Controller’s Office

UNIVERSITY OF MINNESOTA

AP Project Budget Issues

Issue — The Purchase Order passed budget checking when the project was set up as “Track w/o
Budget”. Since the purchase order was created, the Dept ID was changed and the project was
set to “Tracking w/ Budgets”. The encumbrance exists on the purchase order with a different

Dept ID than the budget and the voucher.

/ Summary "\ Invaice Infarmation |~ Payments | Woucher Aftributes | Error Summary }” UM Approval History |

Budget Override Y Budget Chartfields

Business Unit: UMMO1 Invoice Date: 07i24r2008
Voucher ID: 00043379 Invoice No: PO.STROZ2834595
Voucher Style: Regular Invoice Total: 590.46 usD
Contract ID:
Vendor Name: UNIVERSITY STORES Pay Terms: Due Mow
2901 TALMAGE AVE SE Voucher Source: ¥ML Invaices
MIMMEAPOLIS, MM 55414

Entry Status: Postable Origin: 212
Match Status: Matched Created: 08/ 32008
Approval Status: Approved Created By: T-alM
Post Status: Unposted Modified: 08132008

Modified By: LIPRDCTLT

ERS Type: Mot Applicable
Budget Status: Exceptions Close Status: Qpen
Budget Misc Status: valid
"View Related Payment Inguiry v| Gao

{ Voucher Exceptions {_Line Exceptions
Business Unit: UMDY Voucher ID: 00043378 &
‘Exception Type: Error A [Joverride Transaction ﬂﬁ =
Maximum Rows: 100 More Budgets Exist Advanced Budget Criteria
Search
Budgets with Exceptions Customize | Find | Wi Al | B First 4] 1.2 of 2 [+ Last

Business Ledger . . Owverride
Unit Group Exception More Detail Budaget Transfer
1 @ UMND1T  KK_CHILD Mo Budget Exists tore Detail 1 GoTo.. 5
2 Gl Lm0 KE_CHILD Mo Budoget Exists More Detail O GoTo ... A2
View Source PO/Receiver Information
Unit: Undr01 Voucher: 00043379 Line: 1 ‘Line Match Option
PO Unit PO No. PO Line PO Schedule Receipt Unit Receipt Number Line Schedule
[
Tl Ty | Bafrash
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UNIVERSITY OF MINNESOTA

View all documents associated with the purchase order

Purchasing = Purchase Orders = Review PO Information = Document Status

| PO Document Status

Business Unit:  LIWMO1 PO ID: Q000016053

Status: Dizpatched
Document Date: 072272008 Document Type: Purchase QOrder Budget Status: Walid
Currency: sD Amount: 89574
Buyer:

Associated Document

Customize | Find |
Documents Y Relsted Info
3:‘:;“& DOC 1D Document Type Status Document Date  Vendor ID Location
LIWAm01 0000006966 REf Approved 0yi22k0ns
MO ooo430y4 Wouchar Unpostad O7f23rz00a Qoooooooss BUSIMESS
LImrE1 000433749 Woucher Unposted 0yi24r2008 0oooooo0&s BLISIMNESS

Based on the documents and the status of the documents associated with the purchase
order, the steps will vary. Purchase Orders that have posted vouchers, payments,

and/or closed receipts associated with it require a different set of steps than those that
don’t.
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UNIVERSITY OF MINNESOTA

Steps to resolve when purchase order has no payments or closed receipts

1) If there are receipts associated with the purchase order, cancel all associated receipts.
(Role — Procurement Specialist)

Purchasing = Receipts = Add/Update Receipts

Maintain Receipts

Receiving
Business Unit: UMNOT Receipt Status: Receivad b o
Receipt ID: ooooo3z12 Add Comments Activiies

Header Details Document Status
»

