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ABOUT THIS MANUAL

The MARS ADVANTAGEUser’s Referencprovides detailed descriptions for each
field on every window in the system. It also provides a description and sample of each

report.

Organization

This manual is arranged alphabetically by document, table, or report name into four
separate book&iser’s Reference - Documents, User’s Reference - Taldksne 1)
covering tables named between A andJMer’s Reference - Tables (Volume 2)
covering the remaining tables, adder’s Reference - Reports

Typographical Conventions

The following typographical conventions are used in this document:

" “Double quotes” indicate either a chapter or paragraph title.
" ltalics indicates a book title

" Bold/ltalic indicates specific data to be entered into a field (e.g., “Bhbdathly
to indicate the invoice is sent once a month.”).

" Bold indicates fields where data is entered (e.g, “Enter the Vendor code in
Vendor.”)

Related Information

You can find related information about MARS ADVANTAGE in the following
sources.

" Getting Startegrovides information about logging on and off, using the MARS
ADVANTAGE Desktop, navigating through the system, entering data into
MARS, and performing inquiries
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" User’s Guideexplains how to set up and use MARS in specific financial
management areas (e.g., budgeting, expenditure accounting, and revenue
accounting).

" System Administration Guidiescribes processing cycles and jobs, special
functions, and maintenance.
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ALLOTMENT (EXTENDED (AL)

E_Batch: Document: AL 470 00000000000 M=l
[rate of Record T Acctg Period If Budget FY' I_

Action m Allatment Dbject I— Allatrent ear I_

Fund I— Agency I— Organization I—
Appropniation Lnit I— Tatal dllotment Amount I—
Allatment M ame: | Shart Mame I
Object Type I_ Object Class I_ Allatment Period I_ Allatment Amount I—

Def / lnc / Dec (O S Fresence Contral | Mo Change =

The Allotment (AL) document records allotments for an appropriation. One allotment
per document is allowed. This document also modifies existing allotments.

Field Description

Date of Record Default is the date the document is accepted. Enter the date
(mm dd yythat you want to associate with this document,
usually the current date.

Acctg Period Default is the accounting period associated witBalbe of
Record. If you want this entry recorded in a different
accounting period, you must enter an open pernad Y.
You cannot enter a future accounting period.

Budget FY Required. Enter the last two digits of the desired open fiscal
year.
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Field

Description

New/Reactivate/
Modify [Action]

Allotment
Object

Allotment Year

Fund

Agency

Organization

Appropriation
Unit

Total Allotment
Amount

Allotment Name

Default isAdd [A]. Valid values are:

Add [A]
Indicates a new allotment period or reactivates an
allotment.

Modify [C]
Modifies appropriation period or appropriation
amounts.

Enter the allotment object code. See Budget Object (BOBJ)
table for valid values.

Required. Enter the allotment year. You cannot use an
allotment year that is prior to the budget fiscal year.

Required. Enter the fund for the allotment. If you are
modifying an allotment, this field must match the fund on the
original allotment. See Fund Index (FUND) for valid values.

Required. Enter the agency for the allotment. If you are
modifying an allotment, this field must match the agency on
the original allotment. See Agency Index (AGCY) for valid
values.

Conditional. RequiredAflotment Organization Option is
Required on Budget and Accounting [Ygn Fund Agency
(FGY?2); otherwise, leave blank. Enter the organization for the
appropriation. If you are modifying an allotment, this field
must match the organization on the original allotment. See
Organization Index (ORGN) for valid values.

Required. Enter an Appropriation Program and Allotment
Program. See Program Reference Alternate Table (PRFA) for
valid values.

Required. Enter the total of the amount column; this is a net
amount. Do not enter cents.

Optional. Enter the description of the allotment as you want it
to appear on reports. If you enter a new name for a previously
defined code, the system adopts the new name.
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Field

Description

Short Name

Object Type

Object Class

Allotment Period

Allotment
Amount

Def/Inc/Dec

Presence Control

Optional. Enter the name that you want to appear on the
reports when not enough space is available for the full name.
If you enter a name for a previously defined code, the system
adopts the new name.

Enter the allotment object type code. See Object Type
(OTYP) for valid values.

Enter the allotment object class code. See Object Class
(OCLYS) for valid values.

Required. Enter a valid allotment period.

Conditional. If adding a new allotment, enter the full amount
of the allotment. If modifying a previously entered allotment,
enter the amount of increase or decrease.

If Allotment Control Option is Full [C] on Fund (FUN2),

the amount entered in this field cannot be less than the amount
already obligated against this unit of appropriation. Enter
amounts in whole dollars.

Default iDefault [blank]. If adding or changing allotment
lines, selectncrease [I] or Decrease [D]

Default o Change [blank] SelectYes [Y]for presense
control to prevail over full or cumulative control when
available. Indicat&lo [N] for Fund Allotment Control to
prevail.

