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CORE Oklahoma

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. NOTE: 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. NOTE: 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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STEP 1 — ENTER PURCHASE ORDER DATA

Navigation: Purchasing>Purchase Orders>Maintain Purchase Orders

Purchase Order

{ Find an Existing Yalue | Add a New Value

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

Add

Find an Existing Walue | 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 _*#_| 10 take you to the Purchase Order Form page.
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{ POForm Y Schedule

Fo 7
Unit; 34000 PO: o Date:pa032008 [{ ¥ A X [
Vendor: | Q I %ﬁ Lookup Details 'Buyer:

PO Status: |nitial

Receipt: nMotRecvd Budget Status: pot Chik'd Doc Tol Status: Mot Chk'd

Line Sole
Source Type

Description Agency Req Nbr PO Oty ‘UOM  Category Amount Curr Statif
»

¥ QM Q| = 2 [a[ Ja activd

4
L]
4
&
F
4
4
k|
L4
{
Merchandise: Adj Amt: 0.005]  Total Amount: UsD  Backorder Status: Mone (
o
"Goto: Header Details Defaults ltern Search Header Comments Line Details {
Copy From kit Catalog Line Comments ... Maore . = &
Import Agency Req. & Sole Source Info. | £
-
B save | [=] Matify | i Refresh I g
PO Form | Schedule 3
Input the Vendor Number and Buyer’s N Click _f fefresh lidate data. T
nput the Venaor Number an uyers Name. iC to validate data. To
change the vendor location or address, click the 2Etalls |ink.
{ POForm Y Schedule 2
A N B
Unit; 34000 PO: NEXT 90 Dates[pei0m0g [ & A X TR <
Vendor: [DCS-001 Q yp: [ooooooozen | QFE Lookup Datails ‘Buyer; |RMAXWELL Q  Ranney Mawell J
PO Status: Open Receipt: NotRecwd  Budget Status: Mot Chk'd Doc Tol Status: Mot Chk'd
Sel Line tem SS Hag Line Sole Description Agency Req Nbr PO Oty ‘WOM  Category Amount Curr Statusy

Source Type

|2 1| Qr Q| = B I_Q| Q Acti\ret]I

o«

{

¥

4

P

L 4

Merchandise: Adj Amt: 0.005  Total Amount: UsD  Backorder Status: None ;
"Go to: (Header Details Defaults Itern Search Header Carmments Line Details j
Copy Fram Kit Catalag Line Camrments I hiore .. x ‘t

Import Agency Red. & Sole Source Info. | (

Bl Save | [=] mctify | % Refresh I J
PO Form | Schedule p’
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Click the HeaderLetails jing,

PO Header Details

Unit: 34000 PO MNEXT

Vendor: DCS-001 PO Date: 04/03/2006 Budget Status: Mot Chk'd

‘PO Type: @ PORef: |

‘Billing Location: |34DDD ), Billing Address Origin: CntrlPurch

Currency Code: ush Exchange Rate Detail

Rate Date: 04022006 Exchange Rate: 1.00000000
Fate Type: CRRMNT Base Cuarrency:  UUSD

I Hold From Further Processing

Accounting Template: ISTAN DAaRD QL

]le | Cancell Refreshl

¥ Tax Exempt ID: |T3ED1 ragy Letter of Credit ID: I aQ

¥ Dispatch ‘Method: |Print vI Acctg Date: |u4m3rzuua [#]

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

Form page.

e 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 Y Scheduls

Unit: 34000

PO: NEXT popate:fezs i ¥ A X TR

Vender: [DCS-001 Q

'ID: IDDUDDDD:SBD QHE Lookup Details ‘Buyer: IRMAXWELL QU Ronney Maswel

PO Status: Open

Y —

Receipt; MotRecvd Budget Status: ot Chk'd

Line Sole
Source Type

Description

Doc Tol Status: Kot Chk'd

Agency Req Nbr PO Oty

‘Uom

o TP ‘-“1‘4-

>

=

(B First g

Cateqgory Amount Curr Status :

Q|

[ al &

Active (

Merchandise; Adj Amt: po0%  Total Ameunt: LUSD Backorder Status: Mone
'Goto: Header Details Defaults Itern Search Header Camments Line Details
Capy From Kit Catalog Ling Camments |---M0re--- 'l

Import Agency Red. & Sole Source Info. |

B save | [=] hetity | 4 Retresh I

PO Farm | Schedule

o S VaramTarr L TS IR Y L VRN

Input the Item ID and click ‘=) If the Item ID is not known, click the Lookup Icon

“ located to the right of the line.

Input Item ID # 076552 and click ‘#Fefrezh )
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/ POFom '\ Schedule ’
unitc 34000 PO NEXT PO Date: 0470377006 5 ¥ ¢ ] ¢
Vendor: [DCS-001 Q 4p; [000D000SB0 O F Lookup Detsils ‘Buyer:  [RMAXWELL QU Ronney Maswell :’
PO Status: Open Receipt: MotRecwd Budget Status: Mot Chkd Doc Tol Status: Mot Chk'd .

Line Sole

Sel Line ftem SS Flag

oz . i
Source Type  2SCHDtion Agency Req Nbr PO Oty UoM  Category Amount Curr St

-~ —-\ P
F o 1|o7es52 Qr @, {case equipmentand ) = | B | QE—A)Q Actid

Merchandise: Adj Amt: 0,005  Total Amount: USD Backorder Status: Mone

"Goto: Header Details Defaults ltern Search Header Comments Line Details
Copy From Kit Catalog Line Comments I hare .. ¥
Import Agency Req. & Sole Source Info. |

B save | [=] Matify | 4 Refresh I

PO Farm | Schedule

e ¥Y Ta T v T | P T R

it
Input the PO QTY and click to validate the data. In this example “3” was
used.

{ POForm Y Schedule J

Unit: 34000 PO: NEXT -po Date: 03006 [ & A X T B \’
Vendor: [DC5-001 Q : |0000000580 Q% | najap Details *Buyer: [RumasweLL Q. Ronney Maxwal i
PO Status: Open Receipt: NotRecvd Budget Status: Not Chi'd Doc Tol Status:  Not Chk'd :
Sel Line ltem S8 Flag Line Sole Description Anency Req Nbr PO Oty 'WOM  Category Amount Curr Statug
el Line i Agency Req Nt oM Lurr
Source Type =

Y5O Activ

=7 _ T~
P 1 [ovessz Qe O Q [case equipmentand = B | (30000)Es Q 078552

Anetaiteaeting ARl Aol Baety hay SNk bole

Merchandise: 67.25  Adj Amt: 0005  Total Amount: 67.35 USD Backorder Status: Mone

"Goto: Header Details Defaults ltern Search Header Comments Line Details
Copy From Kit Catalog Line Comments ... More .. 2
Import Agency Req. & Sole Source Info. |

B save | [=] Motity | 4 Refresh I

PO Farm | Schedule

NOTE: 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 the Header Comments link.

PO Header Comments

Unit: 34000 PO MEXT
First [4] 1af 1 [v] Last
i
¥ Active Only '‘Sort Methd: | ©omment Time Staj 'Sort Seq:lﬂscending vl
Comments:
¥ Sendto Vendor [ Shown at Receipt [ Shown at Voucher
File Name: | File Extension: I @
Standard Comments GoTo Source Fetch ltem Specs
ok | cancel | Refresn |

Input any comments that apply to the whole Purchase Order in the Comment Field. If

needed click the Standard Lomments |ink - Click _ ok | to return to the PO Form Page

COR134 Commitment Control Manual Page 10 of 77
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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 IF located to the left of the line on the
PO Forms page. Click the Line Details link.

Line Details -- DCS-001
PO MEKT Line: 1 Case equipment and parts e
Backoarder Status: Hone
Status: Active
Amaounnt: B7.35 UsD Doc. Base: 67.35 Base Currency: USD
Category: 076552 CASE EQUIPMENT AND PARTS  Category ID: 14634
Contract SetlD: 00000
Contract ID: ), Line: I_Q
Release: MEXT  Contract Details
RFQ D UPNID: noooo
Vendor tem ID: |
Vndr Catlg: |
Mfg ID: [ a
g tm 1Dz | QL
‘Price Oty: [schequie =]  ‘Price Date: PO -
Replenish Code:
- -
(i" Receiving Required :l ™ Device Tracking
[ Inspection Required Inspect ID: I
Canfiguration Infa
Ok | Cancel | Refresh |

COR134 Commitment Control Manual
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CORE Oklahoma

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".

¢ Receiving Required - This option is used to require the Item Ordered be
received and matched to a payment. This option defaults in from the Item 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.

¢ Inspection Required - This option is used to require the ltem 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  ©K |
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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 the Tab.

[ PO Eorm { Schedule h

Unit: 34000 PO:  MEXT A 37%
PO Date:  04/03/2008 PO Status:  Open Receipt: Mot Recyd Budget Status: Mot Chik'd
Line: 1 ftem: 076552 Case equipment and pars
Custornize | Find | View &l | 38 First [ 4 00 4 [ Laat
Sel Sched ‘Due Date Ship To PO Gty Price Amount Status
W 1|oaneizo0e [ |ss030 Q| aoooo | 2245000) | B7.35 Active =]
PO Oty: 3.0000 UoM: EA Amount; f7.35 LSD
Ship To Comments Ship To Address One Time Address Sales/lUse Tax Schedule WAT
Schedule Details Price Adjustment Misc. Charges Schedule BT Distributions Backorder PO
B save | [Z] Matify | 1ty Refresh E'q..i\.ddl 4 UpdateDisplay

PC Form | Schedule

From this page you can change the Unit Price if needed. NOTE: The unit price default
from the Item ID.

COR134 Commitment Control Manual Page 13 of 77
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Dlstrlbutlon Information

To access the Distribution page, click the Distribution link.

Distributions -1

P

=h
PO NEXT Line: 1 Sched: 1 Kem: 076552 Case eguipment and parts 2

‘Distribute by: & Speethhart:l Q Mult-SpesdCharts  Status:  Active

PR

Y Mare Details | Asset Information || Req Detai

Dist PO Oty Percent  Amount Currency 'GLUnit  'Account :li i Fund Type Elﬁlfn Dept BudRef CFDAZ Programi
|.uuuu (z0000) 100.0000 .JSD [34000 Q@ [al af a] a[ Q] Q| (5
&
{
i
L
Amount: £7.35 USD  Doc.Base: £7.35U3D POGty:  3.0000 f’
Distribution Details  Projects  Assetinformation ReqDetail  Distrib SalesilUse Tax  Distrib VAT {
0K | Cancel | Refresh | (..
L
Distribute by: Quantity- Defaults if nothing is selected. Field used when ordering
quantities.
Amount- Used for 1 sum, mostly contracts.
In this example, Distribute by Quantity.
COR134 Commitment Control Manual Page 14 of 77
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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 NOTE: The Account Code defaults from the Item ID.