Select Purchase Order
Receipt Lines

Receipt Lines 0 More Details " Links and Status ftem Wiy Data i Dt
. o - Receipt ‘Recv Accept . Device Stock Device
Line ftem Description Price oty VoM aty Status Category Serial Track  UOM Track
1 B D-BIOTIN 206.00000 [1.0000 fy [EA |Q  1.0000 Received LO120000 | Ea [Oy % b 4
EYRIDIMIUM Device
2 F% CHLOROCHROMATE  41.70000 |1.0000 2 [ea Q 1.0000 Received LO120000 O EA O Track *®
98% LFack
= & Device
3 B CHLOROETHYLAMIME 36.10000 | 1.0000 B [Ea Q. 1.0000 Received LO120000 (] EA QL T b4
MOMOHYDROCH -
4 B 4-PENTYN-1-OL87% 124.50000 [1.0000 | B2 |EA | 1.0000 Received L0M20000 O EA QL % x
5 Wik Device
I} B DIMETHYLFORMAMIDE 32.00000 |1.0000 % EA QL 1.0000 Received LO120000 1 | TS x
Track
ANHYDRO
Cinterface Receipt Prirt Delivery Report ‘ ‘ Interface Asset Information

& Save | FLReturnto Search | +[=] Previous in List | +[=] Mext in List ‘ [=] Motify | 4 Refresh | [EbAdd

Click the Cancel Receipt icon at the top to cancel the entire receipt. If the receipt is for
more than one purchase order, cancel only the lines associated with the purchase order
by clicking the Cancel Line icon next to the appropriate lines.

Canceling Receipt cannot be reversed. Do you wish to continue? (10300,33)

Yes Mo
Click Yes.
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UNIVERSITY OF MINNESOTA

If there are vouchers associated with the purchase order, unmatch all associated
vouchers that have a status of “Matched”. (Role — Procurement Specialist)

Accounts Payable = Review Accounts Payable Info = Vouchers = Match Workbench

Match Workbench
Use Saved Search: | b Process Monitor
Business Unit equalto hd LIMNO1 |Q
Match Status | equalto | Matched vl
Voucher ID | equal to A | |nuu430?4 |Q
Vendor SetiD |equalto ~| N la
Vendor ID Allvalues w

Max Rows to Retrieve:

Search |

Clear

Select to perform an Action on a row.

| Advanced Search Sa\te Search Critaria

ﬁDeIete Saved Search Personalize Search

WASelect Al Clear All
First [ 1 ot 1 (] Last
[ Details " More Details | [
ﬁ Match Match Type 3;;“& Vouchers Vendor ID Invoice Number |Gross Amt | Currency
O Matched Auta - Matched Unir01 00043074 0000000068 5 PO.STRO28234183 | 76.83 usD
¥Select All Clear All
Action: | V| Run

Check Undo Match and select the Action of Undo Matching. Click Run. The following

message will be displayed:

Microsoft Internet Explorer

Undao Matching has been launched with Process Instance Mumber 115433 (7005, 129)
'
L

3

Verify the process ends successfully.

Repeat for all vouchers matched to the purchase order.
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If there are vouchers associated with the purchase order, delete all associated vouchers
after they have been unmatched. (Role — Voucher Specialist)

Accounts Payable = Vouchers = Add/Update = Delete Voucher

| Delete Voucher {_¥oucher Details

Business Unit: LI Voucher: 00043074

Vendor: noooooooss UNINWERSITY STORES

ShortName: USTORES-001

Invoice: FOSTRO2834188 Origine 212 Header Buiget Status: Errar
Date: Q7r23raong Group: Non-Prorated Budget Status:  valid
Gross Amount: 7683 UsD Entry Status: Fostahle
Related

Voucher

Click Delete.

Warning -- Delete Confirmation (7030,12

Press Ok to delete the voucher. Press Cancel ifyou do not want to delete the voucher.
(] | Cancel

Click OK.

Repeat for all vouchers associated with this purchase order.
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2) Set the Project back to “Track w/o Budget” on the KK_CHILD ledger. Make sure you are
in correct history mode. (Role — contact Julia Gorden, Michele Dobsinski or Lisa Gow in
SFR at this point)

Commitment Control = Define Control Budgets = Budget Definitions = Control
ChartField

4] / Ruleset Chartfield | Keys and Translations | Expiration Charfield | Budget Period Status )™ Control ChartField , [}

SetlD:  UMFIN Ledger Group: KK_CHILD
‘Description: | Bponsored Child Budget ‘Efective Date: | 070172008 [ rsrars: |4 QL =
Control ChartField:  Project [ an control Values

SetiDs for ChartField

*SetiD: [N |2 &=l

ChartField Values Customize | Find
‘Range From ‘Range To Control Option Status Dit Tol. Tolerance % Begin Date End Date ‘Derive Dates  Curnulative Cal FS Required

