

Report List Customize | Find | Wi

Report  Prcs Request

Select (1] Instance Description Date Time
] 1594808 3245?4@CPP6343 PO BUDGET ERROR RFT zﬁgffgg?f
) 122952006

[ 15894207 3244737 Email F1657PM
. . . 122952006

- 1594806 3245736 Single PO DispatchiPrint 21 E52EM

wSeIect All Deselect All

%Icnckthe delete hutton to delete the selected reportis)

Bl save |

List | Explarer | Administration | Archives

| B

Format Status Details

Acrabat .
Posted Details
(*.pdf) =
Acrobat -
Posted Details
(¥ pdf) -
Acrobat .
Fosted Details
{*.pdf =

Click the RPT link. This will open a new window and display the report for printing.

P133-Commitment Control for Purchasing




State of Oklahoma 12/29/2006
Office of State Finance 4:24:.04 PM
PO Budget Checking Error Report Page 10f 14
From Business Unit 58000 Thru 98000
PO Dist
Bus Line Sched Line Budget
Unit PO No No. Number No  Class Dept Ref PO Date Line Amount Vendor Name
58000
58030002382 10 1 1 26500 0202002 05 2/6/2004 13,217.66 TRIANGLE/A & E INC
Ledger Group: Error Message:
ALLOT Mo Budget Exists
5809000383 T 1 1 26500 0202002 05 2/6/2004 £20.00 RIDGWAYS INC
Ledger Group: Error Message:
ALLOT MNo Budget Exists
5809000383 8 1 1 26500 0202002 05 2/6/2004 0.00 RIDGWAYS INC
Ledger Group: Error Message:
ALLOT Mo Budget Exists
5809000383 9 1 1 26500 0202002 05 2/6/2004 0.00 RIDGWAYS INC
Ledger Group: Error Message:
ALLOT Mo Budget Exists
5809000383 10 1 1 26500 0202002 05 _ 2/5/2004 46,550.00 RIDGWAYS INC
e . e e » o B G i e S e T - - aa b P T R F b .

This report displays the Purchase Order Number, PO Line, Schedule Number and Distribution line along with the
error message.
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Error Messages

Message

Problem

Resolution

No Budget Exits

The combination of
Chartfields (Fund, Class,
Department, BUD REF and
Budget Date) used is not a
valid budget, or the Budget
used is outside of the
budget date.

Review the Budget
Attribute Page (page# 46)

First review the funding on
the transaction to determine
if the correct combination
of Chartfields is used. Then
determine if the correct
budget date is used.

You will either need to
change the funding and/or
budget date or create a new
budget.

Exceeds Budget Tolerance

The available balance on

this budget does not have
enough funds to cover the
obligation or expenditure.

Review the Budget
Summary Page (page #64)

This will be seen when
creating an obligation
and/or expenditure that will
directly affect the budget.
Requisitions, PO not
sourced from a Requisition
and direct expenditures.
To fix this either increase
the budget, move
expenditures, change
funding or reduce
outstanding encumbrances.
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Message

Problem

Resolution

Ref Doc Balance is Zero

The document sourced from
has a zero available
balance.

For Purchase Order’s this
usually means the
Requisition has already
been used. You can review
the Requisition Accounting
Page to identify the
Purchase Order against this
line.

For Vouchers this usually
means that the Purchase
Order Distribution line has
been finalized on the same
or another Voucher. You
can review the PO
Accounting Page to identify
the vouchers processed
against this line.

Budget date out of bounds

The budget has been lapsed.

Used alternate funding.
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Error Code Description ‘ Notes

RN

E1 Exceeds budget and is over tolerance.

E2 No budget exists.

E3 Budget is closed.

E4 Budget is on hold.

E5 Transaction has offset account. The transaction line contains an account value that is reserved
as an offset account.

E6 Budget date is out of bounds.

E7 Spending authority over budget. Credit transaction caused spending authority (available budget
balance) to exceed original budgeted amount.

This error does not occur if you selected Allow Increased
Spending Authority for the control budget definition on the
Ledgers for a Unit - Commitment Control Options page.

See "Setting Up Basic Commitment Control Options," Enabling
Commitment Control for a Business Unit and General Ledger
Ledger Group, Adding Commitment Control Ledger Groups to a
Business Unit.

