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Overview

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

Procurement Life Cycle

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

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

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.
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Creating a Direct Purchase Order
Step 1 — Enter Purchase Order Data

Navigation: Purchasing>Purchase Orders>Add/Update POs

Purchase Order

Add a New Value

CyFind an Existing Value

POID [NEXT

Aad

Business Unit - Defaults to specific agency for each User.
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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.

Select the Add button to take you to the Purchase Order Form page.

Maintain Purchase Order

Purchase Order
Business Unit 09000 PO Status  Initial
POID NEXT Budget Status gt chicd
Copy From \ v ‘ O Hold From Further Processing
~ Header @

*PO Date |08/00/2024 EEl|  Supler Search Doc Tol Status Valid
~Supplier | Q| supplier Details
—  q Receipt Status  Not Recvd
“Supplier D | ‘
Priority | Medium ~
uyer | a] v | \
Buyer
*Dispatch Method ‘ "‘ Dispatch
PO Reference | .
Amount Summary @
Header Details Activity Summary v
FO Defaulls Add Comments Merchandise 0.00 —
PO Activities Add ShipTo Comments - oo ‘ Caleulate
v Actions FreightTaxiMisc. S —
Total Amount 000 USD
Add Items From @
Catalog Item Search
Purchasing Kit
Lines @
(=][2]
I Details ” Begs || st ToDueDste || Statuses || temimomaton || atbutes || BFQ || coniect || Recavng | in
Line Item= Description POQly “UOM Category Price ME’“R’:,'I‘SI'.S:‘ status
1 B al P a | i al | al | o| 0.000 Open
View Printable Version ————————— . "
View Approvals | Close Short Al Lines ‘ oto [ .. More .. v

Bl

View All
=[]
‘ Add H Update/Display ‘

Input the Supplier ID and Buyer’'s Name. Use the Lookup Icon to search if Supplier ID is

unknown.

Select the Refresh button to validate data.
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To change the supplier location or address, select the Supplier Details link.

Maintain Purchase Order
Purchase Order

Business Unit 09000 PO Status ~ Open &
POID  NEXT Budget Status  o: crica
Copy From ol From Furtherprocessing
~ Header @

PO Date |08/16/2024 Supplier Search Doc Tol Status Valid

“supplier | STAPLES IN-001 Supplier Details I

Receipt Status Not Recvd
*supplierp |0000067919 STAPLESING
BBENNOS
uyer [BEMNOS Q] pasioncem

“Dispatch Method Dispateh

o||o||o||E

PO Reference ‘

Amount Summary @

Header Details Activity Summary
PO Defaults Add Comments Merchandise 0.00
PO Activities Add ShipTo Comments 000 Calculate
v Actions Freight/Tax/Misc.
Total Amount 0.00 USD
Add Items From ®
Catalog Item Search
Purchasing Kit
Lines @
@ 1101 v I View Al
I Details. I Flags [ Ship To/Due Date H Statuses H Item Information H Attributes ‘ RFQ [ Contract H Receiving ‘u.

Line item Description POQty *UOM Category Price

| F e 3 g C 9 0% open B -l
View Printable Version .

View Approvals Close Short All Lines. Goto | .. More... ~

=32 (e | [orsaaroiir |

Step 2 — Update Header Details

Select the Header Details link.

Merchandise
Amount  S¥1uS

1 B Q

PO Header Details x
Help
PO Details
Supplier STAPLES IN-001 PO Date  08/09/2024
*PO Type |OMKT Q Budget Status  Not Chk'd
- Tax Exempt
*Billing Location |09000 Q, | Billing Address
o | 736017987
| al
Origin Letter of Credit ID
0 Use One Ship To Ship To
Currency
Currency Code |USD Q, | Exchange Rate Detail Base Currency USD

Rate Date 08/09/2024 Exchange Rate 1.00000000
Rate Type CRRNT

Process Control Option

Dispatch Acknowledgements required for | Not required v

“Methog | Pt b Accounting Date |08/09/2024
Accounting Template |STANDARD Q.

b Custom Fields

_“ Cancel Refrezh
PO Type: This field will establish the type of Purchase being created.

Billing Location: The field identifies where the invoice should be sent, such as the
Main Office of a Department within an agency.
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Origin: The origin may need to be changed. The origin is used to describe who will
complete the Purchase Order. This defaults from your user preference and is normally
AGY- Agency. Change the origin to CP= Central Purchasing, CAP = Construction and
Properties, LSG = State Leasing, EXC = Exempt (Statewide) (See appendix for PO
Origin).

Dispatch Button: The defaultis “on.” This indicates that once the PO has been
successfully checked for Document Tolerance and Budget Checking, the PO is
scheduled for the next Dispatch process. To prevent, de-select the Dispatch Radio
Box.

Method: Defaults from the Business Unit definition. Method can be overridden with any
valid value as needed.

Accounting Date: The Accounting Date determines which values will populate the FY
and Accounting period during budget checking.

Update information on this page and select the OK button to return to the Purchase
Order Form page.

Step 3 — Input Line Details

Maintain Purchase Order
Purchase Order

Business Unit 09000
POID NEXT
Copy From |
~ Header @

*PO Date ‘ua/us/zoza

*Supplier ‘STAPLES IN-001

“Supplior 1 | 2000067919

. |aanorEWS
Buyer

PO Status  Open

Budget Status  Not Chkd

[C3

L=

O Hold From Further Processing

Supplier Search Doc Tol Status Valid

=)
al
3l
a]

Supplier Details

*Dispateh Method ‘ Print

PO Reference ‘

Receipt Status  Not Recvd

v

Add Items From @

Amount Summary @
Merchandise
FreightTaxiMisc.
Total Amount

Line Item=

Description POQty *UOM

1 B

0.00
0.00 ‘

0.00 USD

Category price  MTCRANUISE  giatys

al A & || o]

View Printable Version
View Approvals

(e (R

0.000 Open

| Close Short AllLines | “Goto [ ... More

= &3

| Add H UpdaterDisplay

Input the Line Details and select the Refresh button.

The user can input the Item ID, which will default the Description and Cateqgory field,

OR

The user can input the Category code directly, without an Item ID.
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Maintain Purchase Order

Purchase Order
Business Unit 09000 &

POID NEXT

~ Header @

PoDate 08162024 [
8]
wsuppierio 000 Q]

AANDREWS Q
Buyer L 7

PO Reference |

PO Status  Open

Budget Status ot Chkd L=}

Supplier Search Do Tol Status Valid

“Supplier |STAPLES IN-001 Supplier Details

Receipt Status  Not Recvd

Priority | Medium
*Dispatch Method | Print v

Amount Summary (D

STAPLES INC

Angela Andrews

Header Details Activity Summary

Close Short All Lines

View Approvals

T)Hold From Further Processing

Dispaich

PO Default Egil Comments Merchandise 000

PO Actvies Add ShigTo Comments 500 Calculate

actons FreightTaxMisc.
Total Amount 000 USD

Add ltems From

Cataog tem Search

Purchasing kit

v | View Al
gags || snpIomueoste || statises || pemimomaton || awowes || gra || comat | [ mecewmy |1
. . . . Merchandise
Line ltem Description POQly *UOM Category Price Aomoune | Status
1 & [1000000100 Q| [mkcarthprems % € [ a0 [ea Q] ast0310 0.00000 000 Open e} 5 | [=
View Printable Version
“Goto [ _Mere v
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e

Notice the Item Description and Category Code defaulted in because the ltem ID field

was populated in this example.

Input the PO QTY, Price, and change UOM if necessary.

Select the Refresh button to validate the data.

Maintain Purchase Qrder
Purchase Order

Business Unit 09000
POID  NEXT

~ Header (D

*PO Date |DBM6/2024 B
Supplier STAPLESIN001 @,

PO Status
Budget Status

Supplier Search Doc Tol Status

Supplier Details
Receipt Status
*Supplier i | 0000067818 Q|  STAPLESING
Priority
~Buyer |AANDREWS Q| AngelzAndrews

*Dispatch Method
PO Refersnce |

Open

&

Not Chk'd

Hold From Further Processing
Valid

Mot Recud

A it § @
Headar Details Activity Summary meunt summary
PO D . Merchandise 17.00 —
FreightTaxiMisc 00
Total Amount 17.00 USD

Adé items From (@

Catalog tem S=arch

Furchasing Kit
Lines ()
@ ~ Vi All
[ Details H Flags | Ship To/Due Date || Statuses. | Hem Information | Atibutes | FFa H Contract H Recsiing ‘II»

. . Merchandise
Line ttem Description POGty =UOM Category Price handise  status
1 R [1o00000100 Q] [mcarTHPhem s | of* L} 44102108 D) € - i E
Close Short AllL *Goto [ .. More .. v

NOTE: When using a custom price, PeopleSoft will notify the user if a system price is
found for the Item ID selected. The user may select to continue with custom price or

change to system price.
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The Merchandise Amount defaults in as Price x Qty.

Step 4 — Enter the Header Comments

Page 10 of 60

Access the Header Comments page by selecting the Add Comments link.

PO Header Comments

Use Standard Comments
Comment Status  pctive

Send to Supplier

[ Show at Receipt
[ show at Voucher

[l Approval Justification

Associated Document

Attachment

From -= PO 09000-NEXT

B o | e

®
Help
Business Unit 09000 POID  NEXT Supplier STAPLES IN-001
*Sort Method | Comment Time Stamp ~ “Sort Sequence | Ascending A Sort
Comments @ | 10f1 » | View All

214

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

If needed, select the Use Standard Comments link.