Distributions -- 1

=h
PO: MEXT Line: 1 Sched: 1 fem: 076552 Case equipment and parts l'—é'

‘Distribute by: | Quantiy =l speedchart: | & Mutti-SpeedChars  Status:  Active

7
f
¢

Details 1 More Detailz | Asset Information | Req Detai

. . . " Sub- Class- u ;

Sel Dist PO Oty Percent Amount Currency *GL Unit Account A_ccmll it Fund Type Fundin Dept Bud Ref CFDA= Pro ra‘
~ 1] s0000 [ 1000000 735080 [34000 Q [533220 Q| Q Q ooy Qzs00001 )2 @_O\ | Q| f
-

o

Amount: £7.25 USD  Doc.Base: B7.35 LIED PO Oty:  3.0000 g
Distribution Details  Projects  Asset Information  Reg Detail Distrih Sales/Use Tax  Distrib VAT 1
Ok | Cancel Refresh | ()

L

Customize | Find | Wies Al i First E 1of 1 |I| Last

Program  Oper Unit Affiliate Fund Affil Budq [ ‘Lacation

T —
| Q| Q | Q | cJoaniz006 ) [s58030 a E F

e Budget Date
o Defaults from today’s date.
o Will determine the Budget Period assigned.
o Will determine if the Distribution (funding/budget) used is active.
o Will determine what FY the encumbrance will post to.
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The budget date should not be changed unless a Purchase Order is being created for
use in the future which requires future funding. NOTE: This should never be back
dated.

Click "= _| {5 validate the data.

Click %1
[ FOForm | Schedule

Unit: 34000 PO: MNEXT A X
PO Date:  04/03/2006 PO Status:  Open Receipt: Mot Recvd Budget Status: Mot Chik'd
| ! First E 1af 1 |I| Last
=h
Line: 1 ftem: 076552 Case equipment and parts Elz'
Customize | Find | view sl | B First [ 406 1 [ Last
Sel Sched ‘Due Date 'Ship To PO Oty Price Amount Status
3 1|osiesz006 (5 [ss030 Q| 3.0000 2245000 | B7.35 Active [=]
PO Gty 3.0000 UoM:  EA Amount: 67.35 LUSD
Ship To Comments Ship To Address One Time Address Salesilsze Tay Schedule VAT
Schedule Details Price Adjustment Misc. Charges Schedule RTY Distributions Backorder PO
& Save | [=] Matity | % Refresh | E'q..i\.ddl & UpdateDisplay

P Form | Schedule

Click the /__FOEam §Tap,
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POForm Y Schedule )

-
Uniit: 34000 PO: MEXT PO Date: 0410372008 [ 7 < d
Vendor: IDCS—UD'] Q, ‘D IUDDDDDUSBU QE Lookup Details ‘Buyer: IRMP«}{\NELL a, Ronney Maxwell 4
PO Status: Open Receipt: Mot Recwd Budget Status: Mot Chik'd Doc Tol Status: Mot Chk'd 4
Sel Line kem SS FHag Line Sole Description Agency Req Nbr PO Oty ff
>el Line ftem [ Adgency Redq Nbr

Source Type

F 1 |076552 a - | Q [Case equipmentand = | = 3.0000;
L4

1

7

v
:

Merchandise: B7.35  Adj Amit: 0005 Total Amount: 67.35 USD Backorder Status: Mone L 4
-~

"Goto: Header Details Cefaults Itern Search Header Comments Line Details 11
Copy From Kit Catalog Line Comments ... Mare . 5

Import Agency Req. & Sole Source Info. 1
E Save | [=] Matity | % Refresh )
PO Farm | Schedule }

Click 257 | |

Open a new window by clicking the Hew Window |Iink in the upper right hand corner.

STEP 7 — REVIEW THE BUDGET SUMMARY OVERVIEW INQUIRY PAGE
Review page 52 of this manual

STEP 8 — PRE-APPROVE AND BUDGET CHECK THE PURCHASE ORDER

Refer to the COR110 PO Administration Manual, link provided:
http://www.ok.gov/OSF/CORE/Financials/index.html

STEP 9 — REVIEW THE BUDGET SUMMARY OVERVIEW INQUIRY PAGE

e Review page 52 of this manual and notice the encumbrance amount increased
and the available budget decreased
¢ Notice which FY was effected

STEP 10 — APPROVE AND DISPATCH THE PURCHASE ORDER

Refer to the COR110 PO Administration Manual, link provided:
http://www.ok.gov/OSF/CORE/Financials/index.html
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STEP 11 — REVIEW THE PO ACCOUNTING PAGE

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

[/ PO Accounting Entries

"Unit: |34UU'3'| 2 poD: (I )l Go to Purchasing Order Inauiry

Wendor ID; Change Order:

'Accounting Line View | Standard j ‘CommitmentControl @ R
Option: Ledger Group:

Accounting Entries

Custornize | Find [view 4l | 88 First (4] 101 1 [ Last
Details Y ChartFields

Trans , . : - Fund Class- Monetary  Closed Budget Fiscal Journal Reference
Tupe Line Sched Dist GL. Unit Tupe Funding Dept EudRef All Acet Amount Value Period Year 1D Reversal ID

[Z] Hatify |

Input Purchase Order ID number and Ledger Group “ALLOT”.
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PO Accounting Entries ‘\

"Unit: |53':“3':' 4 poID: |5SDQUDD3UT @ Goto Purchasing Order Inguirg

Vendor ID: 0000073908
'Accounting Line View | Standard

~| "CommitmentControl IALLOT a @
Cption: Ledger Group:

Details Y ChartFislds

Change Order: 2

First E 1 af 1
Trans Line Sched Dist GL Unit Fund Clas§- ent BudRef Alt Acct Monetary  Closed Budget Fiscal Journg
Type =  — = Tupe Funding aemt I —

Amount Value Period Year 1D

[=] Mtify |

Click the Search lcon & .

[ PO Accounting Entries |

*Unit: |34UUU Q ‘PO ID: I34UQUU?42? QU o to Purchasing Order lnguiry

Vendor ID: 0000000580
'Accounting Line View |Standard

j ‘CommitmentControl Ledger | ALLOT Q, W
Option:

Group:
Accounting Entries
Details Y ChartFields

Change Order:

Trans Type Line Sched Dist GL Unit Fung Elane:

Monetary  Closed Budget Fiscal Reference
Type Funiding Dept Eud Bet Amount Value Period Year donnal i Reversal ID
FO_FOENC 1 1 1 34000 40000 35 il @u 2006 2006 0004065970

Motify |

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

e Budget Period: Based upon the Budget Date on the Documents Distribution Line.

¢ Fiscal Year: Based upon the Accounting Date on the Documents Header.

e Accounting Period: Based upon the Accounting Date on the Documents Header
(month).

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.

o Close Value also known 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.
o The PO distribution line amount field will be grayed out so no further changes
can be made.
o 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 a voucher 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. NOTE:
Must FIX through the HelpDesk.
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Creating a Voucher Against a Purchase Order

STEP 1 — ENTER VOUCHER DATA

Navigation: Accounts Payable>Vouchers>Entry>Regular Entry

Eind an Existing Yalue | Add a New Value |

Business Unit: |34EIIZIIZI| Q

Voucher ID: MNEXT
Woucher Style; Regular Voucher _:h|
Control Group ID: l &)
short Vendor Name: | QL
Mendor ID: I— Q
Mendor Location: I— Q
Address Sequence Number: |_|:| Q
voice Number: |
EIW‘OiCE Date: I— [&]
Gross Invoice Amount: | 0.000
Total Voucher Lines: |_1
Add
Find an Existing Yalue | Add a New value
COR134 Commitment Control Manual Page 21 of 77
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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.

Voucher

[ Eind an Existing Yalue ¥ Add a New Value

Business Unit: |34 oon Sy
Voucher ID: INE}{T

Voucher Style: |Hegularvnucher ;l

Control Group I0: | 'Y

Short Vendor Name: | ')

Vendor ID: I— 2

Vendor Location: I— 2

Address Sequence Number: I_D 2

Iweice Number: |5551 523

Invoice Date: Im =)

Gross Invoice Amount: | 0.000

Total Voucher Lines: | 1

Find an Existing Yalue | Add a Mew Yalue

Click "% | .
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Invoice Information Y Payments | Voucher Atributes | Accounting Information |

Style: Regular EmryStatu comrments B view Related Document
Unit: 34000 Voucher ID:@ Budget Status{}ot Chik'd ) Post Status: (Unpusted 3}

®
‘
!
. 1
&
3
p
¥

PO Un'rl:l Q Purchase Order: I Q| ComPO | Worksheet Copy Option: |Nune |

Advanced Vendar Search Invoice No: |5551523

Vendor: || Q Invoice Date: M [ Accty Date: Im Bl
Name: [ & payTems: | 7 B
Location: [ | mscamt: [ B
‘Address: I_ Frght Amit: I— B

r
¢
4
Mon Merchandise Sumrmarg {*
{
£

Total: I 0.00 *Curr: IUSD ), Balance: 0.0o

Find | view Al First (4 1 o 1

Bl [=] ;

1 ‘Disthy: |Amt *| SpeedChart I'| J’
Jfem . g Descripion . Quantity LOM, UnitPrice = ExtendedAgt, ., oo " oo 0]

® Acctg Date: This date determines the FY and Accounting period that will be
assigned to the budget checking transaction.
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CORE Oklahoma

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

Unit: 34000 Voucher:  MNEXT G To Voucher Header

ox

PO Unit: I Q PO: | Q I” View Matched iCancelled Only?
‘PO Dt Opt: |Nu Date v[ PO Date: | il Capy To Voucher | Search

Input the PO Unit and PO Number.

Unit: 34000 Voucher:  MEXT Go To Voucher Header

7

Department of Health PO: 3408007427 ™ View Matched (Cancelled Oniy?

PO Date: I Fﬂ Copy To \mucherl Search

PO Unit;
‘PO Dt Opt:

Click __Search_|

In order for the PO to be available for vouchering:

¢ PO must be dispatched
¢ PO/Schedule must not be fully matched.

¢ PO must not be closed or canceled.
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Unit: 34000 Voucher:  MEXT So Ta Voucher Header
o
PO Unit: |34UDU @, Department of Health PO: |34ugnu?4z? &, I™ View Matched Cancelled Only?

