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Florida State UniversityFlorida State UniversityFlorida State UniversityFlorida State University

Comprehensive publicComprehensive publicComprehensive, public Comprehensive, public 
research university research university 
located in the capital citylocated in the capital citylocated in the capital city located in the capital city 
of Tallahassee, Floridaof Tallahassee, Florida
Enrollment: 39 136Enrollment: 39 136Enrollment: 39,136Enrollment: 39,136
Annual Operating Annual Operating 
B d t $1 1BB d t $1 1BBudget: $1.1BBudget: $1.1B



FSU and PeopleSoftFSU and PeopleSoftFSU and PeopleSoftFSU and PeopleSoft

FSU has used Travel & Expenses withFSU has used Travel & Expenses withFSU has used Travel & Expenses with FSU has used Travel & Expenses with 
Commitment Control since going live with Commitment Control since going live with 
version 8 4 in 2004version 8 4 in 2004version 8.4 in 2004version 8.4 in 2004
Have been on 8.9 for over 2 yearsHave been on 8.9 for over 2 years
Pl t li ith 9 0 MP5 i A il 2009Pl t li ith 9 0 MP5 i A il 2009Plan to go live with 9.0 MP5 in April 2009Plan to go live with 9.0 MP5 in April 2009

Yikes!  That’s next month!



FSU and Travel/BudgetFSU and Travel/BudgetFSU and Travel/BudgetFSU and Travel/Budget

Subject to State of Florida travelSubject to State of Florida travelSubject to State of Florida travel Subject to State of Florida travel 
regulations, including per diem and meal regulations, including per diem and meal 
reimbursementsreimbursementsreimbursementsreimbursements
Funding from state, auxiliary enterprises, Funding from state, auxiliary enterprises, 
and sponsored researchand sponsored research a variety ofa variety ofand sponsored research and sponsored research -- a variety of a variety of 
budgetary restrictionsbudgetary restrictions
D t li d t d l f t lD t li d t d l f t lDecentralized entry and approval of travel Decentralized entry and approval of travel 
and expense requestsand expense requests



OverviewOverviewOverviewOverview

Travel & Expenses is a newer moduleTravel & Expenses is a newer moduleTravel & Expenses is a newer module, Travel & Expenses is a newer module, 
and its integration with Commitment and its integration with Commitment 
Control is maturingControl is maturingControl is maturingControl is maturing
The association between Travel The association between Travel AuthsAuths and and 
Expense Reports is similar to that betweenExpense Reports is similar to that betweenExpense Reports is similar to that between Expense Reports is similar to that between 
POs/Vouchers, but there are some POs/Vouchers, but there are some 
important differencesimportant differencesimportant differencesimportant differences



OverviewOverviewOverviewOverview

The examples in this presentation areThe examples in this presentation areThe examples in this presentation are The examples in this presentation are 
based on 8.9based on 8.9
Very few changes thatVery few changes that we’ve seenwe’ve seenVery few changes that Very few changes that we ve seen we ve seen 
between between 8.9 and 9.08.9 and 9.0



AgendaAgendaAgendaAgenda

TravelTravel AuthsAuthsTravel Travel AuthsAuths
Encumbrance Encumbrance 
Change example: denying a lineChange example: denying a lineChange example: denying a lineChange example: denying a line
TwoTwo--step liquidation process w/Ex Rptstep liquidation process w/Ex Rpt

E R tE R tExpense ReportsExpense Reports
Payment cancellationPayment cancellation
Closing ERsClosing ERs

Cash Advances Cash Advances -- not budget checkednot budget checked



AgendaAgendaAgendaAgenda

Batch Budget CheckBatch Budget CheckBatch Budget CheckBatch Budget Check
IssuesIssues

D l ti d tD l ti d tDeleting documentsDeleting documents
““Ref’dRef’d Doc has been Finalized” errorsDoc has been Finalized” errors

ReconciliationsReconciliations
Year EndYear End

PrePre--roll clean uproll clean up
TAuth rollTAuth roll



TravelTravel AuthsAuthsTravel Travel AuthsAuths

In our set up TAuths (and ERs) must beIn our set up TAuths (and ERs) must beIn our set up, TAuths (and ERs) must be In our set up, TAuths (and ERs) must be 
checked before they are approvedchecked before they are approved
During the approvals process changesDuring the approvals process changesDuring the approvals process, changes During the approvals process, changes 
can be made that affect commitment can be made that affect commitment 
controlcontrolcontrolcontrol
TAuths are normally liquidated by Ex Rpt, TAuths are normally liquidated by Ex Rpt, 
th h th b ll d/ l dth h th b ll d/ l dthough they can be cancelled/closed though they can be cancelled/closed 
without an Ex Rptwithout an Ex Rpt



TravelTravel AuthsAuthsTravel Travel AuthsAuths

Expenses/Commitment Control OptionsExpenses/Commitment Control OptionsExpenses/Commitment Control OptionsExpenses/Commitment Control Options