Select the OK button to return to the PO Form Page

Maintain Purchase Order
Purchase Order

Business Unit 09000 PO Status  Open =
POID NEXT Budget Status oy cnicq
Copy From [ Hold From Further Processing
~ Header @

Doc Tol Status Valid

*PO Date | 08/16/2024 ‘Supplier Search
*Supplier | STAPLES IN-001 Supplier Details
*Supplier D | 000067919 STAPLES ING

2| |

Receipt Status  Not Recvd

2

AANDREWS
“ouyer sl s
“Dispatch Method Dispatch
PO Reference | ‘ N . -
mount Summa
Header Details Adtivity Summary v
PO Defaults Edit Gomments Merchandise 1700
PO Activities Rdd ShipTo Comments 000 Caloulate
 Actions Freight/Tax/Misc.
Total Amount 11700 USD
Add ltems From @
Catalog tem Search

Purchasing Kit

Lines (D
(2]
I Details I Flags [ Ship To/Due Date H Statuses. H Item Information H Attributes 1 RFQ [ Contract H Receiving I\h

Line item Description poaty *UOM Category price Verchandise  status
1 B [1000000100 Q| [mkcartHPiem# 7 & 3.0000 44103105 39.00000 117.00 Open

View Printable Version
View Approvals

1011 v | viewan

(][]

Add Update/Display

&, okLAHOMA
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Notice the Add Comments link changes to Edit Comments after header comments

are created.

Step 5 — Verify Line Item Details

Use the Line Details page to verify or modify additional details on the line.

Access the Line Details page by selecting the 2 icon on the left-hand side of the line.
Select Expand All link to view all line details.

POD  REXT
Line 1
Linst Dertails
¥ 44121500
Durscfiption Dk Suspies

Calegory I 45485

Amouni 10 Heceres

[L:1)
Cranity 10 Wi
Teaaasctica Hem Descnplios
OFFICE SUPPLES (ateral dednafics iuppbes
08 characiers remaning
Prefemed Langusge em Descnigtion
OFFICE S IES Canviial 0ds ofod Supplerd
Exg
= [oem Informaticon
Suppiers. Catalog
Supplr em i)
Warnptsctues I
Manulsciuners him i
P Typst a
UPH D
FReplenish Cade
Sandard
= Amibuin =
Physical Matyre | Dosd
"Price Gy | Lite Cuiaeslity
*uice Dae | PO
- QFQ
L RF
* Contra
Contract Selil} _DOOSO.
Contenct I
T
Release  NEXT

Rebate I

* Hacuiving

‘Receiving Reguired | Fegered

N300 egured

* Cusiom Fiskds

Agency Riq Kb

Detalls for Line 1 %
Sepplisi  STAFLES IN-001
B 0 D00 3834
Lme Slatus  Open A
Backorter Status Mot Backnedersd
Ammoiint Suimi airy
Merchandee Amourd 30000 U
D, i At 300,00 =D
[5
&
Stockiess Hem
Device Tracking
o
-1
Wthisszidireg
a Withholding © oo
-
-
w
Lima
a
Q
e Close Shori
< 1'%
A

]
>

&
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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”.

Receiving Required - This option is used to require the ltem 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 Item Ordered be inspected
and matched to a payment. This option does not default in and will need to be selected
if used. This option is known as 4-way matching.

After data has been verified or changed, select the OK button.

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, select the ES Schedule Icon on the Line.

Maintain Purchase Order
Schedules

Unit 03000 Supplier  STAPLES IN-001 PO Status  Open
POID  NEXT PODate 08152024

tem 1000000100 UK CARTH Foastias PO Qty 30000 EA  Merchandise Amt 117.00 USD

Details Statuses Shipment Mstching Raceiving Ersioht BTV | Ib

schedulo - ship To c - rchandise price  Miscellancous sched —
Sched Setalls Due Date Ship To Adons POQl price Aot Status Admuinent = Salealine Tax Distributions/ChartFields

08162024 00007 Q 3.0000 3900000 117.00) Active o ] =3 | |-

From this page you can change the Unit Price or Ship To fields if needed.
NOTE: The unit price defaults from the Item ID.

ahl Ay
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Distribution Information

To access the Distribution page, select the "4 Distribution Icon.

Distributions for Schedule 1

x
Help
Unit 09000 Supplier  STAPLES IN-001
POID  NEXT item 1000000100 INK CART HP Item # C4844A-HEW,
Line 1
Schedule 1 Status  Active
“Distribute By Quamny—v‘ Schedule Qty 30000
Merchandise Amount 117.00 USD
SpeedChart Q Multi-SpeedCharls Doc. Base Amount H700 USD
Distribution
EIE T w View All
[ Chartfields H Details/Tax [ Asset Information I Req Detail Statuses H Budget Information | ||
Dist Status Percent PO Qty M'm:;:r':;"ﬁ Currency “GL Unit “Account Oper Unit Fund Type Dept Program Class-Funding
1 Open mououol 3.0000 117.00 USD (9000 Q] [53@140 al [ Q] [ al | Q\ [ 0.\ [
4 G »
-
Distribute by:
¢ Quantity- Defaults if nothing is selected. Field used when ordering quantities.
e Amount- Used for 1 sum, mostly contracts.
In this example, Distribute by Quantity is selected.
Input the Fund, Class, Department, Bud Ref and any other information needed. If
necessary, change the Account Code by inputting the value or selecting the Lookup
Icon on the right side of the field.
Distributions for Schedule 1 x
Help
Unit 09000 Supplier STAPLES IN-001
POID  NEXT ltem 1000000100 INK CARTHE ltem # C4844A HEW,
Line 1
*Distribute By ‘ Quantity v‘ Schedule Qty 3.0000
Merchandise Amount 117.00 USD
SpeedChart | a Mult-SpeedCharts Doc. Base Amount 17.00 USD
Distribution
1KY i v Vewa
I Chartfields H Details/Tax H Asset Information H Req Detail H Statuses H Budget Information ‘I\»
Dist Status Percent FO Qty M"‘:f:“gm Currency “GL Unit “Account Oper Unit Fund Type Dept Program Class-Funding
1 Open [ 1000000 | 30000| 117.00 USD los00 Q] [s36140

Q| [ss0999 Q| [0 Q| (100001 Q] [pot02 Q] [20000

4

[
.

NOTE: The Account Code defaults from the Item ID.

Select the Budget Information tab.

- \]
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Distributions for Schedule 1

Unit 09000 Supplier  STAPLES IN-001
POID NEXT ltem 1000000100
Line 1
Schedule 1 Status  Active

*Distribute By | Quantity v
SpeedChart a Multi-SpeedCharts
Distribution
[=][<]
| Chartfields DetailsiTax Asset Information | Req Detail Statuses Budget Information (13
Dist Status Percent E"ﬁg:t Budg Dt EHCBI.IaI';’;I:I?:De Currency
1 Cpen 100.0000 | Not Chk'd 08/16/2024 r: 0.00 USD

“ Refresh

Budget Date — Defaults from today’s date.

Page 14 of 60

NK CARTHP Item # C4844A-HEW,

Schedule Qty
Merchandise Amount

Doc. Base Amount

Encumbered Base

Base Balance

0.000

Currency

3.0000
11700 USD

117.00 USD

View All

Commitment
Control
Close Flag

Expensed
To Date

(=] [-]

0.00

¢ Will determine the Budget Period assigned.
e Will determine if the Distribution (funding/budget) used is active.
[ ]

Will determine what FY the encumbrance will post to.

The budget date should not be changed unless a Purchase Order is being created for

use in the future which requires funding.

NOTE: Budget Date should never be backdated.

Select the Refresh button to validate the data.
Select the OK button.

Maintain Purchase Order

Schedules
Unit 09000 Supplier  STAPLES IN-001 PO Status  Open
POID NEXT PO Date 0811612024

Retur to Main Page

Lines
e 1 {em 1000000100 NK CARTHP llem # C4844A-HEW, p0 aty 0000 EA  Merchandise Amt
Schedules

F|Q

Defails | | Staluses || Shipment I Matching H Receiving H Freight || BTV | b

Schedui . Srip To . Merchand

Sched Do Due Dat Ship To jSueito} ?0 aty Price handise | stan
1 [ 081612024 03007 Q 3.0000 39 Dnnnn‘ ‘ 17.00] Active

Select the Return to Main Page link.

n7.00USD

Sched
Sales/Use Tax

Q Visw Al

Distributions/ChartFields

A

N 4y
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Maintain Purchase Order
Purchase Order
sine PO Statu Cs
get Statu L~
m Further Proc
Head
ceipt Status Mot Recvd
ity | Medum v
“Dispatch Method | Print ~v|  Dispaten
Reference
Amount Summary
Merchandise ~ 117.00
Calculate
nnnnnnn tTax/t
SD
Add Items From &
Lines @
‘ ;ﬂ@ W0 @
‘ Details ‘ Flags | Ship To/Due Date H Statuses | llem Information ‘ Adtributes ‘ RFQ H Contract Receiving | II»
Line Item Description POQty *UOM Category Price ME"R‘““"ﬁ Status
[10a0onoto 3o000| [EA @ 44103105 39.00000 117.00 Open o} &t +||[=
View Approvals ‘ hd |
m Nofify Refresh

Select the Save button.

Open a new window by selecting the New Window link in the upper right-hand corner.

Step 7 — Review the Budget Summary Overview
Inquiry Page

Review page 49 of this manual.

Step 8 — Pre-Approve and Budget Check the

Purchase Order
Refer to the COR110 PO Administration Manual.

Step 9 — Review the Budget Summary Overview
Inquiry Page

Review page 49 of this manual and notice the encumbrance amount increased and the
available budget decreased.

Step 10 — Approve and Dispatch the Purchase Order

Refer to the COR110 PO Administration manual.

. ) 2
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Review Purchase Order Accounting Page
Step 11 — Review the PO Accounting Page

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

Selection Criteria
*Business Unit (09000 a
From PO 1D [0909023441 a ToPOID (0909025441 Q|
From Fiscal Year | Q ‘ To Fiscal Year | q ‘
PO Status | Q ‘ Max Rows | aon\
“Accounting Line View Option | Standard ~ “Ledger Group |ALLOT Q|
Chi'tFﬂs
1IN
Chartfields >
“GL Unit Account Sub-Account Fund Type Class-Funding Dept Bud Ref CFDA# Program PC Bus Unit Project
1 losooo Q| Q| | e | al | el | aj [ ajf al | al | al |
4 [

Input Purchase Order ID number and Ledger Group “ALLOT”.
Select the OK button.