‘PO Dt Opt: INnDate vl PODate:I &) Copy To Youcher Search |

Finel | view sl First 4 1 or 4 (] Last

PO Unit: 34000 PO: 3408007427 PO Date: 04/0372006

Vendor ID: 0000000280 DEPARTMENT OF CENTRAL SERVICES

Customize | Find | i First El 1cf1 El Last

. Quantity P 4 UOM Purchase Line Schedule
Select Htem ID DescnmmnVouchere{l UOM  Unit Price Merchandise Amt Currency PO Gty P_T Oirtler Price Number Number
Case
| 076552 equipment (BEXIN 22 45 67.35 USD 3.0000 EA 22 45 1 1
and parts
Select Al | DESE"“”‘”' PO Line Count; 1 PO Total: $67 35

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 r located in the select column to copy the PO line/schedule to the
voucher, and then click =2 T2 Youcher

NOTE: 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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Invoice Information {_Payments ) Woucher Atiributes } Accounting Information

[
Style: Regular Entry Status: Open Cornrnents B8 viewRelated Document {5
Unit: 34000 Voucher ID:  MNEXT Budget Status: Mot Chik'd Post Status: Unposted
PO Unit: Purchase Order: Copy PO | Worksheet Copy Option: I Mone Yl
Advanced Yendor Search Invoice No: |5551523
Vendor: I—DDDDDDDSSD Q Invoice Date: [05/30/2008 [+ Accty Date: |uamgrzuna 5
Name: IDCS-DD1 Q ‘Pay Terms: I 0 Days 'l Fl%
i =l
Location: IUUU1 Q Misc Amit: | B
*Address: I 14 Frght Amt: I B
Man Merchandise Summary
DEPARTMENT OF CENTRAL SERVICES

DCS ACCOUNTING

OKLAHOMA CITY, 0K 73152-3488

Total: I 0.00 'Curr:IUSDQ Balance: -44.90

Find | view Al First [ 400 4 0] Lot

Rl
1 'Disthy:l@l‘f j SpeedChart |=| Wiew POIReceiver Associate Receiver(s)
Gm Description Quantity UOM Unit Price Extended Amt rf?%mice
076552 Q [case equipment and par [20000 [EA Q[ 2z.45000 | o0
- =i

[CImnFieI(Is Y Exchange Rate Y Statistics Y Assets \II

Program Projects

Q I_Q Projects

Acc;)unt Fllll(lil-lﬂ_
67.35 [30000 [34000 @ [oemerzooe (3 332z @ [ @ fiooo @ [aoomn @ [sooont @ fos @

e The Circled data copied in from the Purchase Order.
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.
[ ]

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 a vouchers 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.

To validate the data, click """ | |ocated in the bottom left hand corner.

Input the invoice amount in the Total Field and click % :
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STEP 4 - BUDGET CHECK VOUCHER

Invoice Information '\ Payments | Voucher Aiibutes | Accounfing Infarmation )

Style: Regular  Entry Status: Postable Cornments @ View Related Documert §5 B
Unit: 34000 Voucher ID: 00084595 Group: Q Budget Status: Mot Chk'd Post Status:  Unposted

PO Unit: Purchase Order: Copy PO Worksheet Copy Option: I Mane 'l

Advanced Vendor Search Invoice No:  [3551523
Vendor:  [0000000880 | Invoice Date: [D6/30/2006 5 AccgDater 1602008
Name: W 'Pay Terms: m &
Location:  [0001|Q, Miscame [ =
‘Address: |_1 a Frght Amit: l— B

[on Marchandise Surnrmary
DEPARTMENT OF CENTRAL SERVICES D MerCrah i LS Umina
DCS ACCOUNTING

OKLAHOMAGITYOK T3 523458 Total: 4440 'Curr:IUSD Q. Balance: non

b nitn, B e Basd A s b S oohw ok

1 4400 [20000 [pa000 @ [omorzo0s [ 530 @ [ @ fiooo @ [aooo | @, frsoonor @ o5 @ |

B save | QRetunto Searchl 108 Previous in List | ] Mext in List | [=] Matify | % Refresh |

(nioice Information | Payments | Voucher Afributes | Accounting Information

3
¢
4
!
{
¢
4

1 'Dis1|)y:|9w 'I SpeedChart r View POIReceiver Associate Receiver(s fm? B
ftem Description Quantity UOM  Unit Price  Extended Amit I” Force Price

076552 @, |Case equipment and pal |2.0000 |EA Q 22.45000 4490
! ! ! ! | [" Use One Asset ID

V-". 4 ‘ustomize | Find | Yiey & E!:g

}f ChartFields \( Exchange Rate Y Stetistios | Assate \| )

- . 4 Sub- Class- 4 y y .
Amount Quantity 'GL Unit  Budget Date Account Account Fund Type Fundin Dept Bud Ref CFDAz Program Projects Oper Unit Affiliate (

Q Q, Projects Q ‘;

e Ve L

To budget check the voucher, click the Budget Checking = icon located in the upper

right hand corner.
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Invoice Information §_ Payments j Youcher Attributes '}~ Accounting Information

Style: Regular  Entry Status: Postable Comments T viewRelated Document i B
Unit: 34000 Voucher ID: 00024534 Group: I Q Bu(lgetstatus(\falid ) Post Status:  Unposted

PO Unit:l Purchase Order: I Copy PO | Worksheet Copy Option: INDne 'l

Advanced Yendor Search Invoice No:  [5551523
Vendor: IDDDDDDDSSD Invoice Date: IDSIBDIEDDE E Acctg Date: 08102006 [3
Name: IDCS-DU1 PayTerms: [0Days =] B
2 =
Location: IDDD1 Q Misc Amt: l— B
‘Address: I 1Q Frght Amt: l— B

DEFPARTMENT OF CENTRAL SERVICES
DCSACCOUNTING

Mon Merchandise Summary

OREAROMA CITOKEA 18 23488 Total: I 44.90 ’Curr:IUSD Q. Balance: 0.oo

1 ‘Dist I)y:IQTY 'l SpeedChart |_| Wiew PO/Receiver Associate Receiveris) }”@ ﬁﬁ
ttem Description Quantity UOM  Unit Price Extended Amt I” Force Price
jo7B552 @, [case equipmentand par [z0000 | [EA @[ zz.45000 44.90

[T Use One Asset ID

"‘\..JIN.'""\.\\..-»‘* e T, U PRRPRE WL R T YW USRS

v stribution ines i Eg ,\-
,I( ChartFields Y Exchange Rate Y Statistics Y Azsets \II
2 % 7 Sub- Class- &

Amount Quantity 'GL Unit Budget Date Account Account Fund Type Fundin Dept Bud Ref CFDAZ Program }
1 44,90 [0000 [35000 @ [osnozooe [ [s3azz0 @ [ @ [roon @ [aoooo @ [asoooot @ o5 @ | Q| Q;
=
3
B save | JS\Return to Searchl [=] Motify | 4 Refresh | I
Invaice Information | Bayments | Youcher Attributes | Accounting Information 4
L

NOTE: The budget checking process is run during the evening. Manual budget
checking from the voucher should be processed in emergency cases only.
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PO Accounting Entries |

‘Unit; [34000 Q. pom: [F40S00T427 QU gytg Purchasing Order lnauiy

Vendor ID:  0000000A20 Change Order:
‘Accounting Line View | standard 7| "CommitmentControl Ledger IALLOT Q%
Option: Group:

Details | ChartFislds

. : . Fund  Class- Monetary  Closed Budaet Fiscal Reference
Trans Type Line Sched Dist GL Unit Type Fundit Dept Bud Ref NGt Value Period Year Journal ID Reversal ID
PO_POENC 1 1 134000 40000 34 113 Bragn 2006 2006 0004065570
REVERSAL 1 1134000 40000 34 06 -14.9 M 2007 2007 0004067134 00054595

[ Matify |

Refer to page 18 of this manual. In this example, the voucher posted against the PO
Accounting Screen as a reversal to the encumbrance. The difference between the
67.35 and 4490 is the available encumbrance amount for that PO
line/schedule/distribution.
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STEP 6 — FINAL THE VOUCHER

Navigation: Accounts Payable>Vouchers>Entry>Regular Entry

Voucher

F e
{ Find an Existing Value J Add a New Value

Business Unit: |34E|E|D| Q

Voucher ID: MEXT

Voucher Style: |Regu|arVuucher

Control Group ID: I— &
Short Vendor Name: I— )
Vendor ID: I— Q&
Vendor Location: I— &,

Adidress Sequence Numher:l oy,

Invoice Number: |

Invoice Date: I El

Gross iwvoice Amount: |

Total Voucher Lines: I 1

Add

Find an Existing Yalue | Add a Mew Value

0.o000

Click the { Find an Existing Yalue Tab.
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Voucher
Enter any information you have and click Search. Leave fields blank for a list of all values

[ Find an Existing Value % Add a Mew Value

Business Unit: = [ |34000 Q
.f‘ﬁ.
Voucher ID: | begins with *IIDDDE4595|)

Ivvoice Number: | begins with ;l |

Short Vendor Name:l begins with ;l |

Vendor ID: |t:|egin5 wiith ;” QL
Name 1: | begins with ;”
Voucher Style: I= = | =]

Entry Status: | = ;l | ll

[T case Sensitive

' Clear | Basic Search Save Search Criteria

Find an Existing Value | Add a Mew Yalue

Input the Voucher ID and click _ Search |
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Invoice Information {_Payments | Youcher Aftributes j Accounting Information L 4
) [
Style: Regular Entry Status: Postable Comments B viewRelated Document ﬁﬁ ¢
Unit: 34000 Voucher ID: 00084595  Group: I QU Budget Status: valid Post Status:  Unposted  §
¢
PO Uuil:l Purchase Order: I Copy FO | Worksheet Copy Option: |N0ne j r
1
Advanced Wendor Search Invoice No: |5551523 "
Vendor: IUDDDDUUSSD Invoice Date: IUSBUIQUUﬁ EJ Acctg Date: IUSHUIQUUB E‘] -'_:
Name: [pes-on PayTems: [00as 7] B {
i Misc Amt: FI% 4
Location: IDDD1 aQ I = P
“Address: I 1Q Frght Amit: I = P
DEPARTMENT OF CENTRAL SERVICES B Tedlibels 2o li sl }
DCS ACCOUNTING p
-
OREAHOMACITY, OK:7.3153:3108 Total: I 4490 'Curr:IUSD Q. Balance: 0.00 ¢
1
&
1 ‘'Dist I}y:l@t\f 'l SpeedChart |_| Wiew PO/Receiver Aszsociate Receiver(s) 1 F
ftem Description Quantity UOM  Unit Price Extended Amt I” Force Price “;
076552 Q, |Case equipment and pal [2.0000 |EA O 2245000 44.90
| | | | I Use One Asset ID <
‘(ChartFieI(Is Y Exchange Rate \I( Statistics Y Aszets \I 3
g . 4 Sub- Class- o (.
Amount Quantity ‘6L Unit ~ BudgetDate  ‘Account = = FundType - o Dept Bud Ref CFDAZ Pi
1 4490 [2.0000 [34000 Q [08010i2006 [ [533220 Q| Q [to00 G [s0000 C f3500001 O |m3 Q| Q.
-
o
4
B Save | JS\Returnto Searchl [=] tlatity | 4 Refresh | ;
Invaice Information | Payments | Youcher Aftributes | Accounting Information <
. . . g . .
e To final the whole Voucher, click the Final :& icon located in the upper right
hand corner.
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adin Projects  Oper Unit Affiliate Fundl Affil Cpenltem Finalize %ﬂlized
Q Projects Q | Q| Q| Q@@ ] [=]
B Add | S| Upckate Dizplay |

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

e |f the PO Finalized value =Y, a voucher distribution line has already finaled, the
PO distribution line or the PO distribution line has been closed or canceled.
o You can review this on the Purchase Order Distribution line.
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Purchase Order Distribution Line.

