e
State of Oklahoma
COR441

Budgeting by Operating Unit Manual

Office of Management & Enterprise Services

Y
RIS

OKLAHOMA




Page 2 of 36

Table of Contents

DOCUMENE HISTOTY ....ieiiiiiiieiie ettt ettt ettt et et st e e bt e e b e eseesnbeenseeenseenseesnseenseennne 4
Commitment CONLIOL ....c..eiiuiiiiiiiiiiie ettt sttt be et e b 5
K@Y TOIIMIS ...ttt ettt e e ettt e e ettt e e e s abb e e e e s asbaeeeeneaeeeesnsseeaesanssneessnsaeaeannns 6
PrOCESS FLOWS...c.neiiiiee ettt ettt ettt e bt e s it e bt e sabe et e e eaeesbe e enee 7
Commitment CONtrol OVETVIEW ......cc.eiiiiiiiiiiiiiiie ettt ettt ettt e s sbeeshe e enbeesane 9
ComMMItMENT ACCOUNTINE ....eeevvieeiiieeitieeeiteeeiteeeitreesteeesteeesseeessseeessseeessseesssseesssesensseesssaessseens 9
Underlying Date Structure of Commitment Control .............ccccevviiiiieniiiinienieeieie e 10
BUdZet DefINItION. ... .ceiiiiiieiiieiieeie ettt ettt et e bt etaesaaaesbeesnneenbeenseensbaenneesaeenneennaann 11
Control Budget Options PAGe .........coouiiiiiiiiiiiieiii ettt siveeseasnneeseesnsaens 12
Ruleset Chartfield Page.........c.oocuiiiiiiiiieiiciee ettt sttt e b esteesaeeneeeasaesseasnsessaesnsaens 13
Keys and Translations Pa@e ..........cceeeuiiiiiiiiiiie et ete e st e e saeeessaaessnaeesnnaaesnnneesnnaeennnes 14
Control Chartfield PAe .......cccvie ettt sre e e e e s ssa e e snaeeenaeesnneeesnsaeennnes 15
Budget OffSEts Page......viieeiiiiiiiecieece ettt st s s te e st e e et e e ssaaeessaaeesnseeenaaeennneesnnaeeneses 17
EXCIUAEd ACCOUNE TYPES...uuiiiiiiiiiiiieiiieeeieeeeiteesteeesaeeetteeetae e et aeeteeesssaeessseeesseeenseeesnseeennnes 18
Budget Journal ENIY .....cooiiiiiiiieeeeee st e sttt sbeesa s et eesaeenseeensaenseesnneensees 19
OVERIVICW ...ttt ettt et h ettt b e oae e ha e s bt et e aa e e bt e bt e ateeb e et eat e e bt et b st e bt enteeaeenbeenees 19
Step 1: Enter the Budget Journal Header ..............oocuioiiiiiiiiiiiie et 20
Step 2: Enter the Budget Journal Lines..........c.cooieiiieiieiiieiiesie ettt e sve e 22
Step 3: Post the Budget JOUrnal ..........c.coouiiiiiiiiiiiieiee ettt et 24
Step 4: Processing Budget Journal Errors...........cociiiiiiiiiiiiic st 26
Budget Journal E1rors PAE ........cooviiiiiiieiieee ettt e et e snae e e eaeeeeneeeesanes 26
Budget Journal Exceptions and COTrTECtIONS ...........eeiivureeiiiieeiieeeiteeessieeesseeessseeennreeesnssessseeesnnes 27
Budget Journal EXcCeptions Page..........cueevuiiiiiiiiiiie ettt e e s e e sne e e 28
Budget Journal Line EXCEPtions Page ........c.ccocuiiiiiiiiiieiiiiiieiieeieececee st snneens 29
Budget Journal COrrECtion ........c.eeiiieiiieiiieiieeie ettt eiee et eieeste e e ssnaeessaeeaeeebeasnneensaesnseens 29
Copy a Budget JoUrnal BNty ......cccoooiiiiiiiiiiiiiieieee ettt sbe e s e ebaeeeaeebeesnneesaesnneens 30
OVEIVICW ..ottt ettt ettt ettt ettt h bt a e bt et e et e e bt et e e bt e s bt et e eaeesbeanteestenbeenneeseenbeenees 30
Step 1: Open a Source JOUNAL..........c.ooeiiiiiiiiieiieceee e e e eaee e saaee s 30
Source Journal Header Page ..........cooviviiiiiiiie ettt 31
Source Journal Lines Page ........ccc.oiiiiiiiiiiieiiie ettt e e 32

Step 2: Process Budget JOUrNal CoPY .....uveeieiiieiiiieeiieeie ettt eve e e eve e ereeeeanee s 33

\V\J
,‘“A OKLAHOMA
" <« Office of Management

D & Enterprise Services



Page 3 of 36

Step 3: Edit and Post New Budget Journal .............cccoeeiiiiiiiiciiieceeeee et 34
Delete a Budget Journal ENtry ......c..ooouiiiiiiieeie ettt et 35
OVETVIBW ...ttt ettt ettt et e b e et e h e e et e e eb e e eab e e e bt e eabeesbeeeabeesbeeeabeesabeenbeeaaeesnbeenaneans 35
Step 1: Select the Budget Journal ............ocooiiiiiiiiiieieeeeeee e e 35
Step 2: Process Delete Budget Journal .............cocooiiieiiiiiiiiiiiiieceeee e 36