[ossz60s0 | [oeszs0s0 | [TrackwiBC v |[open  +] (08111090 | [oer2arz008 |50 [Defautt v @ O =
[ossze0s1 | [oeszeos1 | [TrackwisC v |[open ] [11/0111999 | [10r202006 |50 [Deraut v [sqs| =
[ossze0s4 O [veszenss | [TrackwisC v|[open +| [0arz0nage |5 [oerzerzone [ [Deraurt v o O =
[ossze0857 | [oeszeos7 | [TrackwisC v|[open | [oarzonas |5 [oarzerzo0s |4 [Detaur ] o O =
[opszp0B4 | [peszE0B4 | [TrackwiBC v|[open v [o7s01r2000 | [oar31r2006 |50 [Detaut || o O =
[ops2607s | [oes2e075 | [TrackwiBC v |[open v (0811090 |5 [oer2aiz008 |50 [Detautt v [Sqs| =
[ossze07s |2 [veszeore | [TrackwiaC v |[open  +] [08m111090 |5 [oerzaizo0e |5 [Deraut v o O =
[ossze077 | [oeszery | [TrackwisC v|[open  +| [oarz0n1age |5 [oarzerzone |3 [Deraurt v o O =
[ossze07e | [meszeore | [TrackwisC v|[ogen | [0arz0nage |5 [oarzerzo0e |4 [Defaur ] o O =
[opsze079 | [pesze078 | [TrackwiBC v|[open v [oar30nas | [oarzerzone [ [Detaut ] a O =
B save | LiReturnto Sean:h| [=] Matity ‘ E+Add| Updmemisp\ay| 2] Include History ‘ E3

Contral Budiet Options | Ruleset Chartfield | Keys and Translations | Expiration Chartfield | Budget Period Status | Contral ChartField | Offsets | Excluded Account Types

Change the Control Option from Track w/BD to Track.
Click Save.

If any warning messages are displayed, click OK.
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3) Change the distribution on the purchase order. (Role — Procurement Specialist)

Purchasing = Purchase Orders = Add/Update POs

Maintain Purchase Order
Purchase Order

Unit: L0 PO Status: Dispatched A x
POID: n0oon01e053 Budget Status: Walid R
Copy From: [THold From Further Processing

o

‘PO Date: :I Wendor Search

Vendor :I wendor Details Backorder Status: Hone Create BackOrder

“Vendor ID: [soocoooose ] UNIVERSITY STORES Receipt Status: /Mot Recvd

‘Buyer: Q ‘Dispatch Mgfhod: | EDX b Merkur Delivery Information

PO Reference: |

M fise:
HeaderDetails PO Activiies Add ShipTo Comments egpandise Bas74

4 - Calculate
PO Defaults Docurnent Status ight TaxMisc.: o.oo Q
Edit Comments Bequisitions Total Amount: 295.74 1USD

Furchasing Kit Catalog [tern Search Line: l:lQ To: l:lQ Retrieve

Ef Eeceiving
ine ltem Description PO Oty ‘WOM Cateqory  Price Amount Status

= riirring et 1ge000 | i =
1= =TT 751 10000/ RL LO180000 [1.98000 198 active 0 [ @] [

= L Seege e ES
1B FOLL ORAOE %) 10000/ RL LOT90000 [1.98000 OEEE
3R T L= 1.0000|RL  LO190000 1.88000__— 188 actve O [E & =]

= THE LABELING 1"¥500" 5}

1 nnnn! el 1 011 6 (L 108 Active @ N ccErul|

Click on the Change Order icon.

Click on the Schedule icon.

Maintain Purchase Order

Schedules
Unit: LIMrO1 Vendor: USTORES-001
PO ID: 0000016053 PO Date: 072242008

PO Status: Dispatched

Eeturn to Main Pane

Line: 1 ftem: TAPE LABELING 1"#500" ROLL YELLOWPO Oty:  1.0000 RL  Amount:

iy Shipmerit iy Matching e Eeceiving Ereiciht

Sched ‘Due Date *Ship To ‘PO Price Amount Status

1 B ovrarzoog Pi13310001 (@ = 1.0000 1.88000 1.98 Active T o = =

Click on the Distributions icon.
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Maintain Purchase Order