TravelTravel AuthsAuthsTravel Travel AuthsAuths

Encumbrance ExampleEncumbrance ExampleEncumbrance ExampleEncumbrance Example
Travel Auth enteredTravel Auth entered
SubmittedSubmittedSubmittedSubmitted
Budget checked and in Valid Budget StatusBudget checked and in Valid Budget Status
Recorded on Commitment ControlRecorded on Commitment ControlRecorded on Commitment ControlRecorded on Commitment Control





TravelTravel AuthsAuthsTravel Travel AuthsAuths

EX TAUTH HDR / EX TAUTH LINEEX TAUTH HDR / EX TAUTH LINEEX_TAUTH_HDR / EX_TAUTH_LINEEX_TAUTH_HDR / EX_TAUTH_LINE
after submissionafter submission



TravelTravel AuthsAuthsTravel Travel AuthsAuths

KK activityKK activityKK activityKK activity
after submission & budget checkafter submission & budget check



TravelTravel AuthsAuthsTravel Travel AuthsAuths

Approver denies a lineApprover denies a lineApprover denies a lineApprover denies a line

This requires another budget checkThis requires another budget check



TravelTravel AuthsAuthsTravel Travel AuthsAuths

EX TAUTH HDR / EX TAUTH LINEEX TAUTH HDR / EX TAUTH LINEEX_TAUTH_HDR / EX_TAUTH_LINEEX_TAUTH_HDR / EX_TAUTH_LINE
status changed, denied line in DEN statusstatus changed, denied line in DEN status



TravelTravel AuthsAuthsTravel Travel AuthsAuths

KK ActivityKK ActivityKK ActivityKK Activity
after line denied it is after line denied it is deleteddeleted from KKfrom KK



TravelTravel AuthsAuthsTravel Travel AuthsAuths

Travel Auth to Expense ReportTravel Auth to Expense ReportTravel Auth to Expense ReportTravel Auth to Expense Report
OneOne--toto--one relationship one relationship –– once a TA is copied once a TA is copied 
to an ER you cannot associate other ERs withto an ER you cannot associate other ERs withto an ER you cannot associate other ERs with to an ER you cannot associate other ERs with 
the same TAthe same TA
Additional ERs for the same trip must be doneAdditional ERs for the same trip must be doneAdditional ERs for the same trip must be done Additional ERs for the same trip must be done 
unencumberedunencumbered
Remaining encumbrance on TA can only be Remaining encumbrance on TA can only be g yg y
relieved by closing and finalizing the TArelieved by closing and finalizing the TA



TravelTravel AuthsAuthsTravel Travel AuthsAuths

Line to LineLine to LineLine to LineLine to Line
While the TAuth ID is recorded on ER While the TAuth ID is recorded on ER distribdistrib
lines the TAuth line number is not recordedlines the TAuth line number is not recordedlines, the TAuth line number is not recordedlines, the TAuth line number is not recorded
In most cases, TA lines are matched to ER In most cases, TA lines are matched to ER 
lines if they share the same line numberlines if they share the same line numberlines if they share the same line numberlines if they share the same line number
Lines added, changed, or deleted on the ER Lines added, changed, or deleted on the ER 
may lose an association with a TA linemay lose an association with a TA lineyy
LineLine--level remaining encumbrance is not as level remaining encumbrance is not as 
useful as TAuth remaining encumbranceuseful as TAuth remaining encumbrancegg



TravelTravel AuthsAuthsTravel Travel AuthsAuths

LiquidationLiquidation -- two step processtwo step processLiquidation Liquidation two step processtwo step process
1. Reduced by Ex Rpt where there is a line1. Reduced by Ex Rpt where there is a line--toto--
line match between ER and TAline match between ER and TAline match between ER and TAline match between ER and TA
2. TA closed and “finalized” 2. TA closed and “finalized” –– remaining remaining 
encumbrance is relieved when encumbranceencumbrance is relieved when encumbranceencumbrance is relieved when encumbrance encumbrance is relieved when encumbrance 
is reduced to match ER liquidation amountis reduced to match ER liquidation amount

You can also cancel a TAuth which doesYou can also cancel a TAuth which doesYou can also cancel a TAuth which does You can also cancel a TAuth which does 
just the second stepjust the second step



Travel Auth LiquidationTravel Auth LiquidationTravel Auth LiquidationTravel Auth Liquidation

Example continuedExample continuedExample continuedExample continued
Copy TA to Expense ReportCopy TA to Expense Report
Make some changes:Make some changes:Make some changes:Make some changes:

Reduce line 1 to $400Reduce line 1 to $400
Split receipts on line 2Split receipts on line 2Split receipts on line 2Split receipts on line 2
Delete line 3Delete line 3
No change to line 4No change to line 4gg
Increase line 5 to $550Increase line 5 to $550
Add a new lineAdd a new line



Travel Auth LiquidationTravel Auth LiquidationTravel Auth LiquidationTravel Auth Liquidation

Summary of changesSummary of changesSummary of changesSummary of changes



Travel Auth LiquidationTravel Auth LiquidationTravel Auth LiquidationTravel Auth Liquidation