A4y
,‘h OKLAHOMA
" < Office of Management

PR~ & Enterprise Services



Page 4 of 36

Document History

Document Revision Date Description
1.0 06/01/2010 Initial Document
2.0 11/25/2024 Upgrade Update

A4y
M. okLAHOMA
"’ < Office of Management

PR~ & Enterprise Services



Page S of 36

Commitment Control

Commitment Control is an optional feature that enables control of expenditures actively against
predefined, authorized budgets. In particular, Commitment Control enables the business unit to:

e C(Create and maintain control budgets.

e Check actual transactions (such as actual expenditures and revenues) against control
budgets.

e Check imminent future financial obligations (pre-encumbrances and encumbrances)
against control budgets.

When a control budget is set up, it is associated with a particular General Ledger business unit
and the kinds of transactions that are to check against the control budget.

Once the budget is established, the transactions are checked against the budget. Passing or failing
of the transactions will depend on the degree of budgetary control set up for the budget and/or
the remaining available budget amount.
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Key Terms

Detail Ledger: A ledger is used to store accounting transaction details for a business unit.
Budget Definition

Budget Definition: A ledger group is a set of detail ledgers. A Commitment Control Expense
ledger group typically contains a budget, pre-encumbrance, encumbrance, and expense detail
ledgers.

Expense: An amount actually expended. Vouchers and general ledger journal entries are typical
sources for expenses.

Encumbrance: Amount in which there is a legal obligation to spend in the future. A purchase
order is a typical encumbrance transaction.

Pre-Encumbrance: Amount expected to be spent but are under no legal obligation to spend. A
requisition is a typical pre-encumbrance transaction.

PeopleSoft Trees: A graphical hierarchy that displays the relationship between accounting units,
e.g., account chartfield determines roll-up hierarchies.

Effective Dating: Information stored in critical tables is keyed by effective date. The effective
date is the date on which the information will take effect.

\V\J
,‘“A OKLAHOMA
" <« Office of Management

D & Enterprise Services



Page 7 of 36

Process Flows
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Commitment Control Overview

PeopleSoft Commitment Control enables tracking of expenditures and obligations against a
predefined, authorized budget. Commitment Control is configured to:

¢ Create and maintain tracking budgets.

e Track actual expenditures against the budget.

e Track imminent future financial obligations (pre-encumbrances and encumbrances) against
the budget.

Once budgets are established, all of these transactions are recorded against the budget.

Commitment Accounting

Commitment Accounting is an integral part of budgetary control. By establishing and tracking
commitments to spend funds—and by tracking these against budgets—an organization can
maintain a snapshot of future spending.

Three (3) expenditure commitment amount types are included in Commitment Accounting:

1. Expense
2. Encumbrance
3. Pre-Encumbrance

The following procedure from the procurement life cycle is a typical example of budget checking
from commitment through actual transaction:

1. When a requisition is generated, Commitment Control records it against the appropriate
budget and posts it as a Pre-encumbrance in the Commitment Control ledger.

2. When a requisition becomes a purchase order, Commitment Control liquidates the Pre-
encumbrance and posts the purchase order amount as an Encumbrance.

3. When the purchased goods or services are delivered and the Purchase order becomes a
Voucher, Commitment Control liquidates the Encumbrance and posts an Expense.
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Underlying Date Structure of Commitment Control

Commitment Control uses Ledger and Ledger Group structure to store summarized transactions
in the Commitment Control Ledger data table (LEDGER KK).

An expenditure Commitment Control ledger group consists of a budget ledger, pre-encumbrance
ledger, encumbrance ledger, and expenditure ledger; that is, a ledger for budget amounts and
ledgers for each transaction amount type that will process against the budget:

Commitment | Budget Pre- Encumbrance | Expenditure
encumbrance | Ledger Ledger

Ledger

I \
OPUNIT OPUNIT _BUD | OPUNIT_PRE | OPUNIT ENC | OPUNIT EXP

The way budget data is stored in the Commitment Control Ledger Data table and looks
something like this:

Acct Account | Operating | Budget | Posted Total
Period Period | Amt
OPUNIT | 2010 11 510000 00011 2010 $100,000
BUD
OPUNIT | 2010 11 510000 00011 2010 $3,000
PRE
OPUNIT | 2010 12 510000 00011 2010 $50,000
ENC
OPUNIT | 2010 12 510000 00011 2010 $25,000
EXP

Each time a budget-checked transaction updates the Commitment Control Ledger Data table, it
updates the Posted Total Amount by Fiscal Year and Acct Period. Note that the remaining
available budget balance is not a stored amount but is calculated each time the budget checking
process is initiated.

In the example above, the OPUNIT available budget is $22,000 ($100,000 - $3,000 - $50,000 -
$25,000)
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Navigation: Commitment Control > Define Control Budgets > Budget Definitions

Budget Definitions

‘ Find an Existing Value ‘ | Add a New Value ‘

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

* Search Criteria

*GptlD Value | = w 23000 0.|

Ledger Group | begins with V| OPUNIT Q.|

Description | begins with v| |

Cinclude History [CCorrect History [ Case Sensitive

Basic Search & Save Search Criteria

Search Resulis
WView All 1-20f2 w

SetlD Value Ledger Group Description

53000 OPUMIT_EXF | DHS Location Budget Definition
83000 OPUNIT_REY | Operating Unit Rev Budget Defn
"

SetID Value — Select or enter the agency business unit
Ledger Group — Select or enter OPUNIT ledger group.