E8 CF (ChartField) funding source error. A funding source allocation row for a project budget exists
without a corresponding budget amount having been entered in
the Commitment Control ledger data table (LEDGER_KK).

See "Setting Up Basic Commitment Control Options," Project
Budgets With Funding Source Control.
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Error Code

Description

‘ Notes

P133-Commitment Control for Purchasing

RN

E9 Cumulative calendar data not found. Budget is defined for cumulative budgeting with a cumulative
calendar, but the calendar is not found.

See "Setting Up Basic Commitment Control Options,” Budget
Period Calendars and Cumulative Budgeting.

E10 Cumulative date range not found. Budget is defined for cumulative budgeting with a cumulative
date range, but the date range is not found.

Ell Exceeds budget and is over tolerance for referenced row. When a transaction (such as a voucher) and its referenced
documents (such as purchase orders) impact different budgets,
the Budget Processor budget-checks the liquidation rows for
the referenced documents separately from the transaction itself.
Errors E11 through E20, E23 through E25, and E30 occur for
the referenced (liquidation) row.

See "Processing Source Transactions Against Control
Budgets," Budget Processor.

E12 No budget exists for referenced row. See E11.

E13 Budget is closed for referenced row. See E11.

El4 Budget is on hold for referenced row. See E11.

E15 Transaction has offset account for referenced row. See E11.

E16 Budget date is out of bounds for referenced row. See E11.

E17 Spending authority over budget for referenced row. See E7, E11.

E18 CF (ChartField) funding source error for referenced row. See E8, E11.

97



Error Code Description ‘ Notes

RN

E19 Cumulative calendar data not found for referenced row. See E9, E11.

E20 Cumulative date range not found for referenced row. See E10, E11.

E21 Exceeds statistical budget and is over tolerance. Occurs for budgets with statistical budgeting enabled.

See "Setting Up Basic Commitment Control Options," Statistical
Budgeting.
E22 Statistical budget does not exist. See E21.
E23 Exceeds statistical budget and is over tolerance for referenced | See E21.
Tow.

E24 Statistical budget does not exist for referenced row. See E11, E21.

E25 Spending authority over statistical budget for referenced row. See E7, E11, E21.

E27 Spending authority over statistical budget. See E7, E21.

E28 Referenced document balance is zero. The transaction (such as a voucher) has a referenced
document (such as a purchase order) that has already been
fully liquidated.

E29 Funding source allocation not found. There are no funding source allocations for the project budget
related to the transaction. This only applies if funding source
tracking is enabled for the control budget definition.

See "Setting Up Basic Commitment Control Options," Project
Budgets With Funding Source Control.
E30 Funding source allocation not found for referenced row. See E11, E29.
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Error Code Description ‘ Notes

R R,

E31

Current budget period not in cumulative range.

Cumulative budgeting has been set up incorrectly for the
budget, such that a budget period defined as part of the
cumulative range does not, in fact, fall within the cumulative
range.

For example, let's say you set up cumulative budgeting for the
date range of 01/01/2002 through 02/28/2002 and include
monthly budget periods 2002M1 (covering January), 2002M2
(covering February), and 2002M3 (covering March). The budget
period 2002M3 does not fall within the cumulative date rage,
and an error will result when you budget-check a transaction
whose budget date falls within budget period 2002M3.

See "Setting Up Basic Commitment Control Options," Budget
Period Calendars and Cumulative Budgeting.

Current budget period not in cumulative range for referenced
row.

From People Books
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TBD Account Code

TBD- To Be Determined.

e TBDis used in the Account Code Field when creating a Requisition or Purchase Order against a
future budget that has not been put into PeopleSoft. Normally this occurs during the end of the
Fiscal Year when Purchasing is creating Requisitions and Purchase Orders for the next Fiscal Year.

e Once the related Budget has been established in PeopleSoft, the TBD Code must be changed to the
correct Account Code.

e The TBD Code allows the funding line to pass Budget Checking.

e The TBD Code does not obligate funds nor create expenditures against the Controlling Allotment
Budgets.

e These transactions are tracked in the DEPT budget.

e The TBD Code should never be used on a Voucher.

e Always complete all other funding codes when using TBD, i.e., enter the Fund, Class, Department,
Bud Ref, and Budget Date on the REQ or PO. (Be sure to use the correct Budget Date).
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