Submit and budget check Ex ReportSubmit and budget check Ex ReportSubmit and budget check Ex ReportSubmit and budget check Ex Report
Note ER is in “Submitted” statusNote ER is in “Submitted” status



Travel Auth LiquidationTravel Auth LiquidationTravel Auth LiquidationTravel Auth Liquidation
Step 1: Partial liquidationStep 1: Partial liquidation

Fully liquidated first two linesFully liquidated first two lines
Connected TA line 5 and ER line 4Connected TA line 5 and ER line 4
Lost connection between TA line 6 / ER line 5Lost connection between TA line 6 / ER line 5Lost connection between TA line 6 / ER line 5Lost connection between TA line 6 / ER line 5



Travel Auth LiquidationTravel Auth LiquidationTravel Auth LiquidationTravel Auth Liquidation

KK Activity LogKK Activity LogKK Activity LogKK Activity Log



Travel Auth LiquidationTravel Auth LiquidationTravel Auth LiquidationTravel Auth Liquidation

Liquidation table for the Travel AuthLiquidation table for the Travel AuthLiquidation table for the Travel AuthLiquidation table for the Travel Auth



Travel Auth LiquidationTravel Auth LiquidationTravel Auth LiquidationTravel Auth Liquidation

Step 2: When Ex Rpt is budget checkedStep 2: When Ex Rpt is budget checkedStep 2: When Ex Rpt is budget checked, Step 2: When Ex Rpt is budget checked, 
the associated Travel Auth is updatedthe associated Travel Auth is updated

Budget Header/Line Status changed to “NotBudget Header/Line Status changed to “NotBudget Header/Line Status changed to Not Budget Header/Line Status changed to Not 
Checked”Checked”
KK Close Flag set to “Y”KK Close Flag set to “Y” –– this “finalizes” thethis “finalizes” theKK Close Flag set to Y  KK Close Flag set to Y  this finalizes  the this finalizes  the 
TAuthTAuth
TAuth Header status is “Closed”TAuth Header status is “Closed”TAuth Header status is ClosedTAuth Header status is Closed



Travel Auth LiquidationTravel Auth LiquidationTravel Auth LiquidationTravel Auth Liquidation

Travel Auth after Ex Rpt checkedTravel Auth after Ex Rpt checkedTravel Auth after Ex Rpt checkedTravel Auth after Ex Rpt checked



Travel Auth LiquidationTravel Auth LiquidationTravel Auth LiquidationTravel Auth Liquidation

When TAuth is next budget checked thisWhen TAuth is next budget checked thisWhen TAuth is next budget checked this When TAuth is next budget checked this 
will liquidate remaining encumbrancewill liquidate remaining encumbrance

Though the TAuth is automatically updated itThough the TAuth is automatically updated itThough the TAuth is automatically updated, it Though the TAuth is automatically updated, it 
is not automatically budget checkedis not automatically budget checked
The TAuth must be budget checked eitherThe TAuth must be budget checked eitherThe TAuth must be budget checked, either The TAuth must be budget checked, either 
individually or in batch, before it liquidatesindividually or in batch, before it liquidates



Travel Auth LiquidationTravel Auth LiquidationTravel Auth LiquidationTravel Auth Liquidation

Liquidation table after final budget checkLiquidation table after final budget checkLiquidation table after final budget checkLiquidation table after final budget check
Encumbrances reduced so that remaining Encumbrances reduced so that remaining 
encumbrance is zeroencumbrance is zeroencumbrance is zeroencumbrance is zero

Before final budget checkBefore final budget check After final budget checkAfter final budget check



Travel Auth LiquidationTravel Auth LiquidationTravel Auth LiquidationTravel Auth Liquidation

Net encumbrance after both ER and TANet encumbrance after both ER and TANet encumbrance after both ER and TA Net encumbrance after both ER and TA 
checked checked 



Travel Auth LiquidationTravel Auth LiquidationTravel Auth LiquidationTravel Auth Liquidation

KK Activity LogKK Activity Log –– reversal detailreversal detailKK Activity Log KK Activity Log reversal detailreversal detail



Travel Auth LiquidationTravel Auth LiquidationTravel Auth LiquidationTravel Auth Liquidation

KK Activity LogKK Activity Log –– reversal detailreversal detailKK Activity Log KK Activity Log reversal detailreversal detail
Line that was liquidated by Ex Rpt

Line that was not liquidated by Ex Rpt



Travel Auth LiquidationTravel Auth LiquidationTravel Auth LiquidationTravel Auth Liquidation

ER was not yet approvedER was not yet approvedER was not yet approvedER was not yet approved
Approver decides to “Send Back”Approver decides to “Send Back”



Travel Auth LiquidationTravel Auth LiquidationTravel Auth LiquidationTravel Auth Liquidation

Confirmation triggers processingConfirmation triggers processingConfirmation triggers processing...Confirmation triggers processing...