Click Search to view the Operating Unit Ledger groups.

Select the Ledger Group from the Search results.
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Control Budget Options Page

[ Control Budget Options ‘ ‘ Ruleset Chartfield ‘ [ Keys and Translations ‘ [ Erior Year Adj ChartField ‘ ‘ Budget Period Status >
SetlD 83000 Ledger Group QOPUNIT_EXP
Effective Date | Q | 10f1 View All
oomest ) e v [+ =]
*Effective Date |01/01/1951 [ *Status | Active v
*Description |DHS Location Budget Definition Definition Status Valid (i ]
Budget Type Expense Associated Expenditure Budget
Tolerance Percent | | Parent Control Budget | Q |

Ruleset and Control ChartField

*Ruleset CE | Operating Unit V| Tree Name | 0.| Level Name | Q
“Control CF | Operating Unit V| Prior Year Adj | V| Default Ruleset DEFAULT
Chartfield

Commitment Control Options

*Control Option | Track w/e Budget v *Budget Status | Open v

[CJ Entries Must Balance [CJEnable Funding Source
[JEnable Statistical Budgeting
[CJChild Budgets Exceed Option

m Return to Search Previous in List l Mextin List H Motify l l Add l Update/Display l Include History H Correct History l

This is a Display only page. Values on this page cannot be changed without additional security.

Ruleset and Control ChartFields — The budget definition is defined by a single control
ChartField, in this case, Operating Unit. This is the ChartField that the budget processor
considers when determining if a given transaction line is subject to the rules associated with the
budget definition.

Control Option - ‘Track without Budget’ is selected when transactions are tracked even if there
is no budget setup. If a budget row does exist, warnings will be logged when transactions exceed
the budgeted amount. If no budget row exists, no warning is issued. No warnings are issued for
commitment control detail tracking ledger groups with the control option set to “track without
budget”.

Budget Status — Is set to ‘Open’. This means the budget can accept transactions.

Click the Ruleset Chartfield tab.
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Ruleset Chartfield Page

[ Control Budget Options ‘ [ Ruleset Chartfield ‘ [ Keys and Translafions ‘ [ Prior Year Adj ChartField ‘ b3
SetlD 83000 Ledger Group  OPUNIT_EXP
Effective Date @ 1of1 » | View All
*Effective Date | 01/01/1951 *Status B
*Description |DHS Location Budget Definition Definition Status Valid o

Ruleset ChartField Operating Unit

Ruleset @ | 1of1 v I View Al
*Ruleset | DEFAULT & Default E

Ruleset Keys

@ 1-10f1 » | View Al

*SetlD *Range From *Range To

| a] | aj | Q] (=]
m Return to Search Previous in List l Mextin List H Notify l ’ Add l Update/Display l Include History ” Correct History

This is a Display only page. Values on this page cannot be changed without additional security.
The Ruleset is set at ‘DEFAULT’. No rules have been defined for this budget definition.

Click the Keys and Translations tab.
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Keys and Translations Page

‘ Control Budget Options ‘ ‘ Ruleset Chartfield ‘ I Keys and Translations 1 ‘ Prior Year Adj ChartField | | Budget Period Status ‘ >
SetiD 83000 Ledger Group  OPUNIT_EXP
Effective Date ‘E| of 1~ View All
*Effective Date “Status | Active ~ \ ‘E' ‘E'
*Description ‘DHS Location Budget Definition Definition Status Valid o Reset
Ruleset ‘E| i1 v View All
“Ruleset ‘DEFAULT Default [JEnable Cumulative Budgeting
CalendariD [EA Q| O Derive Dates [ a
- Cumulative Calendar
Keys and Translations
|F.‘ ‘E‘ 60f6 v | View Al
*ChartField Tree Name Level Name *Value Required
Account | Q ‘ | Q ‘ Required |T‘ |_|
Bud Ref | Q ‘ | Q ‘ | Not Required ~ ‘ |T‘ | - |
Class-Funding | Q ‘ | Q ‘ | Not Required ~ ‘ |T‘ |?|
Dept | Q ‘ | Q ‘ | Not Required v ‘ |T‘ |?|
Fund Type [ al | Q| [ NotRequired v |T‘ |?|
Operating Unit | Required ~ ‘ |T‘ |f|
m ‘ Return to Search Previous in List Next in List | | Notify Add | Update/Display ‘ Include History | Correct History
Control Budget Options Ruleset Chartfield Keys and Translations Prior Year Adj ChariField Budget Period Status Control ChartField Offsets Excluded Account Types

This is a Display only page. Values on this page cannot be changed without additional security.

Ruleset — The Calendar ID is set to ‘EA’. This is the primary budget period calendar to specify
the budget periods valid for the Ruleset. If a Calendar ID is not specified for the Ruleset, the
entire budget is viewed as a single period.

Keys and Translations — Defines the key chartfields and translation trees for the budget
definition.

Account — An account value is a required chartfield on all transactions for successful budget
checking.