Distributions --1
=11
PO: 3409007427 Line: 1 Sched: 1 Wem: 07G552 Case equipment and parts =

‘Distribute by: IQuantity :I' SpeedChart: I Q

Multi-SpeedCharts Status:  Active

First E 10f 1 E Las
Detaile | More Details ' AssetInformation §  Reg Detsil

Commitment s
. Base Chartfield Budget y Statistics
Sel Dist PO Oty Percent  Amowunt Currency Base Amt Currenc Currency Status Status  Status Control IN Unit Coile
Lurrency = T CloseFaq S
7 1 I 3.0000 I 100.0000 G735 USD G7.35 USD

Currency Open Yalid Warning@ I QI Q =

Amount: 67.35 USD Doc. Base: 67.35 USD POOW:  3.0000

Distribution Details Projects

Asset Infarmation Req Detail Distrib Salesilise Tax Distrib WAT

0k | Cancell Refreshl

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

This action will finalize all eligibhle distributions far this voucher. Continue®? (7030,3423

Yes | (] |

Click __ Yes |,
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Invoice Information {_ Payments | Voucher Attributes | Accounting Infarmation

|

Style: Regular Entry Status: Postable Comments B8 viewRelated Document @ I
Unit: 34000 Voucher ID: 000345395 Group: I Q Budget Status: Valid Post Status: Unposted »
1
PO Unit: | Purchase Order: | Copy PO I Worksheet Copy Option: |N0ne | -
»

Advanced Yendar Search Invoice No: |5551523 '

Vendor: [ooonooosen | Invoice Date: [05(30/2006 51 Acctg Date: [oerorzoos (5 4
Name: [ocs-oom payTerms: [0Days =] [ £

= 4

2 =

Location: Jooot @ Misc Amt: | & :

p : v Froht Amt: | B 1
Address: 1Q, rght An :

Mon Merchandise Summary

DEPARTMENT OF CENTRAL SERVICES klon Merchandise Summa ¥
DCE ACCOUNTING ,

: *

OKERROMAL I Okea3 5223480 Total: I 44.90 *Curr: IUSD C,  Balance: 0.00 &

41 ‘Disthy: IQW ‘I SpeedChart l_l Wiew POIReceiver Associate Receiver(s) B B
Item Description Cuantity UOM Unit Price Extended Amt [~ Force Price
|o76552 @, [Case equipment and par [2.0000 |EA Q| 2245000 44.90

[T Use One Asset ID

[ ChartFields Y ExchengeRste | Stafisfics  j  Sssets )

Amount Cuantity *GL Unit Budaet Date *Account %&;“m Fund Type El'ai Dept Bud Ref CFDAZ

1 44,90 [z o000 [34000 @ [oBrorzooe G [533220 @ | @ [rooo @ [sooo0 @ [3s00001 @ Jos @ | (&}

' Bl save iI LU Return to Search I [=] Matify | % Refresh I
e —

Invoice Infarmation | Payments | Voucher Afttributes | Accounting Information

Click Es== |

et A A o A B
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Oklahoma

Invoice Information {__Payments | Youcher Afiributes |~ Accounting Information |

Style: Regular  Entry Status: Postable Comments T8 viewRelated Document {3 B j
Unit: 34000 Voucher ID: 000345945 Group: I Q Budget Status( Mot Chik'd ) Post Status:  Unposted 1.
¢

PO Unit: I Purchase Order: I Copy PO | Worksheet Copy Option: I Mone 'l 1
{
Advanced Yendar Search Invoice No: |5551523 o

-

Vendor: [ponnnansa0 | Invoice Date: [0&i20/2006 1 Accty Date: el 4
Name: [ocsom PayTerms:  [0Days  ¥] BB :

- =1
Location: [ooot” &, Misc amt: | = s
=h
‘Address: I 1@ Frght Amt: I = "
. -
Mon Merchandise SUMmman
DEPARTMENT OF CENTRAL SERVICES Mon Merchandise Bumma ,
DCE ACCOUNTING 4
OKEAHOMACITY Ok ;7 3152:3488 Total: I 44.90 'Curr:IUSD <. Balance: 0.00 {
*
Invoice Lines

»

1 ‘Dist by: IQN 'l SpeedChart I_I Wiew POIReceiver Associate Receiverisy J6 ﬁﬁ ;
ftem Description Cuantity UOM Unit Price Extended Amt [ Force Price p

076552 Q |Case equipment and pal |2.0000 IEA (&} 22 445000 44490

I I I I " Use One Asset ID (
,( ChartFields | Exchange Rste | Stafistics )  Assets | i
- : ) Sub- Class- o _Vi

Amount Quantity *GL Unit Budget Date Account Account Fund Type Fundin Dept Bud Ref CFDA# Program P .

1 44.90[2.0000 [34000 @ [0a10/2008 [ [533220 | Q [1o00 @ [s0000 @ (3500001 |06 Q | Q | Q g}

Savel ELReturn to Searchl IEINotifyl f:;Refreshl {’
Invoice Information | Payments | Youcher Atributes | Accounting Information f
{
Notice the Budget Status is Not Chk'd. Click the Budget Checking " icon.
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J/ voice Information Y Fayments ) Youcher Aftributes | Accounting Information

Style: Regular  Entiy Status: Postahle Comments T2 viewRelated Document  fi§ B

Unit: 34000 Voucher ID: 00024595 Group: I Q Budget Slatu Post Status:  Unposted
PO Unit: | Purchase Order: | Copy PO | Worksheet Copy Option: | Mane =l

Advanced Mendaor Search Invoice No: |5551523

Vendor: |DDDDDDDSBD Invoice Date: IDSISDIEDDE El Acctg Date: 081102008 [
Name: [ocs-uot PayTerms: [0Days  »] [
) -
Location:  [o0o1 @ miscamt: [ B
*Address: | 1Q Frght Amit: I— =3

Mon Merchandise Summary
DEFARTMENT OF CENTRAL SERVICES blon Merchandise Summa
DOS ACCOUNTING

DREAHOMACITNGDk=l31527 34168 Total: I 44.90 'Curr:lUSD Qi Balance: 0.00

1 ‘Dist by: IQW 'I SpeedChart I_I Wiew POfReceiver Associate Receiveris) | ﬁ@
Item Description Cluantity UOM Unit Price Extended Amit [ Force Price
|o76552 @, |Case equipment and pai [2.0000 IEA Q| 2245000 | 44,90

[T Use One Asset ID

Jf. ChartFields Y Ex..change Rate || Stafistics | Assets

iE F % Sub- Class- u
Amount Quantity 'GL Unit  Budget Date Account Aicouit Fund Type Fundin Dept Bud Ref CFDAZ
1 s4.90 [z 0000 [34000 @ [oerozone [ 533220 @ | Q [toon @ [so000 @ [zso0oot @ o5 @ | Q

Save | LLReturn to Search | [=] motity I s Refresh |

B
\..w»ﬂl‘é“\,mm‘\ g WL T rp e ¥ W T, P W

Inwnica Infarmmatinn | Pavmante L Wnochar Attribotac | &ccountina Inforrmation

Notice Budget Status is valid after clicking Budget Checking icon.
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PO Accounting Entries |

“Unit: |34DDD Q ‘PO ID: |34DQDD”27 U 5o to Purchasing Order Inauiry

Vendor ID: nooooooaan Change Order:
‘Accounting Line View Crminn:l Standard [z ‘CommitmentControl Ledger IﬁLLOT Q%
Group:
Accounting Entries Custarmize | Find | View Al | i First [«] 1-2 of 2 [ Last
. . - Fund Class- Monetary  Closed Budget Fiscal Reference Accounting

Trans Type Line Sched Dist GLUnit Type Funding Dept Bud Ref Amount Value Period Year dournal I ReversallD Period
PO_POENC 1 1 134000 40000 35 )] B7.35 N 2006 2006 0004065970 10
REVERSAL 1 1 134000 40000 35 06 -BF.3E5 M 2007 2007 0004067134 00084585 2

[=] Matiy |

Refer to page 18 of this manual.

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

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

e |[f 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.

e 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.
o The PO has a Budget Period of 2006, and the Voucher has a Budget Period

of 2007.
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Refer to page 52 of this manual.
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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 you have and click Search. Leave fields blank for a list of all values.

/ Find an Existing Value {_Add a New Value |

Business Unit:[= x| [52000] Q
Ledger Group: |: j | Q

™ Include History

Search | | Clear | Basic Search Save Search Criteria

Find an Existing Value | Add a Mew Yalue

Select _Search ||
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Business Unit: 52000 Ledger Group: ALLOT

ChartField Criteria

Chartfield ChartField Value To Value

Dept ffe Q £ Q

Class-Funding |% e} |% &}

Bud Ref |% Q o Q
Fetch Clear |

Budget ChartFields

viize |Find | B8 First [0 4 o0 4 D Last

Class-Funding Dept Buil Ref Set Options

| Q [ Q, [ ay Set Options =]

E Save QReturn to Search] ElNotify :l E"‘Add] 3] @Include History) @Conect Histor\,r)

Input the first two (2) digits of the Department ID, the five (5) digit Class, and the two (2)
digit Bud REF in the “Chartfield Value” field and “To Value” field.
NOTE: 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.