Distributions for Schedule 1

Unit: UnrNO1 Vendor: USTORES-001
POID: 0000016063 tem: TAPE LABELING 1"X500" ROLL YELLOW
Line: 1
Sched: 1 Status: Active
“Distribute by: Schedule Gty 1.0000
Merchandise Amt: 198 USD
SpeedChart: l:lQ Multi-SpeedCharts Doc. Base Amount: 198 UsD

First [ 1 o 4 [M] Last

Chartfields | Defails/Tax | Assetinformation | RegDetal | Statuses

PC Bus

Dist Status Percent PO Oty  Amount XGLUnit  Fund DeptiD Program Unit Project Activity ‘Account  Fin EmpliD ChartField 1 ChartField 2 cs
10 i, [z firzmley [ [owsrRe [oamnerie e, [ammse o, [rars Ja | | mYol=

Update the ChartField information to the correct ChartField string.
Click OK.

If the purchase order has more than one distribution line that needs to be updated,
repeat for all lines.

Maintain Purchase Order

Schedules
Unit: LIhdrO1 Vendor: USTORES-001
PO ID: 0000016053 PO Date: 07i22/2008

PO Status: Dispatched

REeturn to Main Page

First (4] 1 o 10 O

Line: 1 ftem: TAPE LABELING 1"%600" ROLL YELLOWPO Oty:  1.0000 RL  Amount: 188 UsSD

| First [ 1af 1 [ Last

Details | Statuses o Shipment e Matehing i Receiving Ereight
Sched ‘Due Date 'Ship To ‘PO Price Amount Status
1 B o7i22r2008 [Pr13z10001 j@, & 1.0000 1.98000 rogactve B & B R =

Add ShinTo Comments

B save | E\Returnto Search| [=] Motity | L Refresh | E‘+Add| |
Click Save.
Click Return to Main Page.
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Maintain Purchase Order
Purchase Order

Unit: UMMO1 PO Status: 4 A X

PO ID: 0000016053 Budget Status:  NotChkd BT E R
Change Order: 1

Copy From: v [CJHold From Further Processing
v
‘PO Date: Vendaor Search
Vendor Wendor Details Backorder Status:  Mone Create BackOrder
“Vendor ID: LUNIVERSITY STORES Receipt Status: Mot Recvd
‘Buyer: JOMES 242 Q ‘Dispatch Method: | ED ~ terkur Delvery Infarrmation
PO Reference:
Merchandise:
Header Details PO Actitles Ad ShigTo Comments erchandise BETH e
PO Defaults Docurment Status FreightTaxMisc.: 0.00
Edit Comments ~ Requisitions Total Amount: 285.74 USD
Purchasing kit Catalog Itern Search Line: QT Q  Refrieve
Shig TouDue Date Statuses i ftesm Informstion N Attributes R
Lin Item Description PO Oty ‘UOM Category  Price Amount Status
Eh TAPE LABELING 1"#500" =
1R A Tiors & 1.0000) RL LO190000 |1.88000 188 Active 0 [T =

Change the Dispatch Method to Phone and click Save.
Click the Approve PO icon and click Save.

Click the Budget Check icon. The status should change to Valid.

Click Dispatch.

Dispatch Options

Fax Cover Page: [ITest Dispatch
CIprint BU Comments
Server Name: PauNy @ Print Duplicate on PO
*Output Destination Type: WEB A Ll print Changes Only
Print PO tem Description
*Output Destination Format: | PDF w CIPrint Copy
Ok | Cancel Refresh

Click OK.

winuld you like to wait for confirmation that the PO Dispateh process has completed? (10208,44)

Your requestis currently in process. Ifyou choose to wait, once the process has completed, vou will be returned to the updated PO, fyou choose notto wait, please check the Process Monitor
to verify that the scheduled process has completed before accessing the PO being dispatched

Yes Mo

Click Yes.