Tree Name/Level Name — PeopleSoft can use Trees to translate detail chartfield values to a
value level.

Operating Unit is a key chartfield. The Operating Unit will record at the detail value on the
commitment control ledgers. This is a required chartfield in this example.

Click the Control Chartfield hyperlink at the bottom of the page, or click the arrow to the right
of the tabs to view additional tabs and click the Control Chartfield tab.
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Control Chartfield Page

(‘ Prior Year Adj ChartField H Budget Period Status H Control ChartField H Offsets H Excluded Account Types ‘

setiD 83000 Ledger Group  OPUNIT_EXP
Effective Date [a] View A
*Effective Date [0101/1951 x| *status. | Active v ‘ + ‘ ‘ = ‘
“Description ‘uns Location Budget Definition Definition Status Valid [:]

Control ChartField  Operating Unit DAl Control Values. OBypass Blank Values

Search Criteria @

SetiD ‘\ Q| Range From Q| Range To al ‘ Search

SetiDs for ChartField [a] View A

*setid (83000 Q O Select SetiD for deletion - Delete selected Chartfield values Ll ‘ + ‘

ChartField Values

(5][a] venai

Control Values ‘ Status ‘u»

Select. *Range From “Range To Control Option Budget Status DAt Tol. Tolerance %  Begin Date End Date “Derive Dates Cumulative Cal FSRequired DAt Entry Event

o [0 al  [soz03500 a] [Tackwosud v| [open  ~ =l B e | | al o

£l
[+]

m‘ Retum to Search | | Previousin List | [ NextinLit | [ notiy | [[aa | dateiDisplay | [ Include History | [ Comect History |

The fields on this page are active. Values on this page can be changed by the user.

All Control Values - Selecting this option enables all ChartField values for the control
ChartField at or above the tree level entered on the Keys and Translations page for budgeting.
Since a tree level was not selected on the Keys and Translations page for the ‘Operating Unit’
chartfield, this option was left blank.

SetID — Business unit for the agency.

Chartfield Values:
Range From / Range To - Enter a range of chartfield values that share the same control option
for budget checking. To enter one value, repeat it in both fields.

Control Option - Defaults as the control option value from the Control Budget Options page.
Individual or a range of chartfield values may be controlled here. Available Control Options are:

e Control — This option is used to strictly control transactions against budgeted amounts.
Error exceptions are logged when transactions exceed the budgeted amount. No
additional processing can be executed for the transaction.

e Tracking with Budget - Tracks transaction amounts against a budget but does not issue
error exceptions unless there is no corresponding budget row. A transaction will pass if a
budget row exists, even for a zero amount, but will issue a warning when transactions
exceed the budgeted amount.

e Track without Budget (aka Track) - Tracks transactions even if there is no budget set
up. No warning is issued for the track without budget control option with commitment
control detail tracking ledger groups.
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NOTE: This value may be changed. The user needs a thorough understanding of Control
Options before changes are made.

Status - Default value selected from the Control Budget Options page. The status should have a
value of Open. This means the budget can still accept transactions.

NOTE: Do not change the status.

DAt Tol. (default tolerance), Begin Date, End Date, Derive Dates, Cumulative Cal
(cumulative calendar), FS Required (Funding Source Required) are not applicable to this budget
definition configuration.

Click the Offsets tab.

\V\J
,‘“A OKLAHOMA
" <« Office of Management

D & Enterprise Services



Budget Offsets Page

Page 17 of 36

|

< Prior Year Adj ChartField H Budget Period Status H Control ChariField H Offsets H Excluded Account Types

SetlD 83000 Ledger Group OPUNIT_EXP

1of1 w | View All

[+)[=]

Effective Date

*Effective Date |01/01/1951

*Description | DHS Location Budget Definition

Definition Status Valid

No Offsets Required

m Retumn to Search Previous in List I Mext in List H Notify ] l Add ] Update/Display l Include History H Correct History

Control Budget Options | Ruleset Chartfield | Keys and Translations | Prior Year Acj ChartField | Budget Period Status | Control ChartField | Offs

ets | Excluded Account Types

This is a Display only page. No offsets were defined for this budget definition.
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Excluded Account Types

'Y | Prior Year Adj ChartField | | Budgeat Period Status | Conirol ChartField | | Offsets | [ Excluded Account Types
SetlD 23000 Ledger Group  OPUNIT_EXF
Effective Date @ 1of1 W | Wiew Al
*Effective Date | 01/01/1851 i) *Status B
*Description | DHS Location Budget Definition Definition Status “alid o
= SefiDs for Excluded Account Types @ | Taf1 & Wi Al

Excluded Account Types

@ 1-4of 4 + Wiew All

*Account Type Description Exceptions
|A Q | Aszet Exceptions E\
||_ Q | Liability Exceptions E\
Q Q Equil Exceptions
quity
|R Q | Revenue Excegtions B
~  SefiDs for Excluded Accounts [al: 1ot w | ViewAl

[+][=]
Excluded Accounts
IE' 1-50f6 w | Wiew Al
Accounts Status | v

*From Account Description *To Account Description
600000 aQ OTHER USES OTHER USES
801000 Q AFP Encumbrances 801000 AFP Encumbrances

801100 Q AFP Encumbrances G01100 AFP Encumbrances

Iilli
[#] [+] [+] [+] [+] [+]
I} Ny A

620000 Q.|  Transfers Out Transfers Out
621000 Q.|  Appropriated Transfers Cut 821000 Appropriated Transfers Out
TED Q Req Only TBD Q Req Only

o ] [ e [

This is a Display only page. Values cannot be changed without additional security.