Business Unit: 528000 Ledger Group: ALLOT

ChartField Criteria

Chartfield ChartField Value To Value

Dept Qs ) Q {05 ) Q

Class-Funding ] aQ tj%m ) [}

Bud Ref @a p] aQ (IEE 5 &,
Fetch Clear |

armize | Find | #H First E' 1cf 1 E' Last

Class-Funding Dept Bud Ref Set Options
| a | a [ Q Set Options =]
ﬁ Save QReturn to Sealch) ElNotify ] e Add (:{_1_ ______________.J @Include History) @Correct Histor\,r]
CIle Fetch
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Business Unit: 52000 Ledger Group: ALLOT

ChartField Criteria

Fetch I

Clear

Budget ChartFields
Class-Funding

[rasor

Il

Bud Ref Set Options

fos @

Dept

[o6 Q

E Save

QReturn to Sealch) ElHotiﬁr )

Chartfield ChartField Value To Value

Dept o8 a, o8 a
Class-Funding 19801 Q 19801 q,
Bud Ref o8 a, o8 &

Bbadd) (2

i = E |
ize | Find | &=

First E 1of 1 |I| Last

E B

|

\i @ Inczlude Histon,r) @Correct History)

Click the Z2EL9BLONS |jni

~ Budget Status Customize | Find |V

Set Options
Budget ChariFields Firat [ 1 o 2 B Last
Business Unit Ledger Group Class-Funding Dept Bud Ref
58000 ALLOT 19601 06 06

First [4] 120f2 [ Last

* Budget Control Options

Budget Period  Status E:_l(lue_t 'Derive Dates E:F“M Cum. Begin Date End Date
Raos Q |Defaut x| N |Defaut =] | @ Joriotszo0s (5 [11152006 [ Y# =]
2007 Q |Default x| M |Defaut =] | Q |oronia00s [ [1nsiz006EH fF] [=]

TP N s

Customize | Find | View A
End Date Description

Eff Date Status Control Option Dflt Tol. Tolerance % Begin Date
[oriztrzoos B Ja @ [Defaut =] W 07/21/2005

Ok I Cancel |

E 1152008 [ |

The budget period is between 07/01/2005-11/15/200
This budget will be available for use during that time.
The REQ/PO/Vouchers Budget Date on the Distribut

6.

ion line must be between these

dates. NOTE: 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

Resource Type: |begins with v | |

Business Unit:  [= x| [sa000 Q
Ledoer Group: = - || QL
Account: | beging with = || Q,
Dept: |begin5 withjl a,
Oper Unit: | begins with | | Q
Sub-Account: | hegins with j | QL
Funil Type: | hegins with j | ')
Class-Funding: | hegins with j | '
Program: |begins wiith j| ')
Bud Ref: |begins wiith j| a,
Affiliate: | beging with > || Q,
Fund Affil: | beging with = || Q,
CFDAz: | hegins withj| Q
PC Business l.lnit:l heging with j | QL
Project: |hegins with j| Q
Activity ID: | begins with > || Q

Q

Q

Budget Period: |begins wiith j|

Search | | Clear | Basic Search Save Search Criteria

Populate the Ledger Group, the first two (2) digits of the Department ID, the five (5) digit
Class, and the two (20 digit Bud Ref.
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Resource Type: |begin5 with jl

Business Unit:  [= | |58000 Q
Ledger Group: =T |Allnt Q
Account: |begin5 wiith j' Q,
Dept: |begins with j|DE Q
Oper Unit: | beains with | | a,
Sub-Account: |begins with j| Q
Fund Type: |begin5 with jl QL
Class-Funding: |begin5 with j |1 9601 QL
Program: |begins with j| QL
Bud Ref: | beging with = | [og] Q
Affiliate: | begins with > || Q
Funi Affil: |begin5 wiith j' Q,
CFDA%: | begins with > || Q
PC Business Llnit:l hegins with j | &)
Project: |begins wiith j| a,
Activity ID: | heging with j| Q

a

Q

Budget Period: |begins with j|

Search | | Clear | Basic Search Save Search Criteria

Click _Search | |

Search Results

12 of 2
pC

Program Mﬂl.ﬁ"lliaha Eund CEDA# Business Project
Ref Affil Unit

8000  ALLOT (blanky 06 (blank) (blank) (blank 19601 (blank) 06 hlank) (blankd blank) tolank)  dblank) (blank) dlank)
2007

Activity Resource Budget
ID Tvpe Period

Business Ledger
LUinit Group

Oper Sub- Fund Class-
Unit Account Tvpe Funding

Account Dept

58000  ALLOT (hlanky 06 (blank) dolank) (blank) 19601 lank) 06 lanky blank) tblankd tilanky  (blank) (blankd (blank

Since this budget spans into a second fiscal year, there are two (2) links: 1) to access
the budget period of 2006 and 2) to access the budget period of 2007. The budget date
on the Distribution Line will determine which budget period transactions will post. It
takes both the 2006 and 2007 budgets to equal the total amount budgeted,
encumbered, and expended.
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To review the budget, click the link. In this example, FY 2006 will be used.

Budget Details
Class-
Business Unit Ledger Group Funding Dept Bud Ref Budget Period
58000 ALLCT 18601 06 06 2006
Ledger Amounts
Budget: 78,411.00 5 USD MaxRows | 00
Expense: 34,410.87 5 UsSD '
) LEDGER_KK - Atibutes
Encumbrance: - 2383063 5 UsD )
Pre-Encumbrance: 13,020.00 § VSD Parentf Children
Associated Budgets
Associate Revenue: 0.00. 8 usD
Available Budget
Withowut Tolerance: 8149505 WUsD Percent: {10.26% 5| Forecasts
With Tolerance: 814850 5 USD Percent: (10.26% &
Budget Exceptions
Exception Errors: ] Exception Warnings: 17 Budget Exceptions
[0 Return to Search | | 45 Nexct in List | 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 the AlMHUES |ink

Budget Detail Attributes

Control Budget Attributes

Commitment Control Option: Contral
Tolerance Percent: 0.00000000
Budget Status: Qpen

Begin Date: 0713172005
End Date: OBf30/2006

Ok |

click L—2%__1to return to the budget detail page.
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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: 78,411.00 5 USD MaxRows | 00
Expense: 34,410.87 5 UsSD '

] LEDGER KK - Aftributes
Encumbrance: - 2383063 5 UsD )
Pre-Encumbrance: 13,020.00 § VSD Parentf Children

Associated Budgets
Associate Revenue: 0.00. 8 usD
Available Budget
Withowut Tolerance: 8149505 WUsD Percent: {10.26% 5| Forecasts
With Tolerance: 814850 5 USD Percent: (10.26% &
Budget Exceptions
Exception Errors: ] Exception Warnings: 17 Budget Exceptions

[0 Return to Search | | 45 Nexct in List | ENotity

The Summarized amount is from the Ledger KK. If you select the detail = icon 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.

FPlease select one of the following links:

Drill to L edger
Drrill to Activity Log

Cancel |

Select the Drill to Activity Log [ink.
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Activity Log
Ledger:  ALLOT_EXP
Budget Activity Lines ormize | Find | i B8 First [ 1.5 01 55 [ Last
Budget Chartfields Line &mount
Tran D Tran Date Tran Line g_%;t_?.ﬁccoum %ﬂ Dept Bud Ref

@, 0002895580 0712652005 36 M 18601 06 06

@., Q002895580 0712652005 TaM 18601 06 06

@, 0002895580 07/26/2005 120 M 189601 06 06

@, Q002895623 Q7r26/2005 36 N 19601 06 06

@ 0002895623 072652005 TN 19601 0O 06

@ 0002895623 072652005 122 W 19601 06 06

@l 0002895623 072652005 165 N 19601 06 06

@, 0003045654 Q8r26r2005 36 M 19601 06 06

@, 0003045654 0Br26r2005 87 M 18601 06 06

@., Q003045654 QBr26:2005 129 M 18601 06 06

@, 0003044749 08r26/2005 36 N 189601 06 06

@, 0003045749 08r26/2005 TON 19601 06 06

@, Q003045749 08r26f2005 122 M 19601 06 06

@ 0003045748 082652005 165 N 19601 06 06

@ 0003108600 09/ 252005 1M 19601 06 06

@, ooo31g4712 0g9r23r2005 3G M 19601 06 06

ORI T A R AMIZIIE05 g A e TN ae n g pp P0G 05, e B _

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
0003441933
0003447371
0003447371
0003447371
0003447406
0003447406
0003447406
0003447406
0003461486
0003535331
0003588531
00035884531
0003588531
0003588618
0003588618
0003588618
0003588618
00035881189
0003598163

JONCRCRONCCRONCCRONCECROBCBCNONCECRCEC

Ok

i

11/08§2005
111 7i2005
T1Mai2005
11M&i2005
111182005
11/18i2005
111182005
11/18i2005
11182005
1172242005
121242005
12/2242005
12i2242005
122242005
1212212005
1212212005
1212212005
1212212005
122792005
122792005

TN
TN
3@
LR
139 N
38N
B3N
128 M
173 N
IN
3TN
34N
TTN
119 N
34N
Ta M
T16 N
187 M
TN
TN

19601
19601
19601
19601
19601
19601
19601
19601
19601
19601
19601
19601
19601
19601
19601
19601
19601
19601
19601
19601

il
0a
il
0a
il
06
il
06
il
il
il
il
il
il
il
0a
il
0a
il
06

Il
0g
0g
0g
0g
06
06
06
il
Il
Il
Il
Il
06
0g
0g
0g
0g
0g
06

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 % - Budaget Period Year Period Foreign Amount %

@, 0002895580 077262005 36N 2006 2006 1 363015 USD 363015 LSD
@, 0002995580 07/26/2005 TaN 2006 2006 1 G6.44 USD G6.44 USD
@, 0002885580 07/26/2005 120 M 2008 2008 1 341.48 USD 341.48 USD
@, 0002885623 07/26/2005 36 M 2008 2008 1 22321 UED 22321 USD
@, 0002885623 07/26/2005 TN 2008 2008 1 52.20 USD 52.20 USD
@, 0002995623 07/26/2005 122N 2006 2006 1 411.09 USD 411.09 USD
@, 0002895623 07/26/2005 1659 M 2008 2006 1 2317 USD 2317 USD
@, 0003045694 08/26/2005 36 M 2008 2008 2 363015 USD 363015 USD
@, 0003045684 08/26/2005 BT M 2008 2006 2 G6.44 USD G6.44 USD
@, 0003045684 08/26/2005 129 N 2008 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 79N 2006 2006 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 M 2008 2008 2 22.28 USD 22.28 USD
@, 0003108600 091 2/2005 1N 2008 2008 3 1000.00 USD 1000.00 USD
I T e LIPS liL P S B | LT AN R LT RES

To see the detail that makes up this transaction select the Lookup icon ®, to the left of
the line.