Travel Auth LiquidationTravel Auth LiquidationTravel Auth LiquidationTravel Auth Liquidation
When ER is sent backWhen ER is sent back

Status changed to “Pending”Status changed to “Pending”
Budget Header Status reverts to “N”Budget Header Status reverts to “N”
Removed from Commitment ControlRemoved from Commitment Control



Travel Auth LiquidationTravel Auth LiquidationTravel Auth LiquidationTravel Auth Liquidation
Associated Travel Auth is updatedAssociated Travel Auth is updated

Status reverts to “Approved” (was “Closed”)Status reverts to “Approved” (was “Closed”)
KK Close Flag is reset to “N” KK Close Flag is reset to “N” 



Travel Auth LiquidationTravel Auth LiquidationTravel Auth LiquidationTravel Auth Liquidation

Associated Travel Auth is NOT reAssociated Travel Auth is NOT re--checkedcheckedAssociated Travel Auth is NOT reAssociated Travel Auth is NOT re checkedchecked
Budget Header Status still “Budget Header Status still “V”alidV”alid
Activity log NOT changed lines reduced toActivity log NOT changed lines reduced toActivity log NOT changed, lines reduced to Activity log NOT changed, lines reduced to 
zero are still zero, though no ER is liquidatingzero are still zero, though no ER is liquidating



Travel Auth LiquidationTravel Auth LiquidationTravel Auth LiquidationTravel Auth Liquidation

KK liquidation/reference tables updatedKK liquidation/reference tables updatedKK liquidation/reference tables updatedKK liquidation/reference tables updated
No Referenced table entry (since ER gone)No Referenced table entry (since ER gone)
Liquidation table updated to match Act LogLiquidation table updated to match Act LogLiquidation table updated to match Act LogLiquidation table updated to match Act Log



Travel Auth LiquidationTravel Auth LiquidationTravel Auth LiquidationTravel Auth Liquidation

ER is resubmitted and budget checkedER is resubmitted and budget checkedER is resubmitted and budget checkedER is resubmitted and budget checked



Travel Auth LiquidationTravel Auth LiquidationTravel Auth LiquidationTravel Auth Liquidation

Recorded on KK again but has a new KKRecorded on KK again but has a new KKRecorded on KK again, but has a new KK Recorded on KK again, but has a new KK 
Tran IdTran Id



Travel Auth LiquidationTravel Auth LiquidationTravel Auth LiquidationTravel Auth Liquidation

TA is updated again (reTA is updated again (re--finalized)finalized)TA is updated again (reTA is updated again (re finalized)finalized)

at least this is how it should workat least this is how it should work



Expense ReportsExpense ReportsExpense ReportsExpense Reports

The TAuth liquidation showed typical ERThe TAuth liquidation showed typical ERThe TAuth liquidation showed typical ER The TAuth liquidation showed typical ER 
budget checkingbudget checking
Payment cancellation can have an effectPayment cancellation can have an effectPayment cancellation can have an effect Payment cancellation can have an effect 
on Ex on Ex RptsRpts

C ll d ith iC ll d ith iCancelled with reissueCancelled with reissue
Cancelled without reissueCancelled without reissue

Closing ERs that will not be paidClosing ERs that will not be paid



Expense ReportsExpense ReportsExpense ReportsExpense Reports

Payment cancelled and reissuedPayment cancelled and reissuedPayment cancelled and reissuedPayment cancelled and reissued
Should not affect commitment control at all, Should not affect commitment control at all, 
because doesn’t change expensebecause doesn’t change expensebecause doesn t change expensebecause doesn t change expense
However, we However, we unpostunpost and repost the ER so and repost the ER so 
that the new payment can be stagedthat the new payment can be stagedthat the new payment can be stagedthat the new payment can be staged
This places the ER in a “This places the ER in a “N”otN”ot budget checked budget checked 
statusstatus
As long as ER is in current budget As long as ER is in current budget 
period/fiscal year we recheck without problemperiod/fiscal year we recheck without problemp y pp y p



Expense ReportsExpense ReportsExpense ReportsExpense Reports

Payment cancelled and reissuedPayment cancelled and reissuedPayment cancelled and reissuedPayment cancelled and reissued
If ER was in a prior budget period/fiscal year it If ER was in a prior budget period/fiscal year it 
errors because budget is closederrors because budget is closederrors because budget is closederrors because budget is closed
We use budget attributes to temporarily We use budget attributes to temporarily 
reopen budget and rereopen budget and re--check so ER is back incheck so ER is back inreopen budget and rereopen budget and re check so ER is back in check so ER is back in 
Valid budget statusValid budget status
Should not change KK, since GL expense has Should not change KK, since GL expense has g , pg , p
not changed (only payment occurs in current not changed (only payment occurs in current 
period)period)



Expense ReportsExpense ReportsExpense ReportsExpense Reports

Payment cancelled without reissuePayment cancelled without reissuePayment cancelled without reissuePayment cancelled without reissue
This does affect expense, thus should affect This does affect expense, thus should affect 
KKKKKKKK
Changes the Ex Rpt to “Closed” status (had Changes the Ex Rpt to “Closed” status (had 
been “Paid”)been “Paid”)been Paid )been Paid )
When posted reverses expense entry on When posted reverses expense entry on 
EX ACCTG LINE and from there to GLEX ACCTG LINE and from there to GL_ __ _