Excluded Account Types - Excludes all Asset, Liability, Equity and Revenue accounts from the
budget checking process.

Excluded Accounts - Excludes individual expense accounts from the budget checking process.
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Budget Journal Entry
Overview

Budget journals may be entered manually to establish or change the budgeted amount for a
control budget. Budget journals post to budget ledgers. The way budget journal entries are
processed depends on the rules set up for the budget definition.

Successful budget journal entry and posting follows the major steps below:

Enter budget journal header information on the Budget Header page.

Enter budget journal lines on the Budget Lines page.

Edit and post the budget journal.

If entries fail edits, check the applicable errors page, correct the errors, and process
the journal again.

b=
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Step 1: Enter the Budget Journal Header

Navigation: Commitment Control > Budget Journals > Enter Budget Journals

Enter Budget Journals

| Find an Existing Value ‘ ‘ Add a New Value

Business Unit (83000 Q|

*Journal 1D |NEJ{T |

*Journal Date |11x25x2n24

iy
man

N J

Business Unit — select the agency’s General Ledger business unit.

Page 20 of 36

Journal ID — leave as ‘NEXT’ to allow the system to assign the Journal ID. Alternatively, key

the Journal ID value. Journal IDs are unique by business unit.
Journal Date — defaults to the system date or date may be entered.

Click the Add button to enter the Budget Journal Entry pages.
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Budget Header H Budget Lines || Budget Errors |
Unit 83000 Joumal ID  NEXT Date  11/25/2024
*Ledger Group |OPUNITEXP Q| Fiscal Year 2025 period 5
Control ChartField Operating Unit *Currency |USD Q |
Budget Header Status  none Rate Type |CRRNT Q|
*Budget Entry Type | Original b Exchange Rate | 1.00000000| B
=

Cur Effdt | 1172512024

|

Parent Budget Options
Budget Type Expense
Generate Parent Budget(s)
Use Default Entry Event

Parent Budget Entry Type
Attachments (0)

Long Description

254 characters remaining

Alternate Description

150 characters remaining

| Motify || Refresh | | Add || Update/Display |
—

Ledger Group - Select value ‘OPUNIT EXP’ from the lookup. Ledger groups PRJ] CH KK
and PROJECT KK may also be listed in the lookup search results.

NOTE: Budgets for PRJ CH KK and PROJECT KK ledger groups are entered through the
Grants and Project Costing modules. Do not enter budgets for Grants or Projects here.

Budget Entry Type - Original indicates an original budget journal entry. This is used to record
adopted or approved budgets. Adjustment is a change to an original budget. The selection has no
processing functionality. However, budget entry types enable the proper segregation of budget
amounts for reporting.

Currency — Leave as default value USD.

Rate Type — This is used for foreign current translation. Leave value as CRRNT.

Exchange Rate — This is used for foreign current translation. Leave value as 1.0.

Current Effdt - This is used for foreign current translation. This date will default as the journal
date.

Long Description — Enter a description of the entry.

Click Budget Lines Tab.
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Step 2: Enter the Budget Journal Lines

| Budget Header H Budget Lines H Budget Errors |

Unit 83000 Journal ID NEXT Date  11/25/2024 Budget Header Status ~ None

“Process | PostJournal hd Process

~ Lines

| =] | | Q ‘ View All
I Chartfields and Amounts } ‘ Base Currency Details | 1>

Delete Line Ledger Budget Period SpeedType Account Oper Unit Fund Type Dept Class-Funding |
=) 1 GPUNIT_BUD \ al | Q al | al | al || al | al |

o C—— »

Lines to add N —
1 ‘ + - Journal Line Copy Down From Line ‘ ‘ To | ‘ ‘ Generale Budget Period Lines |
Totals
Total Lines 1 Total Debits  0.00 Total Credits  0.00
m | Natify ‘ | Refresh ‘ | Add ‘ | Update/Display

The following elements may be manipulated to enter journal lines:

Enter the number of lines to add in the “Lines to add” field and click the Plus (+) button to add
additional journal lines to the scroll.

All fields from the previous line are copied to the new line or lines. The fields that are copied can
be limited by clicking the Journal Line Copy Down link to access the Journal Entry Copy
Down Option page. Select the desired fields for copying.

Select the Delete check box for the lines and click the Minus (-) button to delete specific lines
from the journal.

The Refresh button updates the Journal Totals and other data elements on the screen.

The Save button will save the budget entry and assign a Journal ID. The entry is still eligible for
editing.

The Generate Budget Period Lines button is not applicable for the budget configuration. The
Generate Budget Period Lines button is used for budget definitions that use Cumulative
Budgeting, i.e., crosses over Budget Periods. This button creates future Budget Period rows.

Chartfields and Amounts:

Budget Period — The budget period is based on the State Fiscal Year which begins July 1 and
ends June 30. Populate this field with the appropriate budget period.
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Account — Enter an Expense account at the appropriate level. Refer to the budget definition
Keys and Translations page of this manual. For example, enter account ‘510000’ to budget for
all payroll and professional consulting expenses, i.¢., transaction detail accounts that begin with
SIxxxx’.