Payables Voucher Line Drill Down

Transaction Line Identifiers

Business Unit; 8000 Voucher ID: ao02s072
Voucher Line: 2 Distribwution Line: 1

Transaction Line Details

Account Fund Type Class-Funding Dept Bud Ref
531130 1000 19601 Q600001 06

Line Status: Yalid
Budget Date:  12/27/2005
Line Amount: 24 98 LsD

click —2<__|to return back to the activity log.
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Activity Log
Ledger:  ALLOT_EXF
Budget Chartfields Line Amount
Tran I Tran Date  Tran Line % - Budiet Period Year Period Foreign Amount %
@ 0002895580 07262005 36 M 2008 2006 1 363015 LSD 363015 USD
@ 00026895580 07262005 Ta M 2008 2006 1 GE.44 LSD G6.44 USD
@ 0002895580 07262005 120 M 2008 2006 1 341.48 LISD 341.48 USD
@ 0002695623 07262005 36 M 2008 2006 1 22321 UsD 2231 USD
@ 00026895623 07262005 Ta M 2008 2006 1 5220 USD 5220 UsD
@ 0002695623 07262005 122 M 2008 2006 1 411.09 LISD 411.09 USD
@ 00026895623 07262005 TBS M 2008 2006 1 2317 USD 2317 UsD
@ 0003045694 085262005 36 M 2008 2006 2 363015 LSD 363015 USD
@ 0003045694 085262005 a7 M 2008 2006 2 GE.44 LSD G6.44 USD
@ 0003045694 085262005 129 M 2008 2006 2 341.48 LISD 341.48 USD
@ 0003045748 085262005 36 M 2008 2006 2 22325 LSD 22325 USD
@ 0003045748 085262005 Ta M 2008 2006 2 5221 USD 5221 UsD
@ 0003045748 085262005 122 M 2008 2006 2 410,73 LISD 410,73 USD
@ 0003045748 085262005 TBS M 2008 2006 2 2228 USD 2228 UsD
_@;,nnuam%nn Q2005 e R I 11: P A 22006, | L See 00 LSO, 5 180000 USD
@, 000o4473 41 1151802005 | 2006 b 2006 U 3bgb s usU 630148 LISD
@, 0003447371 1141 802005 95 M 2008 2008 g GE.44 USD GE.44 LISD
@, 0003447371 1111802005 139 M 2006 2006 ] 341.48 USD 341.48 LUSD
@, 0003447406 11/18/2005 3 2008 2008 g 223.54 USD 22354 USD
@, 0003447406 11/1 802005 a3 n 2006 2006 g 5228 UsD 52.28 USD
@, 0003447406 11/1 802005 128 M 2008 2008 g 413.84 USD 413.84 LUSD
@, 0003447406 11/18/2005 173N 2006 2006 ] 2294 UsD 2294 UsD
@, 0003461486 11/2202005 IM 2008 2008 g 2488 USD 24.89 UsD
®, 0003535331 1201 202005 3N 2008 2008 B 2896.57 USD 296.57 USD
@, 0003588531 1202202005 34 M 2006 2006 b 363015 USD 3630145 LISD
@, 0003588531 1272202005 7T H 2008 2008 4 GE.44 USD G644 LSO
®, 0003588531 1272202005 119 M 2006 2006 4 341.48 USD 341.48 USD
@, 0003588618 1202202005 34 2008 2008 B 22358 USD 223488 USD
@, 0003588618 1272202005 Tam 2006 2006 4 5228 UsD 6229 UsD
@, 0003588618 122202005 T16 M 2008 2008 4 415.86 USD 415.86 USD
@®, 0003588618 1272202005 187 M 2008 2008 B 24 61 USD 2481 USD
@, 0003595119 1202702005 TH 2006 2006 b 1000.00 UsD 1000.00 LSD
@, 0003598163 122712005 THM 2006 2006 g 2498 UsD 24,92 UsD
Ok |

Click _2<__| to return to the budget details page.
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Budget Details

Class-
Business Unit Ledger Group Funding Dept Bud Ref Budget Period
a3000 ALLOT 19601 06 06 2006

Ledger Amounts

Budget: 78,411.00 & UsD Max Rows m

Expense: 34,410.87 § UsD Aftributes
Encumbrance: 23,830.63 5 USD _
Pre-Encumbrance: 13,020.00 § USD Farentf Children
Azsociated Budgets

Associate Revenue: 0.00 = UsD

Available Budget
Without Tolerance: 9,149.50 ,’E USD Percent: (10.26%) E Forecasts
With Tolerance: 8149505 USD Percent: 10.26%) &

Budget Exceptions
Exception Errors: 0 Exception Warnings: 17 Budget Exceptions

L Return to Search | | 45 Nextin List | (1= EINotity |

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

[ Find an Existing Value Y Add a New Value

Induiry Name:l hedins with j ||

Search | | Clear | Basic Search Save Search Criteria

Find an Existing Walue | Add 3 Mew Walue

Input your Run Control ID and select _Search |

Inquiry:  BUDGET_OVE Description: ¢E'UDGET OVERVIEW )
b rriount Criteria gearch | | clear | | Deete | | Refresn |

Budget Type
‘Business Unit: [58000 C & Ledger Group Ledger Group: Q Allotment Budgst Ladger Group

L Ledger Inquiry Set Ledger Inquiry Set:

*Type of Calendar: | Detail Bdgt Per ;l [ stat Code

Custarrize | Eind | View sl | B8 First [0 4 o 1 [ Last

From Budget . Include Adjustment  Include Closing

Select Ledger Group Calendar ID Period To Budget Period Periodis} Adjustments

v ALLOT EA Qeoos o Qoor J v C

hartField Criteria Budget Status
Short Hame ChartField ChartField Value To Value ¥ Cpen
Dept DEFTID |os Q, [oB 3 R ¥ Closed
Class-Funding CLASS_FLD |19501 , |19601 a  Hold
Buid Ref BUDGET_REF |06 <, |os| ) a

F savel [ENetify E~dd | |5 Update/Display |

Input the required data and select =~ S&arch |. NOTE: Be sure to tab out of the field to
validate the data.
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Ledger Group = ALLOT

DEPT = First two (2) digits of the Department
CLASS_FLD = Five (5) Digit Class
BUDGET_REF = Two (2) digit Budget Year

Business Unit: A8000
ALLOT

Detail Bdat Per

Ledger Group: Allotrment Budget

Type of Calendar:
Amounts in Base Currency:  USD
Revenue Associated [

*Motes

Display Options

Max Rows: I 100

e .

Ledger Totals {2 Rows)

) Available Budget: 16,054 37
Budget+Adjustment: 79.411.00 Net Transfer: 0.00
Expense: 40,319.41 Associate Revenue: n.00
Pre-Encumbrance: 0.o0
Encumbrance 73,037 22 Remaining Balance: 16,054 37
Available Budget: 16,054 37

Budit
Budget Chartfields

N Budget Amounts

Ledaer Group Class-Funding Dept Budl Ref Budget Period
1 & aLLoT 18601 06 06 2006
2 Fé. ALLOT 18601 06 06 2007

Feturn ta Critetia

Y Budget Amounts

A Tab to see additional information.

Select the

Builget Expense Encumbrance Pre- wal}le: Per_int Builiget Entry Type
Encumbrance Budget' Available
1 % 79.411.00 4031941 2303722 .00 16,054.37 20.22 &= Original
2 % 0.00 0.0o 0.oo 0.oo 0.00 0.00 & Original

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

line to review.

Budget Details

Budget:

Expense:
Encumbrance:
Pre-Encumbrance:

Associate Revenue:
Available Budget

Without Tolerance: 16,054.37 & UsD

With Tolerance: 16,054.37 & UsD

Exception Errors: 0 Exception Warnings: 4

Ledger Amounts

79.411.00 8
40,319.41 &
13037228

0.00 5

UED
gD
UED
gD

0.00 % UsD

Percent:  (70.22%) & Forecasts

Percent: (20.22%) &

Budget Exceptions

Aftributes
Parent f Childran

Associated Budgets

Click [._OK__ to return to the Budget Overview page.
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Business Unit: A8000
Ledger Group: ALLOT Allotrment Budget
Type of Calendar: Dietail Bdat Per

IAmounts in Base Currency: USD
Revenue Associated 7

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

) Available Budget: 16,0584.37
Budget+Adjustment: 759,411.00 Net Transfer: 000
Expense: 40,319.41 Associate Revenue: 0.00
Pre-Encumbrance: n.0a
Encumbrance 2303722 Remaining Balance: 16,054.37
Available Budget: 16,054.27

- — e - - e mn b PRV 5 gh s trt A . -

Budget Overview Results

Class- Budget Pre- Available Percent Budget Entry
Ledager LGroup ing Lept Bud ket : Budget Expense Encumbrance get” . i
Ledaer Group Fundin Dept Bud Ref Period Budget Expense Encumbrance Encumbrance Budget® Available Type
1B ALLOT 19601 0B 0B 2006  79,411.00 40,319.41 23.037.23 0.00 16,054.37 20.22 7 Criginal
2z E% ALLOT 19601 06 06 2007 0.00 0.0o 0.00 0.00 000 0.00% Original

Return to Criteria

To see all the data, select the Show Tabs [*= icon.
You can review another budget by selecting the Belurnto Criteria |jnk
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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. The system 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 Journal 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 DeptID Budg Per. Available 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 requires you fix the
budget.

PeopleBooks
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Inquity: BUDGET OVE  Description: |BUDGET OVERVIEW
Arnount Criteria search |  Clear |  Delete | Refresh |

‘Business Unit: ISBDDD Q O Ledger Group

" Ledger Inquiry Set

‘Type of Calendar: | Dietail Bdat Per

[

Budget Type

Ledger Group:

IALLOT QL Allotment Budget Ledger Group
Ledger Inquiry Set: I

[~ stat Code

From Budget - Include Adjustment
Select  Ledger Group Calendar ID Period To Budget Period Period(s) Adjustments
W ALLOT EA fz006 @ f2or @ W r
ChartField Criteria Budget Status
Short Name ChartField ChartField Value To Value [* ©Open
Dept DEFTID 06 Q |os a, [ Closed
Class-Funding CLASS_FLD 18801 Q |19601 Q ¥ Hold
Bud Ref BUDGET_REF 06 Q |os Q
Bl save] ([Elnatity

[Eadd | |42 UpdaterDisplay |
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Budget Detail Report

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

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

J Find an Existing Value Y Add a New Value

Search by: Run Control ID beging with UDGET_TRANS_DETAIL|

[ Case Sensitive

Search | Advanced Search

Input the Run Control ID and select _Search | |

COR134 Commitment Control Manual Page 58 of 77
Revised: December 1, 2006



CORE Oklahoma

Budget Transaction Detail

Run Control ID: BUDGET_TRAMS_DETAIL Eeport Manager Process bMonitor

Business Unit: {52000 & Department of Laboaor

Ledger Group: (JALLOT & @Iser Budget Overrides

T ——— —
& an 7 Specify Type: | ~1

& an 7 Range Date From: 07012005 [F Date To: (Jo6302006 ) =)

Commitment Control Ledger Type

| Ral =

= an i Salect

ChartField Selection :
Sequence Field L ong Name Select Value ChartField TO Walue

1] Class-Funding = |19Em L 19801 &}
2 Dept [ T <, |08 Q
3 Bud Ref [T [T 2, |ogl
'ﬁﬂfﬂ.ﬂte_ AUV S o S IS ——— - e g T e L e PR

Input the following data and click L_Fu"__|  NOTE: The User Budget Overrides needs
to be deselected.

