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Correcting Billing Budget Checking Errors 1.0

Supplemental Job Aid

Date: 7/7/2014 

Target Audience:  Department BI Approver

Purpose: This Supplemental Job Aid explains how to check if billing transactions encountered budget checking errors after they have been finalized. If an invoice has budget checking errors, the department should do some analysis to determine the appropriate correction method. This job aid demonstrates how to correct the budget checking errors if the appropriate budget checking correction is to change the ChartField coding. This review should be conducted every day by the Department BI Approver to review whether any invoices processed by batch processes have budget checking errors.

Correcting Billing Budget Checking Errors:
Part 1: How to correct budget check errors once the invoice is finalized and printed in Billing module.
 Step 1: To correct the budget check error, log in as a Department Billing Approver.
 Navigate to: Main Menu    Billing    Maintain Bills    Correct Budget Check Errors
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Step 2: On the Commitment Control Correction page, enter or select the appropriate “Business Unit”, then click the Search button.
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Step 3: The list of invoices that have budget check errors will be displayed within the Search Results. Select the appropriate invoice that has budget check errors that will be corrected. 
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Step 4:  Go to the Revenues tab to update the combination of ChartFields for which the budget doesn’t exist. In this example, the Account and Program ChartFields are being changed. The first screen shot below represents the original accounting entries while the second screen shot represents the corrected entries. Once the changes have been entered or selected, click on the Apply Correction hyperlink.
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Step 5: Click on the Save button. 

Note: The invoice will be picked up by the next run of the Billing Batch Schedule processes to create accounting entries in the General Ledger. The Department Billing Approver should check the next day whether the invoice still has budget check errors or whether it has been processed and has created accounting entries in the General Ledger. If budget check errors still exist, repeat Step 1 to Step 5 until the invoice has passed budget checking. 


You have now successfully corrected the Budget check error in Billing.


Part II – How to correct Budget Check Errors for a Group ID in the FI$Cal Accounts Receivable module:
Target Audience:  Department AR Approver
Purpose: This Supplemental Job Aid explains how to check if Accounts Receivable transactions encountered budget checking errors after they have been finalized. If an accounts receivable has Budget Checking Errors, the department will need to determine the appropriate correction method. This job aid demonstrates how to correct Budget Checking Errors if the appropriate budget checking correction is to change the Chartfield coding. This review should be conducted every day by the Department AR Approver to review whether any receivables processed by batch processes have Budget Checking Errors
Step 1: To correct the Budget Check Errors, navigate to the Correct Transaction page. 
· Navigation: Main Menu    Accounts Receivable    Receivables Update    Revenue Estimates    Correct Transactions.
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Step 2: On the Correct Transactions page, select the appropriate “Business Unit” and click Search
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Step 3: The list of pending items will display within the Search results. Select the “Item ID” that has budget checking errors. 
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[bookmark: _GoBack]Step 4: Check Correction Complete check box and then uncheck the Correction Complete check box. This allows the Chartfields to be updated. Update the Chartfield coding string to a string that has a valid budget. Then check the Correction Complete check box.
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Step 5: Click Save

Note: The pending item will be picked up during the next AR budget checking process. The Department AR Approver should check the next day whether the pending item still has Budget Check Errors or whether it has been processed. If Budget Check Errors still exist, repeat Step 1 to Step 5 until the pending item has passed budget checking.
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You have successfully corrected the Budget Check error in Account Receivable.
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