Oper Unit — Enter the appropriate Operating Unit chartfield.

Amount — Enter the budget dollar amount.

Speed Type — Not applicable for this budget journal entry.

Set Options — Not applicable for this budget journal entry.

Base Currency Details - Not applicable for this budget journal entry.
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Step 3: Post the Budget Journal

I Budget Header I [ Budget Lines } [ Budget Errors I
Unit 83000 Journal ID  NEXT Date  11/25/2024 Budget Header Status ~ None
*Process | Post Joumnal ~
~* Lines
|ﬁ||Q| 1-10f1 v | view an
I Chartfields and Amounts } [ Base Currency Defails 1»
Delete Line Ledger Budget Period SpeedType Account Oper Unit Fund Type Dept Class-Funding |
m] 1 OPUNIT_BUD |2025 Q| | Q  [sto0  af [210120m @ | al | al | a| [
o »
Lines to add — —
1| ¢ = Journal Line Copy Down Fromiine | | To| | [ Generate Budget Period Lines I
Totals
Total Lines 1 Total Debits  0.00 Total Credits  0.00

* Lines
|ﬁ-"iHQ‘ 1of1 v | view Al
{ Chartfields and Amounts I I Base Currency Details } I»
Delete Line Ledger Budget Period is-Funding Bud Ref Set Options Currency Amount
D 1 OPUNIT_BUD [2025 Q al | a| | setopions | [usp a| 100000

4 S v

Post the budget journals by selecting Post Journal in the Process field and click the Process
button.

NOTE: A message will appear, “Are you sure you want to post this journal?”. Respond
with ‘Yes’.

Commitment Control posting performs a series of edits. If the entries pass the edits, the process
posts the entries to the budget ledger.
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If the posting process is successful, the Budget Header Status is set to Posted.

v |

Journal ID 0004824920 Date 11/25/2024 CErors Only |Budse( Header Status P‘“‘Ml

- -

44 el b ] viewan
Base Currency Details | [I»
Line Ledger Budget Period SpeedType ‘ Account ‘Oper Unit $:I:I Dept Class-Funding Bud Ref Set Options C
1 OPUNIT_BUD 2025 ‘ Q 510000 21012011 1000 2900005 ‘ 19900 ‘ 25 Set Options L
o ——— »

v w et

Totals

Total Lines 1 Total Debits  0.00 Total Credits  100,000.00

[ Return to Search H Notify H Refresh l
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Step 4: Processing Budget Journal Errors
If the budget journal entry posting process is not successful, the Budget Header Status is set to

Page 26 of 36

I Budget Header I Budget Lines H Budget Errors
Unit 83000 Journal D 0004824920 Date  11/25/2024 DErrors Only Budget Header Status ~ ETTOr
*Process | Post Journal -
¥ Lines
\E\ 1-10of1 v View All
{ Chartfields and Amounts H Base Currency Details }ub
Delete Line Error Ledger Budget Period SpeedType Account Oper Unit Fund Type Dept Class-Funding
u] 1 x OPUNIT_BUD 2025 al | Q  [stoo0  af 201211 Q] | al | al |
4 »
nes to add
] o = Journal Line Copy Down From Line D To D[ Generate Budget Period Lines ]
Totals
Total Lines 1 Total Debits  0.00 Total Credits  100,000.00
m[ Return to Search H Notify H Refresh ] Add Update/Display

Click the Budget Errors Tab.

Budget Journal Errors Page

'Go To Header Field Name Set

Go To Header

> Line Errors
]

Go To Line Line # Field Name Set

Go To Line

Ii Retum to Search ” Notify ” Refresh ]

| Budget Header H Budget Lines H Budget Errors l
Unit 33000 Journal ID 0004824920 Date  11/25/2024 Budget Header Status ~ Error
* Header Errors
=)l et

Message Text

Budget exceptions have been logged. Review the Budget Journal Exceptions page for more detail.

1-10f1 w

Message Text

| view Al

Add Update/Display

Click the Go To Header link in the Header Errors scroll area to open the Budget Header page.
Budget header journal errors may be corrected.

Click the Go To Line link in the Line Errors scroll area to open the Budget Lines page and

correct errors.
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Budget Journal Exceptions and Corrections

If the budget journal entry fails edits or receives warnings, use the budget journal exceptions
pages to view the exceptions and derive more detailed information about the budget journals,
journal lines and the associated exceptions.

Navigation: Commitment Control > Review Budget Check Exceptions > General Ledger >
Review Budget Journals

Budget Journal

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

Find an Existing Value |

* Search Criteria

Commitment Control Tran ID | beqins with v| | |

Commitment Control Tran Date | = v =)
“Business Unit | = v| 83000 Q |
Journal ID | begins with « | | Q |
Journal Date | = vl =)
Process Instance | = v |
Process Status | = vl | v

Basic Search &P Save Search Criteria

Enter additional criteria or click the Search button to return budget journals with an Error
status.