Process Scheduler Request

User ID: R AeMELL Run Control ID: BUDGET_TRANS_DETAIL

Server Name: Tl RunDate: IDEIESIEDDB B3}
Run Time: |2:44:15F‘M Regetto Current DatefTime |

-

Recurrence:

Time Zone: I Q

Process List
Select Description Process Hame Process Type Type ‘Format

P GLSEODS GLES005 SQR Report [wen =|{Csv =} ¥

Q< | Cancel

The Server should be PSUNX and Format should be CSV. Click __9¥ |
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Budget Transaction Detail \

Run Control ID;  BUDGET_TRANS_DETAIL ReportManager Process Monitor L

Process Instance: 2843640
Report Request Parameters

Business Unit: ISSDDD 2. Depatment of Central Services
Ledger Group: IALLOT Q ™ User Budget Overrides
Transaction Type Option
®an C Speciy  Type: | -]
Commit Control Date Option
& a1 Range Date From: |07/01/2005 [ Date To: [o6i3072008 [

Ledger Type Option

[\ | " salect Commitment Control Ledger Type
| = =]
Refresh |
ChﬂrtFieId Selection Custornize | Find | i First U 4-17 of 17
Sequence Field Long Name Select Value ChartField TO Value
| 1 Class-Funding ¥ 19601 @ [19801 Q

| 2 Dept ¥ |os Q, [os a,
| 3 Bud Ref 2B T 2, |os ay
|~,,-—bf'r°j-“am*.. Ve - P L - PSP IS

Notice the process instance number. This number is used to identify this job. Click the
Process Monitor link.
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[ Process List | SemerList

User ID: IFMAKWELL G Twpe: | j Last: IEEI IDa\,fs 'I Refresh |
Server: I "I Hame: I QL Instance:l o |
Run I vI Distribution =] ¥ Save On Refresh

Status: Status
Process List C mize | Find | Wiew A First El 1-6 of & E| Last
Select Instance Seq. Process Type Process Name User Run Date Time Run Status W Details
| 943640 S0QR Report GL3a004a REmAMWELL gg_?ﬁﬂtltlﬁ 2:44:15PM Processing  MiA Details
[~ 2043633 Crystal GLCESI0- RMAMMELL ggiafzuuﬁ ZIVTIPM o icess Posted  Details
[~ 2943495  PSdok OCPZEEF0  RMAXWELL gglmm FOTASAM  ocress  Posted  Details
I 2043433 ’éﬂ‘;'ii;:”m FO_POCREATE RMAXWELL gglmm FITESPM - oicress Posted  Details
2843422 ’éﬁz'i'rf:m” FO_POCALC  RMAXWELL gzsxlsxzuua FIGO8FM o otess Posted  Details
I zo434pp  obelication FO_POCALC  RMaxwELL D2/15/2008 Z5T36PM o ioss Posted  Details

Engine CET

Go backto Budget Transaction Details

Bl zavel  [ENotity

FProcess List | Server List

The job is still processing. Click|_Re™esh | until the job is in a Success Status.
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Process List ' Server List |
User ID: IRMA}{WELL S Type: I LI Last: IED |Davs LI Fefresh I
Server: I 'I Mame: I Q Ins‘tance:' to |
Run | vl Distribution =l W Save On Refresh
Status: Status
Process List 5
Select Instance Seq. Process Type Process Name User Bun Date Time Run Status W Details
022352006 2:44:15PM .
[T 2943840 SOR Report GLS8005 RMAXNELL o2 Posted Details
I 2943639 Crystal GLOES30- RMawELL D222008 ZIVTEM 500005 Posted Details
I~ 2943495 PSJob OCPZ88P0O  RMANWELL D21 712008 S92458M 50005 Posted Details
- 2943423 Application PO_POCREATE RMaxwELL D21 32008 3T7ESPM o biess Posted Details
Engine CET
- 2943422 I E PO_POCALC  RMaxwELL D21 5/2008 3AS08PM o biecs Posted Details
Engine CET
[ 2843420 Application PO_POCALS  RMaxyweLl D2192008 Z5036FM o onee Posted Ditails
Engine CET
Go backto Budget Transaction Details
& save EIHotity
Frocess List| Server List
When the Job Status is Success, click the D'Etails jink.
Process Detail
Instance: 29432540 Twpe: SoR Report
Mame: SLEs00S Description: SLS2005
Fun Status: Success Dristribation Status: Posted
Run Comtrol ID: BUDGET_TRAMS_DETAIL 7 Hold Request
Location: Server T Gueue Request
7 Ce
Se - B S Cancel Request
7 Delete Request
Recurrence: © Restart Request
Request Created On: 02722520068 2:45:228PM ST Parameters Transfer
Fun Anytiome After: Q2222006 Z2:44:15PM &S5ST Message Log
Began Process At: OZf23/2006 245 46FPMW ST Batch Timinos
Ended Process Af: OZf232006 Z:47:41PM ST Wieww L ogfTrace
L] | Cancel |
Click the Y¥iew LowTrace [ink.
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Miew LogiTrace

Report ID: 1417962 Process Instance: 2943640 Message Log
Name: SLS8005 Process Tvpe: S0R Report
Fun Status: Success

GLSs005S
Dristribution NMode: FSSTGSL Expiration Date: IDBIDQIEDDB
File List
Marme File Size {(bwtes Datetime Created
Message Log 1,581 0202372006 2:47:41.000000PM CST
=8005 294364D.csv) 14,296 02232006 2:47:41.000000PM CST
Mrace File 122 02372006 2:47:41.000000PM ST
Distribute To
Distribution I Type ‘Dristribution 10
IIser RMAFWYELL

Heturn I

Click the CSV file link.

File Download |

Do you want to open or save this file?

@ Mame: gleB005 2343640 xl=
Twpe:  Microzoft Excel Worksheet, 1.22 KB

From: webdewv. oklaosf state ok ug

Open Save | Cancel I

¥ ilways ask before opening this type of file

harm your computer. If pou do nat trust the zource, do naot open or

@ "While filez fram the Intermet can be uzeful, zome files can patentially
zave thiz file. ‘what's the nsk?

Click = Heen
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FETpE=OT GL
Report ID: 5L38005 BUDGET TRANFage Mo. 1
Bus. Unit: 58000 - Departmer Run Date 22372008
Ledger Gr: ALLOT - Allatment |Run Tirme 14:45:47
Post Date: All Dates
Tran Type: All Types
10/27,/2005 GL_JOURIPYO0550743 102 10427 2005/ ayroll 0 0 0 0 B6.44
10272005 GL_JOURTPYO05507 43 14310427 22005/Payroll 0 0 0 0 34148
102772005 GL_JOURS 590765 57 10427 /2005/P Y 00590 0 0 0 0 22332
104272005 GL_JOURS 590765 55 10/27/2005/P 00520 0 0 0 0 52.23
1042772005 GL_JOURS 590765 58 10427 /2005/P 00530 0 0 0 0 #1385
1072772005 GL_JOURS 590765 B0 10427 /2005/P 00590 0 0 0 0 2335
11/8/2005 AP _WOUIC 23325 15 OFFICE OF PERSOD 0 0 0 0 40.2
11/8/2005 AP _WOUGC 23325 15 OFFICE OF PERSOD 0 0 0 -40.2 0
11/8/2005 AP _WOUGC 23328 1 OFFICE OF STATE 0 0 0 0 25.18
11/8/2005 AP _WOUC 23328 1 OFFICE OF STATE 0 0 0 -25.18 0
11/17,/2005 AP _VOUG 23800 1 CITY OF DKLAHOM 0 0 0 0 1,000.00
11A7,/2005 AP WOUG 23800 1 CITY OF OKLAHOM 0 0 0 -1,000.00 0
11/18/2005 GL_JOUR!PY00610063 110/ 1118/2005/Payrall 0 0 0 0 66,44
11/18/2005 GL_JOURIPY00610063 53 11/18/2005/Fayrall 0 0 0 0 363015
11/18/2005 GL_JOUR!PY00610063 154 1118/2005/Payroll 0 0 0 0 34148
11/18/2005 GL_JOURS 6510095 61 11/18/2005/PY0061C 0 0 0 0 22354
117182005 GL_JOURS 510095 62 11/18/2005/PY0061C 0 0 0 0 52.28
11/418/2005 GL_JOURS 6510095 63 11/18/2005/P 00610 0 0 0 0 41394
11415872005 GL_JOURS 510095 64 11/18/2005/PY0061C 0 0 0 0 22.94
11222005 AP_VOUC 23939 1 OFFICE OF STATE 0 0 0 -24.89 0
1172272005 AP _WVOUG 235939 1 OFFICE OF STATE 0 0 0 0 24.89
11/29/2005 PO_POEN 5809003665 17 OFFICE OF STATE 0 0 0 SDDI D_|
1211272005 AP_VOUC 24411 15 COMPSOURCE QK| 0 0 0 -296.57 0
121272005 AP _VOUG 24411 15 COMPSOURCE OK| 0 0 0 0 29657
i‘:!f:l"‘ﬂﬂﬁl:-"' [Ea 1N m]y D\fﬂﬂﬂ"?.’:"g . »F 9?"1 Tﬂ’z?ﬂnginawnll - PP = | - D rin | Il o EEoAd

Here is the report in a CSV format. It also can be run in PDF. This report is the detalil
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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Creating allotment in the future budget period

SFY 2006 SFY 2006

BUDGET 1000 BUDGET 1000
EXPENSE 50 EXPENSE 50
PRE- PRE-

ENCUMBRANCE 0 ENCUMBRANCE 0
ENCUMBRANCE 950 ENCUMBRANCE 950
TOTAL BUDGET 0 TOTAL BUDGET 0
SFY 2007 SFY 2007

BUDGET 0 BUDGET 0
EXPENSE 850 EXPENSE 850
PRE- PRE-

ENCUMBRANCE 0 ENCUMBRANCE 0
ENCUMBRANCE -850 ENCUMBRANCE -950
TOTAL BUDGET 0 TOTAL BUDGET 100

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 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