PO Accounting Entries
Business Unit 09000
From PO 0909023441 ToPO 0909023441
PO Status
From Fiscal Year To Fiscal Year
Accounting Line View Option ~ Standard Ledger Group ~ ALLOT

Accounting Entries

‘EHQ‘ -1of1 v | view Al
Details ChartFields | |y
. Change Unpost . . Fund
Purchase Order  Status Supplier ID Order Trans Type Seq Line Sched Dist Account Oper Unit Tpe Dept Program Class-Funding
0909023441 D 0000067919 PO_POENC 0 1 1 1 10 20000
4 = 3
Total Encumbrance Balance 117.00 USD

Accounting Lines Search

Scroll to the right of the Details tab to view more information or select the right arrow
icon next to the Chartfields tab to view all information.

. ) 2

) 2 OKLAHOMA

v « Office of Management
4a-. & Enterprise Services



Page 17 of 60

PO Accounting Entries
Business Unit 09000
FromPO 0909023441
PO Status
From Fiscal Year
Accounting Line View Option ~ Standard Ledger Group  ALLOT

ToPO 0909023441
To Fiscal Year

Accounting Entries
B|lQ View Al

Details ChartFields | |y

Change

Closed idget Fiscal
Purchase Order  Status SupplierId oo Trans Type Value i

Bu
Period Year Journal ID

0909023441 D 0000067919 PO_POENC 0 1 1 1 117.00 usoD N 2025 2025 0037532713

Total Encumbrance Balance 117.00 USD

Budget Period: Based upon the Budget Date on the Documents Distribution Line.
Fiscal Year: Based upon the Accounting Date on the Documents Header.

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

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.

e Close Value is also known as the KK Close Flag.
o Found on PO distribution line
o Close Value flagged when voucher is finalized and budget checked
o Close Value flagged when the PO is closed and budget checked.

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

If this flag has been marked in error:
Un-final the voucher and budget check it.
If the PO has been closed, nothing can be done.

If a voucher is created, finalized, then the line is deleted without un-finalizing, 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.

ahl 4y
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Creating a Voucher Against a Purchase
Order

Step 1 — Enter Voucher Data

Navigation: Accounts Payable>Vouchers>Add/Update>Regular Entry

Add a New Value

ol lo| |ol o] [o] &

000

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 changed 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.

Select the Add button.

B, oK AHOMA
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Invoice Information ‘ [ Payments \ I Voucher Attributes }
. . Non Merchandise Summary
Business Unit 09000 Invoice No |INV0O1 i
) Invoice Total Session Defaults
. Comments(0)
VoucherID  NEXT Accounting Date \09"“4’2“24 ‘ Line Total 0.00 Attachments (0)
Voucher Style  Regular Voucher *Pay Terms ‘45 Q ‘ [ 45Days “Currency ‘7USDQ‘ Template List
S — 5 Advanced Supplier Search
S " |5
Invoice Date |09/04/2024 )| Basis Date Type Inv Date Miscellaneous ‘7‘ Supplier Hierarchy
| RN . | Supplier 360
Invoice Received ‘ | Freight ‘ ‘
—_— —_— Total
Supplier ID ‘ Q | Control Group Q Difference 0.00
ShortName ‘ Q |
Location
“Address Incomplete Voucher
View Related Document .
HEg"
Save l [ Save For Later Calculate I [ Print
» Copy From Source Document

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

Step 2 — Copy Purchase Order to Voucher

Select the Copy From Source Document line to expand and view the section.

[ Invoice Information 1 [ Payments I I Voucher Attributes 1
; ] . Non Merchandise Summary
Business Unit 09000 Invoice No |INV0O1 i
‘ Invoice Total Session Defaults
- Comments(Q)
VoucherID  NEXT Accounting Date |09/04/2024 &=l Line Total 000 Attachments (0)
e uso
Voucher Style  Regular Voucher *Pay Terms |45 Q| m  4sDays Currency 70“ Template List
e — = Advanced Supplier Search
— i [
Invoice Date ‘09!04/2024 ‘ Basis Date Type Inv Date Miscellaneous ‘ ‘ Supplier Hierarchy
e —, S | Supplier 360
Invoice Received ‘ ‘ Freight ‘ ‘
—_— — Total
Supplier ID ‘ Q ‘ Control Group Q Difference 0.00
ShortName ‘ Q ‘
Location
“Address Incomplete Voucher
View Related Document -
im B
i Save I [ Save For Later I I Calculate I [ Print l
|v Copy From Source Dul:umentl
PO Unit | Q ‘ PO Number Q ‘ Copy PO Copy From | None v
] ’ - Go

Input the PO Unit and PO Number.

PO Unit |09000 Q PONumber (0909023441 Q| Copy From | None v
— ! - Go

Select the Copy PO button. Once copied, the button will be grayed out.
In order for the PO to be available for vouchering:

. ) 2
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PO must be dispatched

+ PO/Schedule must not be fully matched.

* PO must not be closed or canceled.

Invoice Lines @

Line 1 O copy Down SpeedChart ‘
“Distribute by | Quantt v
v | y J shipTo |os007
ttem 1000000100 a

uom ‘EA Q‘

Unit Price [39.00000 |

Line Amount 117.00
~ Distribution Lines
LY
[ GL Chart H Exchange Rate H Statistics H Assets ‘”,
copy
Sopy Line PO Percent  Percent Merchandise Amt  Quantity
|+.. ‘ |— ‘ o 1 100.0000 1000000 17.00

[ save ] [ Save For Later

Description |INK CARTHP tem # CAS44A-HEW, |

B B
Adjust PO Percentage

Oper unit

Page 20 of 60

Fund Type

View Al

U One Asset ‘Z‘ ‘E‘
UPN

View All

Dept Program c

Q| [so999 @] [100 Q]

[1000001 Q| [boz Q] E
»

4 G

Update/Display

This “Quantity” is the quantity available for vouchering. If the value is zero, then there

are no available quantities, and it will fail matching.

Select the Radio Box located in the Copy Down column to copy the PO line/schedule to

the voucher.

NOTE: If you are vouchering for less quantity, you may change it here. In this example,

change the quantity to 2.00.

A
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Step 3 — Review Copied Data

‘ Summary H Related Documents H Invoice Information H Payments H Voucher Aftributes H Error Summary ‘

Page 21 of 60

Business Unit 09000 Invoice No [I

INV0001

Non Merchandise Summary
Invoice Total

T Session Defaults
P VR Comments(0)
VoucherID 00199598 Accounting Date [09/05/2024 ) Line Total 2800 il
M al - usD i
Voucher Style  Regular Voucher “Pay Terms |00 al = oDas ‘Currency Q‘ Template List
- . — 5 Advanced Supplier Search
Invoice Date ‘09/04/2024 ‘ Basis Date Type  Inv Date Miscellaneous ‘7‘ Supplier Hierarchy
e — — Custom Fields
Invoice Received | ) Freight | | Supplier 360
STAPLES ING
Total 78.00]
Supplier ID 0000067919 Q| Control Group Q Diffsrence 0.00
ShortName ‘STAPLES IN-001 Q ‘
Location |0030 al
“Address |30 Q|
View Related Document =
i B
N
~ Copy From Source Document
PO Unit 09000 PO Number 0909023441 Copy P Copy From | None v
S Go
Invoice Lines (2 [a] v ViewAl
1 O copy Down SpeedChart Q - -
Line ‘ il ‘ pescchart | | Purchase Order One Asset | * ‘ ‘ ‘
“Distribute by | Quantity - 05007 a e
Ship To |7‘ 09000]0909023441| 1|1
ttem 1000000100 a] Description [INK CARTHP ltem # CAB44AHEW, | Associate Recelver(s) Calcuiate
S — [J Force Price
Quantity (20000 | Packing siip | ‘ B R
uom [En Q| Adjust PO Percentage
Unit Price ‘39 0ocoo ‘ Allocate by Percentage
Line Amount 78.00
 Distribution Lines
‘ 5 H Q ‘ View All
[ GL Chart ‘ ‘ Exchange Rate ‘ ‘ Statistics. | | Assets ‘ I
Sopy Line PO Percent  Percent Merchandise Amt  Quantity *GL Unit Account Openitem OperUnit  FundType  Dept Program c
‘ +. ‘ ‘ - ‘ 1 100.0000 100.0000 7800 20000 o000 Q| [s38140 al | Q| 999999 Q| [1000 Q| |1000001 Q| [powz Q|4
— — |
4 G 13
l Save l l Save For Later

Add Update/Display

The Boxed data copied in from the Purchase Order.

The Quantity in the line and distribution Row have the change made from the previous

page.

the PO line, the distribution available balance does not copy in.

The distribution line copies in with the exact data as the Purchase Order. Unlike

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, select the Refresh button located in the bottom left-hand corner.

Input the invoice amount in the Total Field and select the Save button.

M. oK AHOMA
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Step 4 — Budget Check Voucher

NOTE: Voucher must be approved before Budget Check process can be completed.

[ Summary H Related Documents H Invoice Information H Payments H Voucher Attributes ” Error Summary ‘
. oo Non Merchandise Summary
Business Unit 09000 Invoice No [INV0001 i
[woor ] Invoice Total Session Defaults
(oos2024 & Comments(0)
VoucherID 00199598 Accounting Date [09/05/2024 ) Line Total 7800 i
Voucher Style  Regular Voucher “Pay Terms [00 | m opays “Currency 7USDQ‘ Tempiate List
- —_— 5 Acvanced Supplier Search
Invoice Date ‘09/04.7024 ‘ Basis Date Type Inv Date Miscellaneous |7‘ Supplier Hierarchy
— — & Custom Fields
Invoice Received | ) Freignt | J Supplier 360
STAPLES ING ot 250
supplier 1D 0000067919 a Difference 0.00
ShortName [STAPLES IN0O1 Q|
Location |0030 Y
“Address [30 Q]
View Related Document .
) i B
|Acllen [ V\| [ Run H Calcuiate H print
} Copy From Source Document
Invoice Lines @) [a] 1 v I ViewAl
Line 1 DcopyDown seeacran [ 4 Purchase Order O one Assat [+][=]
“Distribute by | Quantity v 09007 a
—— Ship To ‘7‘ 09000{0909023441[1[1 uPn
tem [1000000100 Y

Description ‘ INK CARTHP Item # CAB44A-HEW, ‘

Associale Recelver(s) Calculate
O Force Price
Packing Siip | | h B

uom ‘EA Q ‘ Adjust PO Percentage
Unit Price ‘39 00000 ‘ Allocate by Percentage

Line Amount 7800

Quantity \zoooo \

~ Distribution Lines

‘ = || Q‘ of1 v | Vview Al
[ GL Chart ‘ [ Exchange Rate ‘ [ Statistics ‘ [ Assets ‘ »
Sopy  Line POPercent  Percent Merchandise Amt  Quantity *GL Unit Account Openitem Operunit  FundType  Dept Program c
‘ + ‘ ‘ - ‘ 0 1 100.0000 100.0000 78.00 20000 [os000 Q] [s36140 al | Q| [o99999 @ | [1000 Q| [1000001 al [po2 Q] [z
« aEEEEE——— >

Return to Search Previous in List Nextin List Refresh Ada Update/Display

To budget check the voucher, select the Action dropdown located in the center of the
page.