Search Results

View All 1-10f1 »

Commitment Control Tran ID Commitment Control Tran Date Business Unit Journal ID  Journal Date UnPost Sequence Process Instance Process Status

0037532846 11/25/2024 23000 0004224920  11/25/2024 0 29701491 Error

Click a link in the Search Results to open the Budget Journal Exception pages.
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Budget Journal Exceptions Page

[ Budget Journal Exceptions l [ Budget Line Exceptions l
Business Unit 83000 Journal ID 00048249207 Journal Date  11/25/2024
*Exception Type ‘ Error -~ Override Transaction i} = R
Maximum Rows ‘ 100| More Budgets Exist
Advanced Budget Criteria
Budgets with Exceptions
|EQ'HQ| 1-40f4 | View All
[ Budget Override ‘ ‘ Budget Chartfields (13
Details Business Unit Ledger Group Exception More Detail OB‘TJS:? Transfer
1 Y 83000 OFUNIT_EXP Key Chartfield is Blank More Detail GoTo .. &
2 Q 83000 OPUNIT_EXP Key Chartfield is Blank More Detail GoTo .. &
3 @ 83000 CPUNIT_EXP Key Chartfield is Blank More Detail GoTo .. &
4 R 83000 OPUNIT_EXP Key Chartfield is Blank More Detail GoTo .. &
[ Return to Search l [ Notify I

Review the Exception message in the Budget with Exceptions section.

For additional information, click the More Detail link.

Explain x

Help

Message:
Key Charifield, BUDGET_REF, is Blank

Description:
Key Chartfield, %1, is Blank

Click the Return button to return to the previous page.

Click the Budget Journal Line Exceptions Tab.
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Budget Journal Line Exceptions Page

| Budget Journal Exceptions | [ Budget Line Exceptions l
Business Unit 83000 Journal ID 000482492 Journal Date  11/25/2024
“Line Status | Error v ‘ Override Transaction e | R
Maximum Rows | 1UD| More Lines Exist
Line From | Q ‘ Line Thru Q
| Search |
Transaction Lines with Budget Exceptions
|EE‘EHQ| 1-10f1 v | view Al
[ Line Values l ‘ Line Chartfields | | Line Amount |13
Details Line Ledger Budget Date GL Business Unit
@ 1 OPUNIT_BUD 0770172024 83000
m | Return to Search | | Motify |

This page displays exceptions associated with a particular journal line.

Click the View Other Links icon located next to the Journal ID, outlined above, to access the
original budget journal.

Budget Journal Correction

Make corrections as needed to either the Budget Header or Budget Lines page.

Post the budget journal by running the Post Journal process. Refer to Step 3: Post the Budget
Journal for additional help.

Repeat Step 3: Post the Budget Journal and Step 4: Processing Budget Journal Errors as
required until all budget journals are successfully posted.
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Copy a Budget Journal Entry

Overview

Open an existing budget journal using the Budget Journal Entry page to copy it to a new budget
journal entry. This includes posted, unposted, edited, and edit required budget journals. Journals
having an error status can also be copied.

When the copy process finishes successfully, the Budget Journal Entry page is refreshed and is
loaded with the newly copied journal and unique Journal ID.

Most of the data for the new journal comes from the source journal. For example, those lines
having a budget period, the budget date is populated with values from the original journal but for
lines without budget period, the budget date takes the value from the new journal date.

With the exception of these changes, an exact copy of the source journal is created.

Step 1: Open a Source Journal

Navigation: Commitment Control > Budget Journals > Enter Budget Journals > Find an
Existing Value

Enter Budget Journals

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 Criteria

*Business Unit | = V| |83000 Q|

Journal 1D | begins with v| |0004824920 |

Journal Date | = vl |
UnPost Sequence | = v |
Ledger Group | begins with v | | Q|
—— 2

Description | begins with v| | |

[JCase Sensitive

‘ Clear ‘ Basic Search & Save Search Criteria

Enter additional criteria as needed and click the Search button to locate and open a source
journal.
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Source Journal Header Page
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[ Budget Header } [ Budget Lines ‘ [ Budget Errors ‘
Unit 83000 Journal ID 0004824920 Date  11/25/2024

Ledger Group OPUMNIT_EXP Fiscal Year 2025 Period 5

Control ChartField Operating Unit Currency USD
Budget Header Status Posted Rate Type CRRNT
Budget Entry Type  Original Exchange Rate 1.00000000 =
Cur Effdt  11/25/2024
P t Budget Opti
arent Bucget Uptions Budget Type Expense
Generate Parent Budget(s)
Use Default Entry Event
Parent Budget Entry Type
Attachments (0)
Long Description
4
254 characters remaining
Alternate Description
=
A
150 characters remaining
[ Return to Search ] l Motify ] l Refresh Add Update/Display

Click the Budget Lines Tab.
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Source Journal Lines Page

[ Budget Header I I Budget Lines } [ Budget Errors }
Unit 83000 Journal ID 0004824920 Date  11/25/2024 Errors Only Budget Header Status ~ Posted
| *Process | Copy Journal v“
¥ Lines
@ 1-10f1 » | View All
[ Chartfields and Amounts l ‘ Base Currency Details |13
Line Ledger Budget Period SpeedType Account ‘Oper Unit ;;':3 Dept Class-Funding Bud Ref Set Options C
1 OPUNIT_BUD 2025 Q 510000 21012011 1000 2900005 19900 25 Set Options L
4 S ——— ]
From Line To Generate Budget Period Lines
Totals
Total Lines 1 Total Debits  0.00 Total Credits  100,000.00
Im i Return to Search I i Notify I [ Reifresh ] Add Update/Display

Open the Budget Journal Copy page by selecting Copy Journal in the Process field and click
the Process button.
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Step 2: Process Budget Journal Copy

Budget Journal Copy X

Help

Business Unit g3000 *New Journal 1D ‘NEJ{T |

Lodger Grosp  opytaT EXP New Journal Date | 11/25/2024 [

Currency Effective Date ‘ :|

JournalID  ppp4ag24920

Journal Date  44725/2024 *Budget Entry Type | Criginal v|

Parent Budget Options

*Parent Budget Entry Type

Save original journal and Copy

“‘ Cancel || Refresh

New Journal ID — the system automatically assigns the next available value.