Verify the PO is in a Dispatched status.
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UNIVERSITY OF MINNESOTA

4) Set the Project back to “Track with Budgets”. Make sure you are in correct history
mode. (Role — Contact the same SFR person that was contacted in step 4)

Commitment Control = Define Control Budgets = Budget Definitions = Control
ChartField

(4] /” Rulesel Chartfield ) Keys and Translations | Ezpiration Charifield | Budget Period Stalus |~ Control ChartField '\ [)

SetlD:  UMFIN Ledger Group: KK_CHILD

Effective Date
“Description: |Eponsored Child Budget “Effective Date: |07/01/2008 5 sstatus: A |2 =
Control ChartField:  Project [C1an control Values

SetlDs for ChartField

‘SetiD: Q EHE
[ChartField Values Customize | Find 00 85
‘Range From ‘Ranue To Control Option Status Dilt Tol. Tolerance % Beain Date End Date ‘Derive Dates  Ci lative Cal FS Required
06526050 | (08526050 | [Trackw/BC | [Open v | [osio1r1998 |5 [0gi2e2008 [ [Default  v|| e O =
[oes26051 | (08526041 | [TrackwiBC v| [Open v | [11i0111999 | [10i292008 [ [Deteurt  v|| e O =
[oss26054 Q0 (08526084 | [TrackwiBC | [Open v | [noiz0r1 999 | [oeizaz2008 [ [Defeurt  v|| e O =
loesz6087 | [peszens7 | [Track | [open v [owz0n 990 | [Daizarz008 [ [Deteurt  v| e O =
|o6526064 Q0 (06526064 | [TrackwiBC | [Open v | [omii 2000 | 03312008 [ [Detautt v| o O =
[ogsze07s | (08526075 |Q [TrackwiBE v |[Open v (o611 908 |5 [oarzar2008 |5 [Default || 2 O =
[ogsze0rs | (08526076 QU [ TrackwiBC v |[Open v [o601/1998 | [0aizev2008 |5 [Defaurt || & O =
[oss26077 | (08826077 | [TrackwiBC v | [Open v | [nwiz0r1 999 | [Dzizez008 [ [Defeurt  v|| e O =
[oesz607e | (08528078 | [TrackwiBC v [Open v [noiz0r 999 [ [Dzizez008 [ [Deteurt  v| e O =
[oss26078 | (06526078 |Q [TrackwiBC | [open v | [oaia0n 999 | [Daizarz008 [ [Deteutt  v[ ja O =
B save | FAReturn to Search ‘ [=] Matity | [E At ‘ UndatelDisplay'| JE] Include History | =4

Control Budget Options | Ruleset Charfield | Keys and Translations | Expiration Charfield | Budeget Period Status | Control ChartField | Offsets | Excluded Account Types

Change the Control Option from Track to Track w/BD.
Click Save.
If any warning messages are displayed, click OK.

5) Reenter the transactions that were previously deleted or cancelled. This includes all
associated receipts and vouchers. (Role — Procurement Specialist, Voucher Specialist)
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Steps to resolve when purchase order has posted vouchers, payments, or closed receipts
1) Determine the amount that has already been matched and/or paid.

Purchasing = Purchase Orders = Review PO Information = Activity Summary

Activity Summary
Unit: UMM PO Status:  Dispatched
POID: 0000018184 Vendor:  SANTA CRUZ BIOTECHNOLOGY ING

Al | #H First E 1of 1 E Last

ine ltem ftem Description uo| Order Gty Amount Ordered Currency %
1 Fé. SC-233652, mouse monoclonal SF2 EA 1.0000 250.000 USD
Click Line Details.
Details for Line 1
PO Humber: Qnoooiataed PO Status: Dispatched
Line: 1 Vendor ID:  SANTA CRUZ BIOTECHMNOLOGY INC
ftem ID: SC-33652, mouse monoclonal SF2
Order Oty 1.0000 UoM: Ep Amount Ordered: 260,000 USD
Expand All Collapze All
&2
Open Quantity: 0.0oon Oty Received: 1.0000
Open Amount: 0.000 UsD Oty Accepted: 1.0000
e
Quantity Invoiced: 1.00
Amt Invoiced: 248000 UsSD Amount Onby
o
Oty Matched: 1.0000
Amt Matched: 248,000 USD
&2
Oty Returned: 0.0000
Amount Returned: 0.0o0

Determine the amount of the remaining encumbrance for each of the lines.
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UNIVERSITY OF MINNESOTA

2) Set the Project back to “Track w/o Budget” on the KK_CHILD ledger. Make sure you are

in correct history mode. (Role —SFR?)