Expense ReportsExpense ReportsExpense ReportsExpense Reports

Payment cancelled without reissuePayment cancelled without reissuePayment cancelled without reissuePayment cancelled without reissue
Need to budget check closed ERs using a Need to budget check closed ERs using a 
different KK transaction type (EX EXCLOSE)different KK transaction type (EX EXCLOSE)different KK transaction type (EX_EXCLOSE) different KK transaction type (EX_EXCLOSE) 
than that used for normal ERs than that used for normal ERs 
(EX_EXSHEET)(EX_EXSHEET)( )( )
This will create a second KK Tran Id to This will create a second KK Tran Id to 
reverse the original KK entryreverse the original KK entry



Expense ReportsExpense ReportsExpense ReportsExpense Reports

Payment cancelled without reissuePayment cancelled without reissuePayment cancelled without reissuePayment cancelled without reissue



Expense ReportsExpense ReportsExpense ReportsExpense Reports

Payment cancelled without reissuePayment cancelled without reissuePayment cancelled without reissuePayment cancelled without reissue
Example of KK Activity LogExample of KK Activity Log



Expense ReportsExpense ReportsExpense ReportsExpense Reports

Payment cancelled without reissuePayment cancelled without reissuePayment cancelled without reissuePayment cancelled without reissue
Budget check is done based on the Ex Rpt Budget check is done based on the Ex Rpt 
document not based on EX ACCTG LINEdocument not based on EX ACCTG LINEdocument, not based on EX_ACCTG_LINEdocument, not based on EX_ACCTG_LINE
This means reversal is done using original This means reversal is done using original 
accounting date/budget dateaccounting date/budget dateaccounting date/budget dateaccounting date/budget date
This can be a problem if ER was in a prior This can be a problem if ER was in a prior 
year and closed in current year year and closed in current year –– GL entries GL entries y yy y
are in current year but budget tries to update are in current year but budget tries to update 
prior yearprior year



Expense ReportsExpense ReportsExpense ReportsExpense Reports

Payment cancelled without reissuePayment cancelled without reissuePayment cancelled without reissuePayment cancelled without reissue
Also a problem if ER in a closed budget Also a problem if ER in a closed budget 
periodperiod –– will go to budget errorwill go to budget errorperiod period will go to budget errorwill go to budget error
There is no delivered KK exception page for There is no delivered KK exception page for 
closed ERs, so if a closed ER goes to errorclosed ERs, so if a closed ER goes to errorclosed ERs, so if a closed ER goes to error closed ERs, so if a closed ER goes to error 
we cannot review itwe cannot review it



Expense ReportsExpense ReportsExpense ReportsExpense Reports

Payment cancelled without reissuePayment cancelled without reissuePayment cancelled without reissuePayment cancelled without reissue
Our workaround: we use a custom view for Our workaround: we use a custom view for 
the EX EXCLOSE source transaction typethe EX EXCLOSE source transaction typethe EX_EXCLOSE source transaction type the EX_EXCLOSE source transaction type 
that incorporates accounting date from that incorporates accounting date from 
EX_ACCTG_LINE EX_ACCTG_LINE 
This allows us to force the KK reversals to This allows us to force the KK reversals to 
occur in the same accounting/budget period occur in the same accounting/budget period 
as the GL reversalsas the GL reversals



Expense ReportsExpense ReportsExpense ReportsExpense Reports

Our EX EXCLOSE customizationOur EX EXCLOSE customizationOur EX_EXCLOSE customizationOur EX_EXCLOSE customization

Delivered: EX_SHEET_HDR
and EX_SHT_DIST1_VW



Expense ReportsExpense ReportsExpense ReportsExpense Reports

Closing ERs that will not be paidClosing ERs that will not be paidClosing ERs that will not be paidClosing ERs that will not be paid
If posted can “Mark Expense Report for If posted can “Mark Expense Report for 
Close” to reverse GL entries; this process letsClose” to reverse GL entries; this process letsClose  to reverse GL entries; this process lets Close  to reverse GL entries; this process lets 
you specify the reversal dateyou specify the reversal date
Then need to budget check using theThen need to budget check using theThen need to budget check using the Then need to budget check using the 
EX_EXCLOSE transaction type (the same as EX_EXCLOSE transaction type (the same as 
we did when payment was cancelled and not we did when payment was cancelled and not 
reissued)reissued)



Expense ReportsExpense ReportsExpense ReportsExpense Reports

Closing ERs that will not be paidClosing ERs that will not be paidClosing ERs that will not be paidClosing ERs that will not be paid
If not posted just need to put in a status that If not posted just need to put in a status that 
will remove entries from KK (we usually “Sendwill remove entries from KK (we usually “Sendwill remove entries from KK (we usually Send will remove entries from KK (we usually Send 
Back”)Back”)
We clean up any unpaid ERs at year endWe clean up any unpaid ERs at year endWe clean up any unpaid ERs at year endWe clean up any unpaid ERs at year end