New Journal Date - enter the date for the new journal. The system uses Business Unit, New
Journal ID, and New Journal Date to check for the creation of duplicate journals and prevents
duplicates by issuing an error message. Copied budget journal lines with an existing budget
period are populated with values from the original journal.

Currency Effective Date — the system uses the new journal date when it copies the journal.

Budget Entry Type - select the budget entry type for the copied journal, which can be either
Original or Adjustment. The value defaults from the budget entry type of the source journal but
can be changed for the newly copied journal here.

Click the OK button to initiate the Budget Journal Copy process.

The new budget journal will automatically open and appear on the page.
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Step 3: Edit and Post New Budget Journal
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I Budget Header I [ Budget Lines I I Budget Errors I
Unit 83000 Journal ID 0004824921 Date  11/2512024 Errors Only Budget Header Status ~ None
“Process | PostJournal v
* Lines
\E\ 1-10f1 v | view Al
I Chartfields and Amounts I | Base Currency Details \ »
Delete Line Ledger Budget Period SpeedType Account Oper Unit Fund Type Dept Class-Funding |
a 1 OPUNIT_BUD ‘2025 Q‘ | Q 510000 Q‘ ‘21012011 Q ‘ |muu O.| |2900m:5 O.| ‘19900 Q ‘ I
4 4
nes to add
I + - Journal Line Copy Down From Line D To Ij [ Generate Budget Period Lines I
Totals
Total Lines 1 Total Debits  0.00 Total Credits 100,000.00
m [ Return to Search ] [ Notify ] i Refresh I Add Update/Display

Edit, add, or delete budget lines as required.

Post the budget journal by running the Post Journal process.

Refer to Step 2: Enter Budget Journal Lines or Step 3: Post the Budget Journal for

additional help if needed.
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Delete a Budget Journal Entry
Overview

There may be various reasons why a budget journal entry may need to be deleted such as a
duplication or an entry created in error.

If the Budget Header Status is NOT Posted or Unposted, a budget journal entry may be
deleted. Commitment Control budgets are not affected by deleting a budget journal entry.

Step 1: Select the Budget Journal

Enter Budget Journals

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

Find an Existing Value l ‘ Add a New Value \

¥ Search Criteria

*Business Unit | = +| |83000 Q|

Journal ID | begins with v| | |

Journal Date | = vl |
UnPost Sequence | = v | |
Ledger Group | begins with v | | 0,|
Budget Header Status | not=  ~| | Posted ~|

Description | begins with v| | |

O Case Sensitive

Basic Search [ Save Search Criteria

Search Resulis
View All 1-13 0f 13 ~

Business Unit Joumal ID  Journal Date Ledger Group Budget Header Status Description

83000 0004824921 | 11/25/2024 OPUNIT_EXP None (blank)
83000 0004695075 | 01/09/2024 | OPUNIT_EXF None reversing test amount
23000 0004712461 01/08/2024 | OPUNIT_EXP Edit Error Second attempt to remove $1,00

The criteria was added to help identify budget journals eligible for deletion. Click the Search
button.

All budget journals returned in the Search Results are eligible to be deleted based on the Budget
Header Status.

Click the desired budget journal link to access the Budget Journal Entry pages.

Click the Budget Lines Tab.
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Step 2: Process Delete Budget Journal
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I Budget Header } I Budget Lines I [ Budget Errors I
Unit 83000 Journal ID 0004824921 Date  11/25/2024 Errors Only Budget Header Status  None
*Process | Delete Journal ~
¥ Lines
@ “of1 v | view Al
I Chartfields and Amounts } ‘ Base Currency Details I 1>
Delete Line Ledger Budget Period SpeedType Account Oper Unit .';;_':g Dept Class-Funding Bud Re
0 1 OPUNIT_BUD ‘2025 Q| | | Q ‘smonn Q ‘ ‘21012011 0.‘ ‘1000 Q ‘ |2aﬂnoos Q| ‘19900 Q ‘ 25
4 4
I% + - Joumal Line Copy Down From Line D To Ij [ Generate Budget Period Lines ]
Totals
Total Lines 1 Total Debits  0.00 Total Credits  100,000.00
m Return to Search Previous in List [ Nextin List ] l Notify ] l Refresh I Add Update/Display

Change the Process ficld from Post Journal to Delete Journal.

Click the Process button to run the Delete Journal process.

Are you sure that you want to delete this journal? (2010,30)

Yes ‘ ‘ Mo

Click the Yes button.

Return to the Search page to verify the budget journal is deleted.
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