Commitment Control = Define Control Budgets = Budget Definitions = Control

ChartField

4] / Ruleset Chartfield | Keys and Translations | Expiration Charfield | Budget Period Status )™ Control ChartField , [}

SetlD:  UMFIN
Effective Date

Ledger Group: KK_CHILD

"Description: |Sponsored Child Budget

*SetlD:

‘Range From

Control ChartField:

Project

SetiDs for ChartField

e

‘Range To

ChartField Values

Control Option Status

First [4] 1 o2 B Last

‘Efective Date: |07/0172008 [ syas: [A |2 FE=

I An Control Values

Dit Tol.

[ossz60s0 | [oeszs0s0 | [TrackwiBC v |[open  +]
[ossze0s1 | [oeszeos1 | [TrackwisC v |[open ]
[ossze0s4 O [veszenss | [TrackwisC v|[open +|
[ossze0857 | [oeszeos7 | [TrackwisC v|[open |
[opszp0B4 | [peszE0B4 | [TrackwiBC v|[open v
[ops2607s | [oes2e075 | [TrackwiBC v |[open v
[ossze07s |2 [veszeore | [TrackwiaC v |[open  +]
[ossze077 | [oeszery | [TrackwisC v|[open  +|
[ossze07e | [meszeore | [TrackwisC v|[ogen |
[opsze079 | [pesze078 | [TrackwiBC v|[open v

B save | LLReturn to Search | [=] hatify ‘

FE
Tolerance® BeunDate  EndDate ‘Derive Dates
(08111090 | [oer2arz008 |50 [Defautt v o O =
[11/0111999 | [10r202006 |50 [Deraut v a0 =
[0arz0nage |5 [oerzerzone [ [Deraurt v o O ==
[oarzonas |5 [oarzerzo0s |4 [Detaur ] ja O =
[o7s01r2000 | [oar31r2006 |50 [Detaut || ja O =
(0811090 |5 [oer2aiz008 |50 [Detautt v o O =
[osm1nase |5 [oerzerzons |5 [Deraun || la O =
[oarz0n1age |5 [oarzerzone |3 [Deraurt v ja O HE
[0arz0nage |5 [oarzerzo0e |4 [Defaur ] ja O =
[oar30nas | [oarzerzone [ [Detaut ] ja O =

E+Add| Updmemisp\ay| Z Inclucle History ‘ E3

Contral Budiet Options | Ruleset Chartfield | Keys and Translations | Expiration Chartfield | Budget Period Status | Contral ChartField | Offsets | Excluded Account Types

Change the Control Option from Track w/BD to Track.

Click Save.

If any warning messages are displayed, click OK.
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UNIVERSITY OF MINNESOTA

3) Change the distribution on the purchase order. (This step can be skipped if the purchase
order has no encumbrance remaining.) (Role — Procurement Specialist)

Purchasing = Purchase Orders = Add/Update POs

Maintain Purchase Order
Purchase Order

Unit: UMM PO Status: Dispatched A X

PO ID: 0000016053 Budget Status: Valid _Ej
Copy From: [CIHold From Further Processin
S

‘PO Date: :I Yendar Search

Vendor :I vendor Details Backorder Status:
“Vendor ID: [soocoooose | UNIVERSITY STORES Receipt Status: /Mot Recvd

*Buyer: Q *Dispatch Meth6d: | EDX v Merkur Delivery Information

PO Reference: |

Create BackOrder

89574
Header Details PO Activities Add ShipTo Comrments A p—
PO Defaults Document Status reyfhtTaxiisc.: oo
Edit Comments Requisitions Fotal Amount: 205,74 USD

Catalog ltem Search Line: l:IQ

Eurchasing kit

Details Y Ship To/Due Date

e ttem Informstion

ine tem Descrimion PO g![ ‘uom Cmeg WA Price Amount Status

= TAPE LABELING 1"X500) ' =

1B POl YL LT 8, 10000 RL L0190000 | 1.98000 199 Acive (O[5 =
ot oraie/ " = e

2B oL OEANOE %) 10000/ RL  LO790000 [1.98000 OEEE

= RS LGEIELEE T RE 10000/ AL L0190000 188 active O B ®= =

ROLL BLL,
FRED TAPE LYBELING 1"X500" 1751 1 nnnnl Bl | 011 G0 188 Ative O =

Click on the Change Order icon.

Click on the Schedule icon.