Cash AdvancesCash AdvancesCash AdvancesCash Advances

These are not budget checkedThese are not budget checkedThese are not budget checkedThese are not budget checked
Tables do not have budget status fields that Tables do not have budget status fields that 
would be necessary to checkwould be necessary to checkwould be necessary to checkwould be necessary to check
Only an issue if you need to expense them at Only an issue if you need to expense them at 
time of advance and don’t have a Travel Authtime of advance and don’t have a Travel Authtime of advance and don t have a Travel Auth time of advance and don t have a Travel Auth 
to encumber fundsto encumber funds
Applying a CA to an ER has no effect on Applying a CA to an ER has no effect on pp y gpp y g
budget checkingbudget checking



Batch Budget CheckBatch Budget CheckBatch Budget CheckBatch Budget Check

Online budget checks use the sameOnline budget checks use the sameOnline budget checks use the same Online budget checks use the same 
FS_BP process as other modulesFS_BP process as other modules
T&E batch budget check uses a differentT&E batch budget check uses a differentT&E batch budget check uses a different T&E batch budget check uses a different 
job, EX_BCHK_ALLjob, EX_BCHK_ALL

T l d E > M A ti >T l d E > M A ti >Travel and Expenses > Manage Accounting > Travel and Expenses > Manage Accounting > 
Request Budget Checking Request Budget Checking 

C l d ll EX BCHK PRCSC l d ll EX BCHK PRCSCancel and roll uses EX_BCHK_PRCSCancel and roll uses EX_BCHK_PRCS



Batch Budget CheckBatch Budget CheckBatch Budget CheckBatch Budget Check

One run control for all sourceOne run control for all source trantran typestypesOne run control for all source One run control for all source trantran typestypes



Batch Budget CheckBatch Budget CheckBatch Budget CheckBatch Budget Check

The three transaction types:The three transaction types:The three transaction types:The three transaction types:
All Expense Reports (EX_EXSHEET)All Expense Reports (EX_EXSHEET)
All Travel Authorizations (EX TRVAUTH)All Travel Authorizations (EX TRVAUTH)All Travel Authorizations (EX_TRVAUTH)All Travel Authorizations (EX_TRVAUTH)
Cancel Void Expense Reports Cancel Void Expense Reports 
(EX EXCLOSE)(EX EXCLOSE)(EX_EXCLOSE)(EX_EXCLOSE)



Batch Budget CheckBatch Budget CheckBatch Budget CheckBatch Budget Check

Can go to details to select documentsCan go to details to select documentsCan go to details to select documents Can go to details to select documents 



Batch Budget CheckBatch Budget CheckBatch Budget CheckBatch Budget Check

Can select “All” or “Some”Can select “All” or “Some”Can select All  or Some  Can select All  or Some  



Batch Budget CheckBatch Budget CheckBatch Budget CheckBatch Budget Check

If select “Some” have to individually pickIf select “Some” have to individually pickIf select Some  have to individually pick If select Some  have to individually pick 
from the list of eligible documentsfrom the list of eligible documents

Cannot select by date range (canCannot select by date range (can searchsearch bybyCannot select by date range (can Cannot select by date range (can searchsearch by by 
date but then have to select individually)date but then have to select individually)
Cannot select by document ID rangeCannot select by document ID rangeCannot select by document ID rangeCannot select by document ID range
Cannot select by document statusCannot select by document status



Batch Budget CheckBatch Budget CheckBatch Budget CheckBatch Budget Check

If select “Some” can “Delete PreviousIf select “Some” can “Delete PreviousIf select Some  can Delete Previous If select Some  can Delete Previous 
Activity” as well as do a regular budget Activity” as well as do a regular budget 
checkcheckcheck check 



IssuesIssuesIssuesIssues

Deleting documentsDeleting documentsDeleting documentsDeleting documents
““Ref’dRef’d Doc has been Finalized” errorsDoc has been Finalized” errors



IssuesIssuesIssuesIssues

Deleting documentsDeleting documentsDeleting documentsDeleting documents
If a Travel Auth or Ex Report is Pending or If a Travel Auth or Ex Report is Pending or 
Denied it can be deletedDenied it can be deletedDenied, it can be deletedDenied, it can be deleted
This is a true deletion from the EX% tablesThis is a true deletion from the EX% tables
Before deleting a document need to be sure itBefore deleting a document need to be sure itBefore deleting a document need to be sure it Before deleting a document need to be sure it 
is not recorded on KK (these is not recorded on KK (these shouldn’tshouldn’t be)be)
Can budget check using the “Delete PreviousCan budget check using the “Delete PreviousCan budget check using the Delete Previous Can budget check using the Delete Previous 
Activity” option to remove any KK entries Activity” option to remove any KK entries ––
Budget Budget HdrHdr Status must be “N”Status must be “N”gg



IssuesIssuesIssuesIssues



IssuesIssuesIssuesIssues

Deleting documentsDeleting documentsDeleting documentsDeleting documents
If the underlying T&E document is deleted If the underlying T&E document is deleted 
before KK activity is deleted clean up can bebefore KK activity is deleted clean up can bebefore KK activity is deleted clean up can be before KK activity is deleted clean up can be 
ugly!ugly!