Select Match/Doc Tol/Budget from the dropdown options.

Select the Run button.

Do you want to wait for the process to be completed? Voucher will be displayed after process ends. (7050,54)

Yes | | No

Select the Yes button.

Select the Summary Tab.
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[ Summary ‘ ‘ Related Documents ‘ | Invoice Information ‘ [ Payments ‘ [ Voucher Attributes ‘ [ Emor Summary
Business Unit 09000 Invoice Date  (09/04/2024
VoucherID 00199598 Inveice No  INV00O1
Voucher Style Regular Invoice Total 73.00 usD
Supplier Name STAFPLES INC
STAPLES CONTRACT & COMMERCIAL LLC
PO BOX 660409
DALLAS, TX 75266-0407
Entry Status Postable _ Pay Terms ( Days
Approval History
Match Status  Matched Voucher Source  Online
Approval Status  Approved origin - ONL
Post Status  Unposted Created On  09/05/2024 $:57AM
Created By BBENMOG
Doc Tol Status Valid Last Update  09/05/2024 3:04PM
Budget Status Valid Modified By BBENNOG
ERS Type Not Applicable
Budget Misc Status Valid Close Status  Open
*View Related | Payment Inquiry v Go
|l Return to Search l l Motify l l Refresh l Add Update/Display

Notice the Budget Status appears as Valid when budget checking is successful.

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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Step 5 — Review the PO Accounting Screen

PO Accounting Entries
Business Unit 09000
From PO 0909023441
PO Status
From Fiscal Year
Accounting Line View Option  Standard

Accounting Entries

EIIEY

Details ‘ ChartFields | |»
Purchase Order  Status supplieriD  SPaNGE  qrang Unpost | ine Sched Dist
L order Type seq

0909023441 D 0000067919 PO_POENC 0 1 1

0909023441 D 0000067919 REVERSAL 0 1 1

Accounting Lines Search
Accounting Entries

e

Details ‘ ChartFields | 1y
. . Change Unpost . .
urchase Order  Status Supplier D GanE Trans Type E Line Sched Dist
0909023441 D 0000067919 PO_POENC 0 1 1
0909023441 D 0000067919 REVERSAL 0 1 1

Account

Account

To PO 0909023441

To Fiscal Year

Ledger Group

ALLOT

of2 v | ViewAll

Oper Unit Eund Dept Program Class-Funding
Type
10 20000
10 20000
<« oo >
Total Encumbrance Balance 39.00 USD
f2 v | View All
Monetary Base Closed  Budget  Fiscal
Amount Currency  Value Period Year JoumalliD)
117.00 usD N 2025 2025 0037532713
7800 usD N 2025 2025 0037532714
4 o >
Total Encumbrance Balance 3900 USD

Refer to page 16 of this manual. In this example, the voucher posted against the PO
Accounting Screen as a reversal to the encumbrance. The difference between the

117.00 and 78.00 is the available encumbrance amount for that PO
line/schedule/distribution.

M. oK AHOMA
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Step 6 — Final the Voucher

Navigation: Accounts Payable>Vouchers>Add/Update>Regular Entry
Select the Find an Existing Value tab.

Voucher
Add a New Value 1 Find an [xisting Valus
Business Unit
“Voucher 1D | NLXT
Voucher Style Kokl VoM
Sugpier Mame Q
Shont Supplier Nase Q
Suppber © Qa
Suppher Locaton Q
AGOIEIE SeTuence Numbe! [

imsosca Wamber
nvesce Date =]

Gross Invvowce Amount 000

Mine Charge Amount °
PO Butiness urn Q
PO Number Q

Input the Voucher ID and select the Search button.

[ Summary ‘ [ Related Documents ‘ [ Invoice Information ‘ [ Payments } I Voucher Attributes ‘ [ Error Summary ‘ l
Business Unit 09000 Invoice No  INV0001 Invoice Total gi;:ﬂirélﬂi\f Summary
Voucher ID 00199596 Accounting Date ‘09/05/2024 | Line Total 78.00 :ﬁ;ﬁ;l‘:{(g)(m
Voucher Style  Regular Voucher “Pay Terms (00 Q| m opas *Currency S0 Templle e
— Misceliancous = vanced Supplir Searc
Invoice Date 09/04/2024 Basis Date Type Inv Date = Approval History
- Supplier Hierarchy
Invoice Received Freight g:;lpolg[ stzg‘}s
STAPLES INC
R Total 78.00
Supplier ID 0000067919 Difference 0.00

ShortName STAPLES IN-001
Location 0030
“Address 30

View Related Document —
& »
R I

» Copy From Source Document

Select the Invoice Information tab.

To final the whole Voucher, select the Final icon shown in the Screen Shot above.

. ) 2
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¥ Distribution Lines

‘ = ‘ | Q ‘ -of1 v | viewAl
[ GL Chart 1 [ Exchange Rate ‘ I Statistics | [ Assets I I
gg\';’)r" Line PO Percent  Percent Merchandise Amt  Quantity eld 2 Affiliate Fund Affil = Fl;‘"&‘l'l'a"'g Budget Date Finalize PO Finalized
‘ +. ‘ ‘ - ‘ o 1 78.00 2.0000 al | al | al | Q| [ososr2024 ] o N
< >

To final certain voucher distribution lines, select the Radio Box located in the Finalize
column of the distribution line.

If the PO Finalized value =Y, a voucher distribution line has already finalized or the PO
distribution line has been closed or canceled. You can review this on the Purchase
Order Distribution line.

Purchase Order Distribution Line

Distributions for Schedule 1 X
Help
Unit 09000 Supplier  STAPLES IN-001
POID 0909023441 Item 1000000100 INK CART:HP ltem # C4844A-HEW,
Line 1
Schedule 1 Status  Active
*Distribute By ~ Quantity v Schedule Qty 3.0000
Merchandise Amount 17.00 USD
SpeedChart Q Multi-SpeedCharts Doc. Base Amount 117.00 USD
Distribution
|EHQ‘ 1-10f1 v | viewAl
| Chartfields I [ Details/Tax I [ Asset Information \ [ Req Detail ‘ I Statuses | I Budget Information I»
” Budget Encumbrance Encumbered Base
Dist Status Percent  cine Budg Dt ESlancel Currency Base Balance Currency To Date Control
Close Flag
1 Open ‘ 1on,oooo| Valid 0910612024 0.00 USD 0.000 0.00| ‘ +. ‘ ‘ - |

Notice the Commitment Control Close Flag is not checked.

Return to the Voucher.

[ Summary H Related Documents H Invoice Information ” Payments H Youcher Attributes H Erfor Summary
§ Non Merchandise Summary
Business Unit 03000 Invoice No | INV0001 ;
Invoice Total Session Defaults
‘ooooz0za T Ccomments(0)
Voucher D 00199598 Accounting Date [09105/2024 =] Line Totat 2800 i
o - usD
Voucher Style Regular Voucher *Pay Terms |00 Q| m  opays Currency Template List
S = Advanced Supplier Search
Invoice Date | 09/04/2024 Basis Date Type Inv Date Miscellaneous Approval History
= Supplier Hierarchy
Invoice Received Freight Custom Fields
Supplier 360
STAPLES INC
—————————————————— Total 78.00
Supplier ID 0000067919 Difference 000
ShortName | STAPLES IN-001
Location 0030
“Address 30
View Related Document
®
T T
» Copy From Source Document

On the Voucher, select the Finalize icon
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Yes

Mo

Select the Yes button.

This action will finalize all eligible distributions for this voucher. Continue? (7030,342)

Page 27 of 60

[ Summary H Related Documents H Invoice Information H Payments H Voucher Attributes H Emor Summary

Business Unit 09000 Invoice No  INV0001

Non Merchandise Summary

Invoice Total Session Defaults
’ Comments(0)
Voucher ID 00199596 Accounting Date |09/0512024 Line Total 78.00 Attachments (0)
Voucher Style  Regular Voucher “Pay Terms =  0Days *Currency (=D Template List
_— - Advanced Supplier Search
Invoice Date 09/04/2024 Basis Date Type Inv Date iscellaneous = Approval History
=i Supplier Hierarchy
Invoice Received Freight Gustom Fiis
upplier
Total 78.00
Supplier ID | 0000067919 Difference 0.00
ShortName  STAPLES IN-001
Location 0030
“Address 30
View Related Document .
B B
SR TR ST
} Copy From Source Document
Invoice Lines @ 10f1 v I ViewAll
e 1 copyooun w9 Purchese order S =]
“Distribute by Quantity v . -
Ship To 09000[0909023441[1]1 UPN
Item | 1000000100 Description |INK CARTHP liem # C4B44A HEW, Associate Receiver(s) Calculate
Force Price
Quantity 20000 Facking Sip B o®m
uom EA
UnitPrics | 39.00000
Line Amount 7800
ibution Lines
11001 v | View Al
[ GL Chart H Exchange Rate H Statistics H Assets I I
Sepy Line PO Percent  Percent Merchandise Amt  Quantity GL Unit Aceount Openitem OperuUnit  FundType  Dept Program c
E o 1 S 78.00 20000| [oso00 Q] [sa6140 al | Q| [s99998 @] [1000 Q] [1000001 Q| [powez Q] [
4 CE—— >

Return to Search Previous in List Nextin List Notify Refresh

Update/Display

Select the Save button.
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Select the Summary Tab.
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Budget Misc Status