Maintain Purchase Order

Schedules
Unit: LIMrO1 Vendor: USTORES-001
PO ID: 0oooo16053 PO Date: 0712252008

PO Status: Dispatched

Eeturn to Main Pane

First [4] 1ot 10 B Last
Line: 1 fem: TAPE LABELING 1"¥500" ROLL YELLOWPO Oty:  1.0000 RL  Amount: 1488 USD

First [ 4 ot 1 [ Last

3 Statuses 7 Shipment i Matching i Receiving Freight i
Sched ‘Due Date ‘Ship To ‘PO Gty Price Amount Status

1 @& o7zziz008 Pr1aai0001 (@ = 1.0000 1.98000 198 Active E‘g [=]

Click on the Distributions icon.
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UNIVERSITY OF MINNESOTA

Maintain Purchase Order

Distributions for Schedule 1

Unit: UnrNO1 Vendor: USTORES-001
POID: 0000016063 tem: TAPE LABELING 1"X500" ROLL YELLOW
Line: 1
Sched: 1 Status: Active
“Distribute by: Schedule Gty 1.0000
Merchandise Amt: 198 USD
SpeedChart: l:lQ Multi-SpeedCharts Doc. Base Amount: 198 UsD

First [ 1 o 4 [M] Last

Chartfields | Defails/Tax | Assetinformation | RegDetal | Statuses

PC Bus

Dist Status Percent PO Oty  Amount XGLUnit  Fund DeptiD Program Unit Project Activity ‘Account  Fin EmpliD ChartField 1 ChartField 2 cs
10 i, [z firzmley [ [owsrRe [oamnerie e, [ammse o, [rars Ja | | mYol=

Decrease the amount on the distribution line to the amount already matched. Insert a
new row and place the remaining encumbrance on the second line using the correct
ChartField string.

Click OK.

If the purchase order has more than one distribution line that needs to be updated,
repeat for all lines.

Maintain Purchase Order

Schedules
Unit: LIhdrO1 Vendor: USTORES-001
PO ID: 0000016053 PO Date: 07i22/2008

PO Status: Dispatched

REeturn to Main Page

First [ 1 ot 10 B Last

Line: 1 Hem: TAPE LABELIMNG 1"#600" ROLL YELLCWPO Oty 1.0000 RL  Amount: 1.88 USD
5 B First [ g o1 D Last

Details | Statuses o Shipment e Matehing i Receiving Ereight

Sched ‘Due Date ‘Ship To ‘PO Oty Price Amount Status
1 B orrzzi2008 prizztoont (@ = 1.0000 1.98000 108 Ative T & B[R =
Add ShinTo Comments
B save | E\Returnto Search | [=] Motity | L Refresh | [Er Add | |
Click Save.

Click Return to Main Page.
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Maintain Purchase Order
Purchase Order

Unit: UMMO1 PO Status: 4 A X

PO ID: 0000016053 Budget Status:  NotChkd BT E R
Change Order: 1

Copy From: v [CJHold From Further Processing
v
‘PO Date: Vendaor Search
Vendor Wendor Details Backorder Status:  Mone Create BackOrder
“Vendor ID: LUNIVERSITY STORES Receipt Status: Mot Recvd
‘Buyer: JOMES 242 Q ‘Dispatch Method: | ED ~ terkur Delvery Infarrmation
PO Reference:
Merchandise:
Header Details PO Actitles Ad ShigTo Comments erchandise BETH e
PO Defaults Docurment Status FreightTaxMisc.: 0.00
Edit Comments ~ Requisitions Total Amount: 285.74 USD
Purchasing kit Catalog Itern Search Line: QT Q  Refrieve
Shig TouDue Date Statuses R
Lin ltem Description PO Oty 'UOM Category  Price Amount Status
Eh TAPE LABELING 1"#500" =
1R A Tiors & 1.0000) RL LO190000 |1.88000 188 Active 0 [T =

Change the Dispatch Method to Phone and click Save.
Click the Approve PO icon and click Save.

Click the Budget Check icon. The status should change to Valid.

Click Dispatch.

Dispatch Options

Fax Cover Page: [Test Dispatch
CIprint BU Comments
Server Name: PaUNA | Print Duplicate on PO
'Output Destination Type: WEB - ClPrint Changes Only
Print PO kem Description
"Output Destination Format: | PDF hd CPrint Copy
Qe | Cancel Refresh

Click OK.