Foom % Schedule 4
Unit: 5g000  ReqlD: 5300000743 ‘Req Date: |WUMDDE Bl oriuin:|CF' B~ A XO=E f
‘Requester: |RMAXWELL U Ronney Mamwell [ Hold From Further Processin
Status: Pending  Budget StatusyError ) Accounting Date: IUEIUEIEUUE 5] :J:IIII-F}II{:_'J:IUSD Dollar A

Sel Line hem ID SS Flag Pl Description Agency Req Nbr RL
Type -~

W 1 |DQ?9 a O I Q1 Rental or lease semvices ofeq [y | 119

F

Total Amt: E,000.00 USD Total Base Amt: §,000.00 USD -
k-

"Gote: Header Defaults Header Comments... lterm Search Itern Dretail Line Defaults Line Details j
Catalog Ling Comments  Sourcing Contralg | -MOre... [ F

ESave:l 1 Return to Search] ETHotiny J f;Refresh] r
4

Forrn | Schedule L

From the REQ or PO form page click the Efrar |ink.
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Requisition Exceptions §_ Line Exceptions ﬁ]

Business Unit: 52000 Requisition 1D: 52000007 43 &
‘Exception Type: IEerr 'I I~ owverride Transaction e ﬂa @ S
Maximum Rows: I 100 I~ More Budgets Exist Advanced Budget Criteria
Budgels with Exceptions C mize | Find ol | i First K 1-10 o
Budget Override Budget Chartfields
Business Unit Ledger Group Owverride Budget Transfer
1 @ 52000 ALLOT ] GoTo ... 5
2 @ szooo0 ALLOT £ GoTo . =
3 @ 52000 ALLOT ] GoTo ... 5
4 @ sgo00 ALLOT = GoTo . =
5 @ 52000 ALLOT ] GoTo .. 5
6 @ szo00 ALLOT = GoTo ..
7T @ 52000 ALLOT ] GoTo .. 5
g @ szooo ALLOT E GoTo . &
a @ 52000 ALLOT ] GoTo .. 5
10 @ 53000 ALLOT E GoTo ..
a Save:l QReturn ta Searchj ElNcrtiﬁ,r :l
Click the Line Exceptions Tab.
/ Reguisition Exceptions Yy Line Exceptions
Business Unit: s8000 Requisition 1D: 52000007432 ;'EI
‘Line Status: I Error 'I ™ owerride Transaction a = @ =
Maxcimum Rows: | 100 ™ More Lines Exist
Line From: I R Line Thru: I (&}
Transaction Lines with Budget First El e
Line Values Lime Chartfields Line Amount ===k
Line W Schedule Budget Diate GL Business Unit
@ 11 1 0Z2/06/2006 53000
[ 11 z 0Z/06/2006 52000
[ 11 3 0Z2/06/2006 52000
[ 11 4 0Z2/06/2006 52000
[ 11 5 0Z2/06/2006 52000
[ 11 G 0Z/06/2006 52000
[ 11 7 0Z2/06/2006 52000
&= 11 a 020EZ006 s2000
[ 11 =] 0Z2/06/2006 52000
[ 11 10 0Z/06/2006 52000

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

Transaction Type: Purchase Reguisition
Requisition 1D: 5800000743
Line Number Schedule Distribwution Line

1 1 1

Budget Exception Details and the Budnet tems
Budget Chartfields i Budget Cverride T [E=5F
e  puoliess LEMEL  account Lass:  pep BudRef ~ DUEL
1 Errar 58000 ALLOT 18600 ng 06 2006
2 Warning 58000 ALLOT 18600 0g 06 2006
3'Warning 58000 DEPT 532000 18600 ngooa0 06 2006213

)4 |

Select the Budget Override Tab.

Exception Details

Transaction Type: FPurchase Requisition
Requisition ID: 5300000743
Line Number Schedule Distribution Line

1 1 1

Budget Chartfields Budget Override
. . . i Budget
Type Business Unit  Ledger Group Exception Description ﬁri(le
1 Enor 55000 ALLOT
2 Warning 58000 ALLOT Budget and Accty Date Differ
3 Warning 58000 DEPT Budget and Accty Date Differ

0l |

This page will give you the ledger group involved and the error message.
Review the list of error exceptions and how to fix.
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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_OCPPOQ0343

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

[ Find an Existing Value Y Add a Mew Value

Search by: Run Control ID begins with|

™ Case Sensitive

Search | Advanced Search

Find an Existing Value | Add 2 Mew Value

Input the Run Control ID and click ~ 5&arth |
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Fun Ocppo03dd

Run Control ID:  BUD_CASH_RPT EeportManager Process Monitor R
‘From Business Unit I aQ,
‘To Business Unit I Q
& Save | L Return to Search | +[E Previous in List | +[E] Mext in List | [=] Motify | S 2t | UpdateDizplay

Input the From and To Business Unit and click _Run |

Process Scheduler Request

User ID: RMAWELL Run Control ID: BUD_CASH_RPT

Server Name: (m Run Date: IQEE’I?UU6 ]

Recurrence: J Run Time: |4:21:3TF'M Resetta Current DateiTime I

Time Zone: I Q

3
,,Fermnl-\

Select Description Process Name Process Type ‘Type Distribution
I OCPPO343 PO BUDGET ERROR RPT  QCPPO343 Crystal |Web -~ | |FDF Diistribution
Ok | Cancel |

Server Name: PSNT
Format: PDF

C|ickL| )
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Run Ocppo0343
Run Control ID:  BUD_CASH_RPT Report Manager Process Manitor L |

@rncess Instance:SEdS?dD

‘From Business Unit ISBDDD Q

‘To Business Unit ISBDDD Q
& save | L\ Return ta Search | +E] Previous in List | +[E] Mext in List I Motify | [E 2t | Update/Dizplay

The Process Instance number identifies this job. Click the EeRoiManater |y

List " Explorer !Administratinni;‘ Archives

Folder: |_"I Instance: | to: | Refresh |

Name:l Created G-n:l ] Last: |_1 IDa\,rs "l

Custornize | Find | view &l | B8 First (g or 4 D Last
L g Completion Process
Report Description Folder Name %
Report Report Description Folder Name DateTime Report 1D Instance

1 Repatrt

Gobackto RUN QCPPO0343

& save |

List | Explorer | Administration | Archives

Click the { Administration ?Tab
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&ICHCHTHE delete hutton to delete the selectad report(s)

Bl save |

List | Explorer | Administration | Archives

F List Y Esplorer Y Administration % Archives
User ID: IRMA}{WELL Type: |_ ] Last: | 1 |Da~_.rs ~] Refrash |
Status: I "I Fol{ler:l ;l Instance: | to: |
Report List Customize | Find | Wiew: All | i First [«
Report Prcs . Request -
Select D inatance Description Dot Time Format Status Details
2292006 Acrobat )
= 1594808 3245?4({50F‘F‘O343 PO BUDGET ERROR RPT m B 0P o+ ndf Fosted Details
: 1202952006 Acrobat :
=] 1594807 3245737 Email e p— * pdf Posted Details
: : : 1202952006 Acrabat :
= 1594806 3245736 Single PO DispatchiPrint I p— * ) Posted Details
M elect all Deselect All

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

State of Oklahoma 12/29/2006
Office of State Finance 4:24:.04 PM
PO Budget Checking Error Report Page 1of 14
From Business Unit 58000  Thru 58000
PO Dist
Bus Line Sched Line Budget
Unit PO No No. Number No Class Dept Ref PO Date Line Amount Vendor Name
58000
5809000382 10 1 1 26500 0202002 15 2/6/2004 13,317.66 TRIANGLE/A & E INC
Ledger Group: Error Message:
ALLOT No Budget Exists
5809000383 7 1 1 26500 0202002 05 2/6/2004 620.00 RIDGWAYS INC
Ledger Group: Error Message:
ALLOT No Budget Exists
5809000383 8 1 1 26500 0202002 05 2/6/2004 0.00 RIDGWAYS INC
Ledger Group: Error Message:
ALLOT No Budget Exists
5809000383 9 1 1 26500 0202002 05 2/6/2004 0.00 RIDGWAYS INC
Ledger Group: Error Message:
ALLOT No Budget Exists
5809000383 10 1 1 26500 0202002 15 2{6/2004 46,550.00 RIDGWAYS INC
ok Wt i PR iyt UPIP | TS —h Bt e b - B e B et e .

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.

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 Codes

Error Code Description

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.

E6 Budget date is out of bounds.

E7 Spending authority over budget.

E8 CF (ChartField) funding source error.
E9 Cumulative calendar data not found.
E10 Cumulative date range not found.

COR134 Commitment Control Manual
Revised: December 1, 2006

Notes

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

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.

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.

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.

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

Page 74 of 77



CORE Oklahoma

Error Code Description
\

E11 Exceeds budget and is over tolerance for
referenced row.

E12 No budget exists for referenced row.

E13 Budget is closed for referenced row.

E14 Budget is on hold for referenced row.

E15 Transaction has offset account for
referenced row.

E16 Budget date is out of bounds for
referenced row.

E17 Spending authority over budget for
referenced row.

E18 CF (ChartField) funding source error for

referenced row.

Notes

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.

See E11.
See E11.
See E11.

See E11.

See E11.

See E7, E11.

See E8, E11.

e R L —

See B9, E11.

Cumulative calendar data not found for
referenced row.

E20 Cumulative date range not found for
referenced row.

E21 Exceeds statistical budget and is over
tolerance.

E22 Statistical budget does not exist.

E23 Exceeds statistical budget and is over

tolerance for referenced row.

COR134 Commitment Control Manual
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See E10, E11.

Occurs for budgets with statistical budgeting enabled.
See "Setting Up Basic Commitment Control Options," Statistical
Budgeting.

See E21.

See E21.
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- |
|

E24 Statistical budget does not exist for
referenced row.

E25 Spending authority over statistical budget
for referenced row.

E27 Spending authority over statistical budget.

E28 Referenced document balance is zero.

E29 Funding source allocation not found.

E30 Funding source allocation not found for
referenced row.

E31 Current budget period not in cumulative
range.

E32 Current budget period not in cumulative

range for referenced row.

From People Books

COR134 Commitment Control Manual
Revised: December 1, 2006

See E11, E21.

See E7, E11, E21.

See E7, E21.

The transaction (such as a voucher) has a referenced document
(such as a purchase order) that has already been fully liquidated.

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.

See E11, E29.

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.

See E11, E31.
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TBD Account Code

TBD = To Be Determined

e TBD is 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. NOTE: Be
sure to use the correct Budget Date.
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