IssuesIssuesIssuesIssues

TA finalized before ER budget checkedTA finalized before ER budget checkedTA finalized before ER budget checkedTA finalized before ER budget checked
Can happen when Ex Rpt is sent back Can happen when Ex Rpt is sent back ––
sometimes the TAuth does not get reset butsometimes the TAuth does not get reset butsometimes the TAuth does not get reset but sometimes the TAuth does not get reset but 
remains finalizedremains finalized
When ER is budget checked again results inWhen ER is budget checked again results inWhen ER is budget checked again results in When ER is budget checked again results in 
““Ref’dRef’d Doc has been Finalized” errorDoc has been Finalized” error
Workaround: SQL to unWorkaround: SQL to un--finalize TAuth, finalize TAuth, QQ ,,
recheck to rerecheck to re--establish encumbrance, recheck establish encumbrance, recheck 
ER, then recheck TAuth to finalizeER, then recheck TAuth to finalize



ReconciliationsReconciliationsReconciliationsReconciliations

We have a pair of custom SQRs (TA andWe have a pair of custom SQRs (TA andWe have a pair of custom SQRs (TA and We have a pair of custom SQRs (TA and 
ER) that run nightlyER) that run nightly
Compare what we expect should be on KKCompare what we expect should be on KKCompare what we expect should be on KK Compare what we expect should be on KK 
based on the document and its status to based on the document and its status to 
what is on KK Activity Logwhat is on KK Activity Logwhat is on KK Activity Logwhat is on KK Activity Log



ReconciliationsReconciliationsReconciliationsReconciliations

Sample TAuth recon reportSample TAuth recon reportSample TAuth recon reportSample TAuth recon report



ReconciliationsReconciliationsReconciliationsReconciliations

If a document shows up on the reportIf a document shows up on the reportIf a document shows up on the report If a document shows up on the report 
because it is not recorded on KK as because it is not recorded on KK as 
expected and it is in “expected and it is in “V”alidV”alid budget status:budget status:expected, and it is in expected, and it is in V alidV alid budget status:budget status:

The SQR updates budget status to “N”The SQR updates budget status to “N”
The documents are rechecked in next nightlyThe documents are rechecked in next nightlyThe documents are rechecked in next nightly The documents are rechecked in next nightly 
batchbatch
ReRe--checking resolves most errorschecking resolves most errorsReRe--checking resolves most errorschecking resolves most errors
If the same document shows up repeatedly If the same document shows up repeatedly 
we have to investigate furtherwe have to investigate furtherwe have to investigate furtherwe have to investigate further



ReconciliationsReconciliationsReconciliationsReconciliations

If a document shows up on the reportIf a document shows up on the reportIf a document shows up on the report If a document shows up on the report 
because it is recorded on KK but budget because it is recorded on KK but budget 
header status is “N”header status is “N”header status is Nheader status is N

May simply be in processMay simply be in process
May be a deleted document and we need toMay be a deleted document and we need toMay be a deleted document and we need to May be a deleted document and we need to 
clean up from KKclean up from KK



ReconciliationsReconciliationsReconciliationsReconciliations

If a document shows up on the reportIf a document shows up on the reportIf a document shows up on the report If a document shows up on the report 
because it is recorded on KK but budget because it is recorded on KK but budget 
header status is “E”header status is “E”header status is Eheader status is E

Not usually a problem because it will be Not usually a problem because it will be 
recheckedrecheckedrecheckedrechecked
It is a problem if it is an Ex Rpt that has been It is a problem if it is an Ex Rpt that has been 
paid! These are usually prior year documentspaid! These are usually prior year documentspaid!  These are usually prior year documents paid!  These are usually prior year documents 
where payment has been reissuedwhere payment has been reissued



Year EndYear EndYear EndYear End

Clean upClean up –– prepare for rollprepare for rollClean up Clean up prepare for rollprepare for roll
The most important factor in having a The most important factor in having a 
successful roll is to clean up transactions firstsuccessful roll is to clean up transactions firstsuccessful roll is to clean up transactions firstsuccessful roll is to clean up transactions first
Because only Approved/Valid TAuths are Because only Approved/Valid TAuths are 
eligible to roll set any othereligible to roll set any other TAuthsTAuths to a statusto a statuseligible to roll set any other eligible to roll set any other TAuthsTAuths to a status to a status 
were they cannot be updatedwere they cannot be updated
We also clean up ERs and Cash We also clean up ERs and Cash AdvsAdvs to to pp
prevent them from crossing yearsprevent them from crossing years



Year EndYear EndYear EndYear End

FSU’s Expense Report clean upFSU’s Expense Report clean upFSU s Expense Report clean upFSU s Expense Report clean up
Delete Ex Delete Ex RptsRpts not in Paid, Approved, Closed, not in Paid, Approved, Closed, 
or Staged statusor Staged statusor Staged statusor Staged status
Update associated TAuths to be sure they are Update associated TAuths to be sure they are 
in Approved status (so can roll and new ERin Approved status (so can roll and new ERin Approved status (so can roll and new ER in Approved status (so can roll and new ER 
can be done next year)can be done next year)
Reset Cash Advance amounts associated Reset Cash Advance amounts associated 
with deleted ERswith deleted ERs