*View Related

[ Payment Inquiry

v] Go

Summary \ [ Related Documents ‘ ’ Invoice Information [ Payments ’ Voucher Attributes ’ Error Summary \
Business Unit  ggpoo Invoice Date  09/04/2024
Voucher ID 00199598 Invoice No  INV0001
Voucher Style Regular Invoice Total 78.00 usD
Supplier Name STAPLES INC
STAPLES CONTRACT & COMMERCIAL LLC
PO BOX 660409
DALLAS, TX 75266-0407
Entry Status Postable poprovalHistors Pay Terms ( pays
Match Status Matched Voucher Source Online
Approval Status  Approved Origin  ONL
Post Status  Unposted Created On  09/05/2024 9:57AM
Created By BBENNO06
Doc Tol Status _ Valid Last Update  09/06/2024 9:50AM
| Budget Status Not Chk'd| Modified By BBENNO06
ERS Type NotApplicable
Valid Close Status

Open

I Previous in List [ Next in List I [ Notify } | Refresh ] Add Update/Display
Notice the Budget Status is Not Chk’d.
Repeat the Budget Checking process shown in Step 4, page 22.
’ Summary | { Related Documents 1 Invoice Information 1 { Payments [ Voucher Attributes [ Error Summary
Business Unit 9000 Invoice Date  09/04/2024
Voucher ID 00199598 Inveice No  INV00O1
Voucher Style Regular Invoice Total 78.00 usD
Supplier Name STAPLES INC
STAPLES CONTRACT & COMMERCIAL LLC
PO BOX 660409
DALLAS, TX 75266-0407
Entry Status Postable ) Pay Terms () Days
Match Status Matched Approval History Voucher Source  Online
Approval Status  Approved Origin  ONL
Post Status Unposted Created On  09/05/2024 9:57AM
Created By BBENNO0G
Doc Tol Status Valid Last Update  09/06/2024 10:09AM
Modified By BBENNO6
ERS Type NotApplicable
Budget Misc Status Valid Close Status  Open
*View Related I Payment Inquiry v Go
I[ Return to Search [ Notify } l Refresh I Add Update/Display

Notice Budget Status is valid after selecting Budget Checking icon.
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Purchase Order Distribution Line

Distribution
‘ 5 || Q ‘ | view Al
| Chartfields | ‘ Detalls/Tax | | Asset Information | ‘ Req Detail ‘ | Statuses ‘ I Budget Information | ||
Dist Stats P nt Budget Budg Dt Encumbrance c Encumbered Base Expensed Gn&nr\:‘i'ﬂnlem
1S us erce! Status udg Balance urrency Base Balance Currency To Date Clo‘;e ;ulag
1 Open 100.0000 Valid 09/05/2024 000 USD 0,000 000 ‘T| ‘i|
Notice the Commitment Control Close Flag is checked after Voucher is finalized.
PO Accounting Entries
Business Unit 09000
FromPO 0909023441 ToPO 0909023441
PO Status
From Fiscal Year To Fiscal Year
Accounting Line View Option  Standard Ledger Group  ALLOT
Accounting Entries
‘ E] H Q ‘ View Al
Details ‘ chartFielss | |
Purchase Order  Status supplier’D  Gran9®  frans Type U;‘gus' Line Sched Dist Account Oper unit %’;‘S Dept Program Class-Funding
0909023441 D 0000067919 PO_POENC [ 1 1 1 10 20000
0909023441 D 0000067919 REVERSAL 0 1 1 1 10 20000
4 = »
Total Encumbrance Balance 000 USD
Accounting Lines Search
Monetary Base Closed Budget Fiscal Journal ID
Amount Currency Value Period Year
117.00 usD N 2025 2025 0037532713
-117.00 usD N 2025 2025 0037532714
4 L [

Refer to page 16 of this manual.

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

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

¢ |[f the PO distribution available encumbrance is zero, the full amount of the
voucher will be a direct expenditure.

) 2
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Direct expenditures can be identified by reconciling the PO Activity Page to the PO

Accounting Page.

From this screen you can tell the PO and Voucher have a Budget Period of April 2025.

Step 8 — Review the Budget Summary Overview

Refer to page 39 of this manual.

Review Budget Setup Criteria

Budget Date

Navigation: Commitment Control>Define Control Budgets >Budget Attributes

= Budget Attributes

) Find an Existing Value \ (Add a New Value
ﬂ? ~ Search Criteria
Enter any information you have and click Search. Leave fields blank for a list of all value:
1) Recent Searches | Choose from recent searches P4 [ Saved Searches m MV
4000 Q
G Q
~ Show fewer aption:
[ Correct History
.
——
Input Business Unit and Ledger Group.
Select the Search button.
Commitment Control Budget Attributes
Business Unit 09000 Ledger Group ALLOT
ChartField Criteria
ChartField ChartField Value To Value
Dept | a (% Q|
Class-Funding |% Q | ‘% Q
Bud Ref [ al |% Q|
Budget ChartFields
ma) i v
Dept Class-Funding Bud Ref Set Options
Q| | O.| | Q| Set Options |+| |—|
I Return to Search l I Notify ] [ Refresh l I Add ] [ Update/Display ] Correct History
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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.

Commitment Control Budget Attributes

Business Unit 09000 Ledger Group ALLOT

ChartField Criteria

ChartField ChartField Value To Value

- o a o a
F— o a] o a
Bud Ref 25 Qi Q|

Select the Fetch button.

Commitment Control Budget Attributes

Business Unit 09000 Ledger Group ALLOT

ChartField Criteria

ChartField ChartField Value To Value

oo fo a] [ a]
- o a) [om a]
Bud Ref |25 al [ Q|

Budget ChartFields

= ) o
Dept Class-Funding Bud Ref Set Options
10 Q| [20000 al [s Q| |setoptions I |T‘ ‘?|

[ Return to Search H Notify H Refresh ] Add Update/Display Corect History

Select the Set Options link.

) 2
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Set Options
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Budget ChartFields

KN

Business Unit Ledger Group
09000 ALLOT
'Edﬁ Status

|5 a

Budget Period Status g:‘udsﬁt
2025 Q| | pefaut ML
2026 Q| [ efaut ML
2027 Q| [ efaut ML
'Edﬁ(}onlro\ Options

LJjEY

Eff Date Status Control Option

07012004 ]| [ Q| | Defaul from Higher Lev ~

)

Class-Funding

20000

1-10f3 v

| .

Bud Ref

View All

View All

Help

| Viewal

*Derive Dates Cumulative Cal Cum. Begin Date End Date
| Defaun ~ Q| 07012024 | 12312026 = ‘T| ‘f‘
| Defaun ~ Q| [o7012024 | 1231026 = ‘T| ‘f‘
| Defaut ~ Q| [o7012004 | [123ie06 =l ‘T| ‘f‘
DfitTol.  Tolerance%  Begin Date End Date Description
0710112024 B| [1zmi008 [ |

| |[#][H]

The budget period is between 07/01/2024-12/31/2026. This budget will be available for

use during that time.

The REQ/PO/Vouchers Budget Date on the Distribution line must be between these

dates.

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>Review Budget Detail

Budget Details

Find an Existing Value

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

) Recent Searches | Choose from recent searches | £ I saved Searches | Choose from saved searches
"Business Unit |= v| (99900 Q
“Ledger Group | = v Q

~ Show fewer options.

e .

Enter the Business Unit and Ledger Group.

Select the Search button.

Budget Detail Overview ,

Budget Inquiry Criteria

Select Budget Detail

Business Unit Ledger Group Dept Class-Funding Bud Ref Budget Period

09000 ALLOT 10 Q| |20000 Q| | al | Q|

Populate the first two (2) digits of the Department ID, the five (5) digit Class, and the two
(2) digit Bud Ref.

Select the Search button.

Budget Detail Overview
Budget Inquiry Criteria

Select Budget Detail

BusinessUnit  Ledger Group Dept Class-Funding Bud Ref Budget Period
09000 ALLOT 10 Q| |20000 al [ al | Q|
Budget Details
|;;| |K| 1-30f3 v | viewAl
Business Unit  Ledger Group  Dept Class-Funding Bud Ref Budget Period  View Details
109000 ALLOT 10 20000 25 2025 View Details
2 09000 ALLOT 10 20000 25 2026 View Details
3 09000 ALLOT 10 20000 25 2027 View Details

Retum to Search H Noty ]
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Since this budget spans into separate fiscal years, there are three (3) links: 1) to access
the budget period of 2025, 2) to access the budget period of 2026, 3) to access the
budget period of 2027.

The budget date on the Distribution Line will determine which budget period
transactions will post. It takes all the budgets to equal the total amount budgeted,
encumbered, and expended.

To review the budget, select the View Details link. In this example, Budget Period 2025
will be used.

Commitment Control Budget Details !
Business Unit Ledger Group Dept Class-Funding Bud Ref Budget Period
09000 ALLOT 10 20000 25 2025
Display Chart Li]
Previous Next Return to Inquiry Criteria
Ledger Amounts

Max Rows ‘ 100|
Attributes —

Budget: 3,269,499.00 USD @ =
Expense: 147,025.93 USD @ < .z:;ilgtlat(e:; "deigets
Encumbrance: 399,998 23 USD @ <
Pre-Encumbrance: 0.00 USD @ <

Associate Revenue 0.00 usD
Available Budget
Without Tolerance 2722474844 USD Percent  (83.27%)d Forecasts
With Tolerance 2722474845  USD Percent  (83.27%)&
Budget Exceptions
Exception Errors 0 Exception Warnings 0 Budget Exceptions
[ Retumn to Search ] [ Notify ]

Any transaction budget checked with a budget date between 07/01/2024-06/30/2025
will appear on this budget. This can be seen by selecting the Attributes link.
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Budget Detail Attributes
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Control Budget Attributes

Commitment Control Option
Tolerance Percent

Budget Status

Begin Date

End Date

OK

Control
0.00000000
Open
07/01/2024
1213172026

Help

Select the OK button to return to the budget detail page.