Would you like to wait for confirmation that the PO Dispatch process has completed? (10208,44)

Your reguestis currently in process. If you chooss to wait, once the process has completed, you will be returned to the updated PO. Ifyou choose notto wait, please checkthe Process Monitar
to verify that the scheduled process has completed before accessing the PO being dispatched

Yes Mo

Click Yes.

Verify the PO is in a Dispatched status.
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4) Run budget checking for the vouchers that previously had budget checking exceptions.

(Role — Production Support)

Accounts Payable = Batch Processes = Vouchers = Budget Check

Budget Check

Run Control ID:  vCHR_BCM

Run |

Report Manager FProcess Manitar

Process Request Parameters Find | Wiew All First [4] 1af 1 [+ Last
*Process Freguency: | Always Process w | E|
Request Number: 1
*Description: |V0ucherBudgetChecking |

AP_VOUCHER |Q

*Transaction Type:

[IProcess All Business Units

Selection Parameters First 4] 1.2 o 2 (¥ Last
Field Name Value Type  From/To From/To
Business Unit v | |Value  w MO Q, El
Youcher 1D Value W Qoos0118 Q E|
Click Run.

Process Scheduler Request

User ID: FREESO29

Run Control ID: VYCHRE_BCM

Server Name:
Recurrence:

Time Zone:

Select Description

1001312008 [#]
7:21:30PM

Resetto Current Date/Time |

Process Mame Process Type Twne *Format Distribution

Comm. Cnirl. Budget Processor FS_BP Anplication Engine |Weh V||T><T V|Distributi0n
Ok | Cancel Refresh
Click OK.

Verify the job completes successfully and that the voucher passed budget checking.
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5) Set the Project back to “Track with Budgets”. Make sure you are in correct history
mode. (Role — SFR?)

Commitment Control = Define Control Budgets = Budget Definitions = Control
ChartField

(4] /” Rulesel Chartfield ) Keys and Translations | Ezpiration Charifield | Budget Period Stalus |~ Control ChartField '\ [)

SetlD:  UMFIN Ledger Group: KK_CHILD

Effective Date
“Description: |Eponsored Child Budget “Effective Date: |07/01/2008 5 sstatus: A |2 =
Control ChartField:  Project [C1an control Values

SetlDs for ChartField

‘SetiD: e e =l

[ChartField Values
“Range From

‘Range To Control Option Status Dilt Tol. Tolerance % Beqin Date End Date lative Cal FS Re

06526050 | (08526050 | [Trackw/BC | [Open v | [osio1r1998 |5 [0gi2e2008 [ [Default  v|| e O =
[oes26051 | (08526041 | [TrackwiBC v| [Open v | [11i0111999 | [10i292008 [ [Deteurt  v|| e O =
[oss26054 Q0 (08526084 | [TrackwiBC | [Open v | [noiz0r1 999 | [oeizaz2008 [ [Defeurt  v|| e O =
loesz6087 | [peszens7 | [Track | [open v [owz0n 990 | [Daizarz008 [ [Deteurt  v| e O =
|o6526064 Q0 (06526064 | [TrackwiBC | [Open v | [omii 2000 | 03312008 [ [Detautt v| o O =
[ogsze07s | (08526075 |Q [TrackwiBE v |[Open v (o611 908 |5 [oarzar2008 |5 [Default || 2 O =
[ogsze0rs | (08526076 QU [ TrackwiBC v |[Open v [o601/1998 | [0aizev2008 |5 [Defaurt || & O =
[oss26077 | (08826077 | [TrackwiBC v | [Open v | [nwiz0r1 999 | [Dzizez008 [ [Defeurt  v|| e O =
[oesz607e | (08528078 | [TrackwiBC v [Open v [noiz0r 999 [ [Dzizez008 [ [Deteurt  v| e O =
[oss26078 | (06526078 |Q [TrackwiBC | [open v | [oaia0n 999 | [Daizarz008 [ [Deteutt  v[ ja O =
B save | FAReturn to Search ‘ [=] Matity | [E At ‘ UndatelDisplay'| JE] Include History | =4

Control Budget Options | Ruleset Charfield | Keys and Translations | Expiration Charfield | Budeget Period Status | Control ChartField | Offsets | Excluded Account Types

Change the Control Option from Track to Track w/BD.
Click Save.

If any warning messages are displayed, click OK.
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