Year EndYear EndYear EndYear End

FSU’s Travel Auth clean upFSU’s Travel Auth clean upFSU s Travel Auth clean upFSU s Travel Auth clean up
Cancel all “old” TAuths in Approved statusCancel all “old” TAuths in Approved status

This is a delivered process that closes TAsThis is a delivered process that closes TAsThis is a delivered process that closes TAsThis is a delivered process that closes TAs
Can select by date range (we cancel anything prior Can select by date range (we cancel anything prior 
to April 1 for June 30 EOY)to April 1 for June 30 EOY)
Click hyperlink to Change Accounting Date to Click hyperlink to Change Accounting Date to 
ensure that reversals are done in present ensure that reversals are done in present 
accounting periodaccounting periodaccounting periodaccounting period



Year EndYear EndYear EndYear End

Travel Auth clean upTravel Auth clean upTravel Auth clean upTravel Auth clean up



Year EndYear EndYear EndYear End

Travel Auth clean upTravel Auth clean upTravel Auth clean upTravel Auth clean up



Year EndYear EndYear EndYear End

FSU’s Travel Auth clean upFSU’s Travel Auth clean upFSU s Travel Auth clean upFSU s Travel Auth clean up
Set Submitted and Partially approved TAuths Set Submitted and Partially approved TAuths 
to Denied status (through SQL update)to Denied status (through SQL update)to Denied status (through SQL update)to Denied status (through SQL update)
Delete KK activity then delete TAs not in Delete KK activity then delete TAs not in 
Approved or Closed statusApproved or Closed statusApproved or Closed statusApproved or Closed status
UnUn--finalize any TAs that are Approved so they finalize any TAs that are Approved so they 
will be fully encumbered before rollwill be fully encumbered before rollyy

Update KK Close FlagUpdate KK Close Flag
ReRe--budget checkbudget check



Year EndYear EndYear EndYear End

TAuth rollTAuth rollTAuth rollTAuth roll
After clean up is done all TAuths should be After clean up is done all TAuths should be 
either Closed or Approved and eligible for rolleither Closed or Approved and eligible for rolleither Closed or Approved and eligible for rolleither Closed or Approved and eligible for roll
Two step processTwo step process

Step 1: Reverse encumbrances in prior periodStep 1: Reverse encumbrances in prior periodStep 1: Reverse encumbrances in prior periodStep 1: Reverse encumbrances in prior period
Step 2: ReStep 2: Re--establish encumbrances in new periodestablish encumbrances in new period



Year EndYear EndYear EndYear End

TAuth rollTAuth roll –– Step 1Step 1TAuth roll TAuth roll Step 1Step 1



Year EndYear EndYear EndYear End

TAuth rollTAuth roll –– Step 1Step 1TAuth roll TAuth roll Step 1Step 1
Reverses encumbrances in prior yearReverses encumbrances in prior year
We have found works best in batches ofWe have found works best in batches ofWe have found works best in batches of We have found works best in batches of 
about 500 rows; use date ranges to limit batch about 500 rows; use date ranges to limit batch 
sizesizesizesize
Run the process EX_BCHK_AUTHRun the process EX_BCHK_AUTH



Year EndYear EndYear EndYear End

TAuth rollTAuth roll –– Step 2Step 2TAuth roll TAuth roll Step 2Step 2



Year EndYear EndYear EndYear End

TAuth rollTAuth roll –– Step 2Step 2TAuth roll TAuth roll Step 2Step 2
ReRe--establishes encumbrances in new yearestablishes encumbrances in new year
Allows you to specify the new accounting dateAllows you to specify the new accounting dateAllows you to specify the new accounting date Allows you to specify the new accounting date 
–– TAuths will be changed to this dateTAuths will be changed to this date
Also option to specify budget date if you wantAlso option to specify budget date if you wantAlso option to specify budget date if you want Also option to specify budget date if you want 
it to be something other than accounting dateit to be something other than accounting date
Don’t need to limit by dates since only TAuthsDon’t need to limit by dates since only TAuthsDon t need to limit by dates since only TAuths Don t need to limit by dates since only TAuths 
reversed in step 1 are eligible for step 2reversed in step 1 are eligible for step 2



Year EndYear EndYear EndYear End

TAuth rollTAuth roll –– results on activity logresults on activity logTAuth roll TAuth roll results on activity logresults on activity log
Retains same KK Tran IDRetains same KK Tran ID
Prior year set to zeroPrior year set to zeroPrior year set to zeroPrior year set to zero
ReRe--established in new yearestablished in new year



Questions?Questions?Questions?Questions?



ContactsContactsContactsContacts

Nora LoydNora LoydNora LoydNora Loyd
Commitment ControlCommitment Control
nloyd@admin fsu edunloyd@admin fsu edunloyd@admin.fsu.edunloyd@admin.fsu.edu

Debi WilliamsDebi Williams
Travel and ExpensesTravel and Expenses
dewilliams@admin.fsu.edudewilliams@admin.fsu.edu
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