Commitment Control Budget Details

Pre-Encumbrance:

Associate Revenue
Available Budget

Without Tolerance

With Tolerance
Budget Exceptions

Exception Errors 0

I Return to Search H Notify ]

2722474847
2722474848

Exception Warnings

Business Unit Ledger Group Dept Class-Funding
09000 ALLOT 10 20000
Display Chart Li]
Previous Next

Ledger Amounts

Budget: 3,269,499.00 USD
Expense: 147,025.93 USD
Encumbrance:

399,998.23 USD

0.00 USD

0.00 usD

usD
usD

o

Bud Ref Budget Period

25 2025

Retum to Inquiry Criteria

Drill to Ledger  Drill to Activity Log MaxRows 10|
Attriblies
@ & |
- EI Parent / Children
Associated Budgets
L d & ]
@ <4

Percent  (83.27%)A Forecasts

Percent  (83.27%)7

Budget Exceptions

The Summarized amount is from the Ledger KK. If you select the Drill to Activity Log,
shown above, you will receive all the details behind the summarized amount. This detail

is from the KK_Activity table.

Select the Drill to Activity Log icon next to the expense amount.
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Ledger  ALLOT_EXP

Activity Log
o
Tran
Line
a %
@ o 33
@ % 38
Q ] 149
@ % 184
Q % 223
@ @ 268
@ o 313
Q % 487
@ b 576
@ % 725
Q % 851
@ @ 857
@ o 965

Document
Label

Voucher
1D:

Joumal ID:

Journal ID

Joumal |D:

Joumal |D:

Journal ID

Joumnal |D:

Joumal ID:

Journal ID

Joumnal ID:

Joumal |D:

Journal ID

Joumnal |D:

Joumal ID:

Document ID

00199598

PY04813191

PY04813191

PY04813191

PY04813191

PY04813191

PY04813191

PY04813191

PY04813191

PY04813191

PY04813191

PY04813191

PY04813191

PY04813191

Ref
Bdgt?

Class-Funding

20000

20000

20000

20000

20000

20000

20000

20000

20000

20000

20000

20000

20000

20000

Budget Period

Bud Ref

25 2025
25 2025
25 2025
25 2025
25 2025
25 2025
25 2025
25 2025
25 2025
25 2025
25 2025
25 2025
25 2025
25 2025

Year

2025

2025

2025

2025

2025

2025

2025

2025

2025

2025

2025

2025

2025

2025

Period

Foreign Amount

View All

Fori
Cur
7800 L
1369373 L
236542 L
108684

722145 L

278.06

7238 L

51126

607.04

401.42

22366

317394 L

2,86501 L

5986 L

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.

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

Activity Log x
e
Ledger ALLOT_EXP
Activity Log
®|[a] Vewa
- . s . Foreign Monetary Base
unding Dept BudRef  Budget Period Year Period  Foreign Amount Currency Amount  Currency Tran ID Tran Date

10 25 2025 2025 3 7800 USD 78.00 USD 0037532714  09/05/2024 O
2025 2025 1 13,693.73 USD 13,693.73 USD 0037404656  07/20/2024
E2025 2025 236542 USD 2,365.42:USD 037404656 )7/20/12024
10 25 2025 2025 1 1,086.84 USD 1,086.84 USD 0037404656  07/20/2024
10 25 2025 2025 1 722145 USD 7,221.45 USD 0037404656  07/20/2024
10 25 2025 2025 1 27806 USD 27806 USD 0037404656  07/20/2024
10 25 2025 2025 1 7238 USD 7238 USD 0037404656  07/20/2024
10 25 2025 2025 1 51126 USD 511.26 USD 0037404656  07/20/2024
10 25 2025 2025 1 607.04 USD 607.04 USD 0037404656  07/20/2024
10 25 2025 2025 1 40142 USD 401.42 USD 0037404656  07/20/2024
10 25 2025 2025 1 22366 USD 22366 USD 0037404656  07/20/2024
10 25 2025 2025 1 3,17394 USD 3,173.94 USD 0037404656  07/20/2024
10 25 2025 2025 1 2,86501 USD 2,865.01 USD 0037404656  07/20/2024
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\|
. OKLAHOMA

>

« Office of Management
& Enterprise Services



Page 37 of 60

Activity Log
Ledger ALLOT EXP
Activity Log
‘E| ‘?| 1720772 ~ View All
fran  Document  pocumentID ;:'gt? Class-Funding Dept BudRef  Budget Period Year Period | Foreign Amount FO"
% 1 I\gucner 00199598 N 20000 10 25 2025 2025 3 7800 L&
a % 33 JoumallD:  PY04813191 N 20000 10 25 2025 2025 1 1360373 L
Y % 38 JoumallD:  PY04813191 N 20000 10 25 2026 2025 1 236542 |
€Y % 149 JoumalID:  PY04313191 N 20000 10 25 2025 2025 1 1,086.84 L
a % 184 Joumal D PY04813191 N 20000 10 25 2025 2025 1 722145 L
a % 223 Joumal ID.  PY04813191 N 20000 10 25 2025 2025 1 278.06 L
a % 268 Joumal D1 PY04813191 N 20000 10 25 2025 2025 1 7238 L
Y % 313 Joumal ID:  PY04813191 N 20000 10 25 2026 2025 1 51126 L
Y % 467 Joumal ID:  PY04813191 N 20000 10 25 2026 2025 1 607.04 L
@ % 576 Joumal ID:  PY04813191 N 20000 10 25 2025 2025 1 40142 L
a % 725 Joumal ID.  PY04813191 N 20000 10 25 2025 2025 1 22366 |
a % 851 Joumal ID:  PY04813191 N 20000 10 25 2025 2025 1 317394 L
Y % 857 JoumalID:  PY04813191 N 20000 10 25 2026 2025 1 286501 L
€Y % 95 Joumal ID:  PY04813191 N 20000 10 25 2025 2025 1 59.86 |

—

To see the details that make up this transaction, select the Lookup icon to the left of

the line.

Payables Voucher Line Drill Down

Business Unit

Voucher Line

Transaction Line Details

.

Transaction Line Identifiers

09000 Voucher ID 00199598

1 Distribution Line

Additional Source Information

Invoice Number  INVO001
SupplierID 0000067919

Account Operating Unit  Fund Type Dept Program Class-Funding BudRef  Sub-Account PC Business Unit Project
536140 999999 1000 1000001 DO102 20000 25 01 09000 0900000000
Line Status  Valid
Budget Date  09/05/2024
Line Amount  78.00 usD
Quantity  2.0000

Help

Activity

00X

0

Select the OK button to return to the Activity Log.

Select the OK button to return to the Budget Details page.
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Commitment Control Budget Details
Business Unit Ledger Group Dept Class-Funding Bud Ref Budget Period
09000 ALLOT 10 20000 25 2025
Display Chart L]
Previous Next Return to Inquiry Criteria
Ledger Amounts
Max Rows
Attributes
Budget: 3,269,499.00 USD & E ]
c Parent / Children
Expense: 147,025.93 USD ® i Associated Budgets
Encumbrance: 399,998.23 USD @ <4
Pre-Encumbrance: 0.00 USD S ]
Associate Revenue 0.00 usD
Available Budget
Without Tolerance 2722474845  usD Percent  (83.27%) Forecasls
With Tolerance 2722474842  USD Percent  (33.27%)2
Budget Exceptions
Exception Errors 0 Exception Warnings 0 Budget Exceptions
[ Return to Search I [ Notify ]

NOTE: In order to receive all your data, you may need to change the Max Rows.

. ) 2
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Budget Summary Overview (Page 15)

Navigation: Commitment Control>Review Budget Activities>Budget Overview

Budgets Overview

Find an Existing Value

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

©) Recent Searches | Choose from recent searches vl 2 Saved Searches | Choose from saved searches

Inquiry Name | begins with v

~ Show fewer options

]

(HAdd a New Value

Input your Inquiry Name and select the Search button or Add a New Value.

Budget Inquiry Criteria
. i i
InquIny BUDGET KK [pescrption [upsET K
Budget Type
“Business Unit 09000 Q Ledger Groupiset | L09er Group - Ledger Group | ALLOT Q
View Stat Code Budgets Allotment Budget Ledger Group
L] Display Chart
TimeSpan
“Type of Calendar | Detail Budget Period v
Budget Criteria
H |Q View All
Select Ledger Group Calendar ID From Budget Period  To Budget Period '“““"“,“’j“f;"'“‘ Include Closing Adjustments
ALLOT EA 2025 Q| |2025 Q
ChartField Criteria Budget Status
ChartField ChartField From Value  ChartField To Info  CharfField Value Set Update/Add Open
Dept 10 a [w Q (1] Q| Update/ddd a Closed
Class-Funding 20000 a | [20000 Q ) Q| Update/add Hald
Bud Ref 25 Q |25 Q [i] Q|  Updateiadd

Ledger Group = ALLOT

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

NOTE: Be sure to tab out of the field to validate the data.

Input the required data and select the Search button.
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Inquiry Resulis
Business Unit 09000
Ledger Group  ALLOT
Type of Calendar  Detail Budget Period
Amounts in Base Currency  USD
Revenue Associated:
etur fo e waxsows [ 700 Diplay Options
W Ledger Totals (1 Rows)
Budget 3.269.499.00 Net Transfers 0.00
Expense 146,947 93
Encumbrance 398,401.43
Pre.Encumbrance 0.00
Budget Balance 2,724,149.54
Associate Revenue 0.00
Available Budget 2,724,149 64
Budget Overview Results
E‘;‘ Q‘ ol v | Viewan
Details Budget Transaction ) eqger Group  Dept Department Description  Class-Funding 888 g Ref Refence puton
Types Description Descripti Period
- 2025
1 B B ALLOT 10 Acministiation 20000 Ravching 25 Operating 2025
Budget
4 »
Return to Criteria *Notes
I Return to Search | [ Motify I l Refresh | Add Update/Display
» ——

Scroll right in the Budget Overview Results section to view additional information.

1-10f1 »
Available 4
Budget Expense Encumbrance Pre-Encumbrance Budget* Percent Available
3,269,499.00 146,947.93 398,401.43 0.00 2,724149.64

| viewan

e v

To review the Budget Detail Screen, select the budget details icon located to the left of

the line to review.

Display Chanl o

Ledger Amounts

Budget:
Expense:
Encumbrance:

Pre-Encumbrance:

Associate Revenue
Available Budget

Without Tolerance
with Tolerance

Budget Exceptions

Exception Efrors 0

I

3.269.4%9.00 USD
145,947.93 USD
398,401.43 USD

000 USD

0.00 uso

2724149647
2724149687

usD
usp

Exception Warnings 0

Budget Details
« 4
« 1
« "
e ]
Percent  (§3.32%)% Forecasts
Percent  (83.32%) 7

Help

Max Rows 100
Attributes

Parent / Children
Associaled Budgels

Select the OK button to return to the Budget Overview Page.
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Inquiry Results

Business Unit 09000

Ledger Group ALLOT
Type of Calendar  Detail Budget Period
Amounts in Base Currency  USD

Revenue Associated:

Return to Criteria

Ledger Totals (1 Rows)

Budget

Max Rows Display Options

3,269.499.00

Net Transfers 0.00
Expense 146,947.93
Encumbrance '396,401.43
Pre-Encumbrance 0.00
Budget Balance 272414964
Associate Revenue 0.00
Available Budget 272414964
Budget Overview Results
11001 v | view A
- Budget
. Budget Transaction e . Class Budget
Details Types Ledger Group Dept Department Description  Class-Funding Description Bud Ref Refergnu Period
Description
Revolvin 2025
1 = ALLOT 10 Administration 20000 o 9 25 Operating 2025
Budget
4 G —— >
You can review another budget by selecting the Return to Criteria link
Budget Overview
Budget Inquiry Criteria
. o
Inquiry  BUDGET KK Description [BUDGET KK
Amount Criteria Clear ] [ Reset l Ledger/Activity Log Integrity Act Log Internal Integrity
Budget Type
*Business Uni Ledger o Ledger Group Ledger Group |ALLOT
O view stat Gode Budgets Allgtment Budget Ledger Group
® O pisplay Chart
TimeSpan
“Type of Calendar Detail Budget Period
Budget Criteria
@ 1101 v | view Al
Select Ledger Group Calendar ID From Budget Period To Budget Period In:lu\::ee:?:‘i;;:;ment Include Closing Adjustments
ALLOT EA 2025 Q I [2025 Q 0
ChartField Criteria Budget Status
ChartField ChartField From Value ChartField To Info ChartField Value Set Update/Add Open
o a) o al o [ a) e
Class-Funding [muuu Q J [20000 Q I [i] S Update/Add Hold
st al s a] o [ a] wmm
l Return to Search l l Notify l | Refresh ] Update/Display
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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 2025. You set up cumulative budgeting such that the Budget
Processor searches for available balances in all budget periods for 2025 and prior. As
reflected in the table below, the available balance for 2025 is $100, which is not enough
to cover the transaction. But the cumulative available balance for 2025 is $300.
Therefore, the transaction passes budget checking. The system may not look at the
additional $100 in 2026, 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.

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.

Ledger Account | DeptiD Budg. Amount Available | Cum.
Per. Balance Avail.
Balance
ORG_BUD | 50001 100 2004 -100 100 100
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 to fix the
budget.
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Budget Detail Report

Navigation: Commitment Control> Budget Reports > Run Budget Txn Detail

Report

Budget Transaction Detail

Find an Existing Value
v Search Criteria
Enter any information you have and chck Search Leave helds blank for a list of all values.

) Recent Searches | Choose from recent searches v Z

Run Control ID | begins with v l:]

~ Show fewer options

Case Sensitive

Gl

@®Add a New Value

{ Saved Searches | Choose from saved searches

Input the Run Control ID and select the Search button or add a new Run Control ID

and select the Add button.
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Commitment Control Budget Transaction Detail Report

Run Contrel ID  BUDGET_TRANS_DETAIL Report Manager Process Monitor Run
Language | English v|

Report Request Parameters

Unit: |0ac00 Q) B
e Mgmt and Enterprise Services

Ledger Group: |ALLOT Q ‘ [CJUser Budget Overrides

Transaction Type Option: | All V| Type: v

Commit Control Date Option: | Range V| Date From: 07/01/2024 | Date To: 08/30/2025 ‘
| Al v| Commitment Control Ledger Type

Ledger Type Option:

Commitment Centrol Ledger Type

ChartField Selection

EIEY 1190119 +
Sequence ChartField Name Include CF  Value To Value

[ 1] Acomt 0 \ al | Q| -
[ 2] sub-Account O ‘ al | a’
[ 3 FunaType o al | al

C 4| ciassFunding | 20000 Q| [20000 Q|
[ 5| Dent [10 al [ Q|
[ 6| |BudRef |25 a [ Q|
7] com o | al | al
8 proaem o | al | a
[ 8| PCBusiness nit ] | al | a’
[ 10| Project o | al | Q|
[ | Ay 0 | al | Q|

C 12| sourceType O | al | Q|
[ 13| operting unit ] | al | Q|
[ ] iilate ] | al | a)
[ 18] Fundam ] | al | a)

Notify [ Add H Update/Display

Input the budget criteria data and select the Run button.
NOTE: The User Budget Overrides needs to be deselected.
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UserID  BBENN0G

Server Name | v‘
Recurrence | v
Time Zone | Q

Process List

Select Process Name

Description

Budget Transaction Detail Rep GLS8005

Select CSV for the Format.
Select the OK button.

Run Control ID  BUDGET_TRANS_DETAIL

Run Date |09/09/2024 =

Help

Run Time |11:53:31AM

|

Reset to Current Date/Time

Process Type “Type

+Format Distribution

SQR Report Web |

| csv ~ Distribution

Commitment Control Budget Transaction Detail Report

Run Control ID  BUDGET_TRANS_DETAIL
Language ‘ English V|

Report Request Parameters

Unit: w00 a
Ledger Group: \m|
Transaction Type Option: (v
Commit Control Date Option: [Range |
T—

Ledger Type Option:

Report Manager Process Monitor

Process Instance:29687372

IMgmt and Enterprise Services

[JUser Budget Overrides
Type: v
Date From: 07/01/2024 ]|

Commitment Control Ledger Type

Commitment Control Ledger Type

06/3012025 |

Date To:

|

Notice the process instance number. This number is used to identify this job. Select the

Process Monitor link.
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I Process List

[ Server List }

View Process Request For

¥ Process List

Go back to Budget Transaction Detail

UseriD [BBENNGS Q] Type | v Last v \ 1 [Days o I Refresh ]
Server | V‘ MName ‘ Q| Instance From | | Instance To ‘ ‘
Run Status | "| Distribution Status | "‘ Save On Refresh Report Manager

‘EHQ‘ 1-10f1 v | ViewAl
Select  Instance Seq. Process Type z;or::ss User Run Date/Time Run Status Ig:t:':uﬁon Details Actions
29687372 SQR Report GLS8005 BBENNOG 09/09/2024 11:53:31AM CDT Processing N/A Details ¥ Actions

The job is still processing. Select the Refresh button until the Run Status is Success.

When the Run Status is Success, select the Details link.

Process Detail

x|

Process
Instance 29687372
Name GLS8005
Run Status Success
Run

Run Control ID BUDGET_TRANS_DETAIL
Location Server
Server PSUNX

Recurrence

Date/Time

09/09/2024 11:56:11AM CDT
09/09/2024 11:53:31AM CDT
09/09/2024 11:56:31AM CDT
09/09/2024 11:57:29AM CDT

Request Created On
Run Anytime After
Began Process At
Ended Process At

(0,4

Distribution Status

SQR Report
Budget Transaction Detail Rep
Posted

Type

Description

Update Process

Hold Request

Queue Request

Cancel Request
O Delete Request

Re-send Content Restart Request

Actions

Parameters Transfer
Message Log
Batch Timings

View Log/Trace

Help

Select the View Log/Trace link.
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View Log/Trace x
Help
Report
ReportID 26383133 Process Instance 29687372 Message Log
Name GLS8005 Process Type SQR Report

Run Status Success

Budget Transaction Detaill Rep
Distribution Details

Distribution Node OOD_REPNODE Expiration Date | 09/23/2024

File List

Name File Size (bytes) Datetime Created
SQR_GLS8005_29687372 log 2,458 09/09/2024 11:57:29.123877AM CDT
9isB005_29687372.csv 17,239 09/09/2024 11:57-29.123877AM CDT
gls8005_29687372.out 451 09/09/2024 11:57:29.123877AM CDT
Distribute To

Distribution ID Type Distribution ID

User BBENNO6G

|

Select the .CSV file to download to machine.
Open the downloaded CSV file to view the results.
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PeopleSoft GL
Report D: GLS8005 BUDGET TRANSA! Page No. 1
Bus. Unit: "08000 - Mgmtand Enterprise Services  Run Date 9/9/2024
Ledger Grp: ALLOT - Allotment Budget Ledger Group RunTime 11:56:31
PostDate: From 07/01/2024 To 06/30/2025
TranType: All Types
Currency Class-Funding Dept Bud Ref
usb 20000 10 25
Budget Planned Pre Encumbered Encumbered Expended Qverride Override
PostDate Transaction Document ID Line Reference Amount Amount  Amount Amount Amount TRUser BDUser
7/2/2024 EX_TRVAUTH "0000000076 1 Estimated airfare 0 0 0 360 0
7/2/2024 EX_TRVAUTH "0000000076 3 Lodging atdesignated hotel 0 0 0 791 0
7/2/2024 EX_TRVAUTH "0000000076 4 August 18th 0 0 0 15.75 0
7/2/2024 EX_TRVAUTH "0000000076 5 August19th 0 0 0 64 0
7/2/2024 EX_TRVAUTH "0000000076 9 August20th 0 0 0 5 0
7/2/2024 EX_TRVAUTH "0000000076 6 August 18th 0 0 0 5 0
7/2/2024 EX_TRVAUTH "0000000076 14 Spouse pick up atairport 0 0 0 18.76 0
7/2/2024 EX_TRVAUTH "0000000076 8 August20th 0 0 0 64 0
7/2/2024 EX_TRVAUTH "0000000076 10 August21st 0 0 0 46.75 0
7/2/2024 EX_TRVAUTH "0000000076 11 August21st 0 0 0 5 0
7/2/2024 EX_TRVAUTH "0000000076 12 Uber to and from hotelin Char 0 0 0 50 0
7/2/2024 EX_TRVAUTH "0000000076 13 Spouse drop off atairport 0 0 0 41.54 0
7/2/2024 EX_TRVAUTH "0000000076 7 August18th 0 0 0 5 0

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

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

Creating allotment in the future budget period.

SFY 2024 SFY2024

Budget 1000 Budget 1000
Expense 50 Expense 50
Pre-Encumbrance 0 Pre-Encumbrance 0
Encumbrance 950 Encumbrance 950
Total Budget 0 Total Budget 0
SFY2025 SFY2025

Budget 0 Budget 0
Expense 850 Expense 850
Pre-Encumbrance 0 Pre-Encumbrance 0
Encumbrance -850 Encumbrance -950
Total Budget 0 Total Budget 100

The PO was created in SFY 2024 for $950.00.
The voucher was created in SFY 2025 for $850.00.
In column 1, the voucher was not finalized. Notice the total budget remained zero.

In column 2 the voucher was finalized. Notice in SFY 2025, the allotment of $100.00 was
created.

Instead of the allotment being returned to SFY 2024 when the encumbrance was
established, it was returned in SFY 2025 when the voucher was created. The 100.00 will
not be available to use until SFY 2025.
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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

Maintain Purchase Order
Purchase Order

Business Unit 09000 PO Status  Pend Appr x
POID 0909023443 Budget Status  Error =g

Copy From | v ‘ [JHold From Further Processing

~ Header @
Doc Tol Status Valid

“PQ Date |091'09f2024 ‘ Supplier Search
*Supplier |STAPLES IN-001 Q ‘ Supplier Details
e Receipt Status  Not Recvd
“Supplier 1p | 2000067619 al  smeEsiNG | |
Priority | Medium v
Buyer [BEENNS Q[ gosiengem egm
*Dispatch Method |M‘ Dispatch

PO Reference |

Amount Summary (@

Header Details Activity Summary
PO Defaults Add Comments Merchandise 150.00
PO Activities Add ShipTo Comments . ) 0.00
Requisitions Document Status Freight/Tax/Misc. :

¥ Actions Total Amount 150.00 USD

Encumbrance Balance
Add Items From @ Select Lines To Display @
Catalog ltem Search Search for Lines .
Purchasing Kit Line | Q ‘ To ‘ Q ‘ &I

From the REQ or PO form page select the Error link next to Budget Status.
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Purchase Order Exceptions I Line Exceptions I
Business Unit 09000 PO Number 08090234432
*Exception Type | Error .,| Override Transaction L] 7 H
Maximum Rows | 100| More Budgets Exist
Advanced Budget Criteria
Budgets with Exceptions
|E‘i‘|o\‘ 150f5 v | ViewAl
{ Budget Override } { Budget Chartfields 13
Details Business Unit Ledger Group Exception More Detail ()B‘LE;E:: Transfer
1 @ 09000 ACCT Budget period not found More Detalil GoTo..5
2 R 09000 ALLOT No Budget Exists More Detail GoTo . H
3 £} 09000 ALLOT Budget period not found More Detail GoTo . H
4 @ 09000 DEPT Budget period not found More Detalil GoTo..5
5 Q 09000 PRJ_CH_KK Budget period not found IMore Detail GoTo.. 5§
[ Return to Search ] [ Notify ]

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/Requisition Budget
Checking Error Report

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

RUN_OCPPO0343
New Window | Hels

Find an Existing Value @Add a New Value

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

9) Recent Searches | Choose from recent searches v / [ saved Searches |Choose from saved searches v /

Search by: Run Control ID_begins with

“ Show more options

.

Input the Run Control ID and select the Search button or create a new Run Control ID
and select the Add button.

Run Ocppo0343

Run Control ID po_BUD_CHK_RPT

Report Manager Process Monitor Run I

Report Parameters

*From Business ‘09000 Q.‘
Unit ———

“To Business Unit |09000 Q |

Input the From and To Business Unit and select the Run button.

&, okLAHOMA

v « Office of Management
4a-. & Enterprise Services



Page 53 of 60

Process Scheduler Request x
Help
UserID BBENNOG Run Control ID  PO_BUD_CHK_RPT
Server Name | v‘ Run Date ‘09/09!2024 |
Recurrence | V‘ Run Time ‘2.23:49PM | [ Reset to Current Date/Time
Time Zone | Q ‘
Process List
Select Description Process Name Process Type =Type -Format Distribution
Budget Checking Error Report OCPPO343 BI Publisher Web v‘ ‘ PDF ~ Distribution
Select the PDF option for the Format.
Select the OK button.
Run Ocppo0343
Report Manager Process Monitor Run

Run Control D po BUD_CHK_RPT
Process Instance:29687388

Report Parameters

*From Business ‘09000 Q ‘
Unit —
“To Business Unit ‘09000 Q ‘

The Process Instance number identifies this job. Select the Report Manager link.
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[ List H Explorer [ Administration [ Archives
View Reports For
Folder 1 VE Instance | | to | | l Refresh l
Name | | Created On | | | Last V| | 1|| Days ~
Reports
‘E:";HQ‘ 160f6 v | View Al
. Completion Process
Report Report Description Folder Name DatelTime Report ID e
OCPPO343 - .
1 OOPPO3 43 paf OCPPO343 - OCPPO343.PDF  General 09/09/24 2:26PM 26383158 29687388
Select the Administration tab.
[ List [ Explorer { Administration [ Archives

View Reports For

User ID BBENNOG Type 1 VH Last V| ‘ 1| | Days V| Refresh

V‘ | V| Instance | | to ‘ |
Status — Folder ————
JReport List
|E=";||Q| 1606 v | ViewAl
Report Precs g Request .
Select D anEe Description Date/Time Format Status Details
26383168 2087388  OCPP0243 - OCPPO243 pdf g'gg?;ggﬁ‘ ?ﬁg‘d’%a‘ Posted  Details l

Select the .pdf link. This will open a new window and display the report for printing.
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a“ State of Oklahoma 9/9/2024
:’ "4 OKLAHOMA PO Budget Checking Error Report Page 2
0 & From Business Unit 09000 thru 09000
Bus PO Sched Dist Class Dept Budge PO Date Line Amount Vendor Name
Unit PO No Line Number Line Ref
No No
09000
0909011102 1 1 1 29000 4880001 6/20/2014 958.76 AUTHORITY ORDER-PCARD
Ledger Group Error Message
ALLOT Required key CF is blank
09000
0909013009 2 1 1 21000 8800107 17 6/30/2015 0.00 DELL MARKETING LP
Ledger Group Error M g
ALLOT No Budget Exists
09000
0909013092 1 1 17 19601 2000000 16 7/98/2015 40.21 OFFICE OF MANAGEMENT & ENTERPRISE SVCS
Ledger Group Error Message
ALLOT Exceeds Budget Tolerance
0909013092 1 1 18 19601 2000000 16 7/9/2015 119.81  OFFICE OF MANAGEMENT & ENTERPRISE SVCS
Ledger Group Error Message
ALLOT Exceeds Budget Tolerance
0909013092 1 1 19 19601 2000001 16 7/9/2015 309.90 OFFICE OF MANAGEMENT & ENTERPRISE SVCS
Ledger Group Error M g
ALLOT Exceeds Budget Tolerance
0909013092 1 1 20 19601 2000001 16 7/9/2015 106.79 OFFICE OF MANAGEMENT & ENTERPRISE SVCS
Report Name :0OCPPO343.RPT
Query Title: OCP_0343_PO

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 | Review the Budget Attribute Page
(Fund, Class, Department,

BUD REF and Budget Date) First review the funding on the
di t lid budaet transaction to determine if the correct
used Is not a valid buaget, or combination of Chartfields is used.

the Budget used is outside of | Then determine if the correct budget
the budget date. 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 Review the Budget Summary Page
budget does not have enough
funds to cover the obligation or
expenditure. 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 For Purchase Order’s this usually
has a zero available balance. 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 lapsed. Used alternate funding.
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Error Code Description Notes
E1 Exceeds budget and is over )
tolerance.

E2 No budget exists. -

E3 Budget is closed. -

E4 Budget is on hold. -

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

E6 Budget date is out of bounds. -

E7 Spending authority over budget. Credit transaction caused spending authority
(available budget balance) to exceed original
budgeted amount.
This error does not occur if you selected Allow
Increased
Spending Authority for the control budget definition
on the Ledgers for a Unit - Commitment Control
Options page.
See "Setting Up Basic Commitment Control
Options," Enabling
Commitment Control for a Business Unit and
General Ledger Group, Adding Commitment Control
Ledger Groups to a Business Unit.

E8 CF (ChartField) funding source A funding source allocation row for a project budget

error. 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.

E9 Cumulative calendar data not Budget is defined for cumulative budgeting with a

found.

cumulative calendar, but the calendar is not found.

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

Budgeting.
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Error Code

E10

E11

E12

E13

E14

E15

E16

E17

E18

E19

E20

E21

E22

E23

Description

Cumulative date range not found.

Exceeds budget and is over
tolerance for referenced row.

No budget exists for referenced row.
Budget is closed for referenced row.
Budget is on hold for referenced row.

Transaction has offset account for
referenced row.

Budget date is out of bounds for
referenced row.

Spending authority over budget for
referenced row.

CF (ChartField) funding source error
for referenced row.

Cumulative calendar data not found
for referenced row.

Cumulative date range not found for
referenced row.

Exceeds statistical budget and is
over tolerance.

Statistical budget does not exist.

Exceeds statistical budget and is
over tolerance for referenced row.

Notes

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

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 ES8, E11.

See E9, E11.

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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Error Code Description Notes

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

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

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

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

been fully liquidated.

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

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

E30 Funding source allocation not found |See E11, E29.
for referenced row.

E31 Current budget period not in Cumulative budgeting has been set up incorrectly for
cumulative range. 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.

E32 Current budget period not in See E11, E31.
cumulative range for referenced row.
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TBD Account Code

TBD = To Be Determined

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.

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

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

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

These transactions are tracked in the DEPT budget.
The TBD Code should never be used on a Voucher.

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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