Allotment (Extended) (AL)
MARS0899



APPROPRIATION(EXTENDED (AP)

E_Batch: Document: AP 470 00000000000 H=] I
[rate of Record T Accounting Period If Budget FY* I_
Fund I— Agency I_ Organization I—
MHet Appr Amaunt I— MHet Estimated Receipt Amount I—
Appropriation Appropriation Appropriation Def £

Action Lt Tupe End Date Amaunt Inc ¢ Dec
| Add =l |MoChange /Defaut = | / / | IO e e
Appropriation Object I— Rewversion / Beginning Cazh Balance | Meither Ll
Appropriation M ame | Short Mame I—
Estimated Receipt Amaount I— Defflnc/Dec & ¢ Al Contral Im
Budget Authority | Mo Change =] Presence Contral | Mo Change =

The Appropriation (AP) document records appropriations. Each document can record
multiple appropriations per fund. This document also modifies existing
appropriations.

Field Description

Date of Record Default is the date the document is accepted. Enter the date
(mm dd yythat you want to associate with this document,
usually the current date.

Accounting Default is inferred fronDate of Record If you want this

Period entry recorded in a different accounting period, you must enter
an open periodnim yy. You cannot enter a future accounting
period.

Budget FY Required. Enter the last two digits of the desired open fiscal
year.

Fund Required. Enter the fund for the appropriation. See Fund

Index (FUND) for valid values.
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Field

Description

Agency

Organization

Net Appr
Amount

Net Estimated

Receipt Amount

Action

Appropriation
Unit

Appropriation
Type

End Date

Required. Enter the agency for the appropriation. See Agency
Index (AGCY) for valid values.

Optional. RequiredAfppropriation Organization Option
is Required on Budget and Accounting [Ygn Fund Agency
(FGY?2); otherwise, leave blank. Enter the organization for the
appropriation. Refer to Organization Index (ORGN) for valid
values.

Conditional. Required if adding or modifying appropriation
lines. Enter the total of each of the amounts columns. Do not
enter cents.

Conditional. Required if adding or modifying receipt amounts.
Enter the total of each of the amounts columns. Do not enter
cents.

Default isAdd [A]. Valid values are:

Add [A]
Adds a new appropriation to your system, or re-
activates an inactive unit of appropriation.

Modify [C]
Modifies the appropriation period or the
appropriation amounts.

Deactivate [D]
Deactivates a unit of appropriation (you cannot
process any additional obligations against the
appropriation). Inactive lines are deleted from next
year's budget by the new year initialization program.

Required. Enter an Appropriation Program code. See Program
Reference Alternate Table (PRFA) for valid values.

Default isRegular [01] Valid values areRegular [01]
Continuing [02], Supplemental [03]andSpecial [04]

Default is the date that the fiscal year ends. Required if the
date that the appropriation ends is other than the end of the
fiscal year. You cannot spend the funds in this appropriation
after this date.
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Field

Description

Appropriation
Amount

Def/Inc/Dec

Appropriation
Object

Reversion/

Beginning Cash
Balance

Appropriation
Name

Short Name

Estimated
Receipt Amount

Conditional. Required if adding or changing appropriation
amounts. When adding an appropriation, enter the original
appropriation amount in this field. When changing an
appropriation, enter the revised appropriation amount in this
field.

If Appropriation Control Option is C (full control) on Fund
Index (FUND), you cannot enter a revised appropriation
amount for a change that is less than the amount already
obligated against this appropriation. Do not enter cents; round
to the nearest whole number.

Default i©efault [blank]. Required ifAppropriation
Amount is modified. Valid values arecrease [I] or
Decrease [D]

Enter the appropriation object code. Entry will be validated
against the Budget Object (BOBJ) table when processed.

Conditional. Default idNeither [blank]. Required if
Appropriation Amount represents a reversion of funds or an
adjustment to beginning cash balance; otherwise, select
Neither [blank]. Valid values are:

Reversion [R]
Reverts the amount.

Beginning Cash Balance [B]
Indicates the amount is used to update the
appropriation's beginning cash balance.

Optional. Enter the description of the appropriation as you
want it to appear on reports. If you enter a new name for a
previously defined code, the system adopts the new name.

Optional. Enter the name that you want to appear on the
reports when not enough space is available for the full name.
If you enter a name for a previously defined code, the system
adopts the new name.

Optional. Enter an estimated receipt amount.
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Field

Description

Def/Inc/Dec

Allt Control

Budget
Authority

Presence Control

Default i©efault [blank]. Required ifEstimated Receipt
Amount is modified. Valid values are
Increase [I] or Decrease [D]

Default isNo Change Indicate how allotment program
budgets will be controlled by selecti@pject TypeObject
Class or Neither

Default isAppropriation Only [N]. Required if you want to
include estimated or actual receipts in the calculation of
budget authority. Valid values are:

Appropriation Only [N]
The spending limit is the current modified
appropriation amount, as it exists on Appropriation
Inquiry (Extended) (EAP2).
Actual Receipts [A]
The spending limit is the appropriation amount plus
the actual receipts received against the appropriation.
Estimated Receipts [E]
The spending limit is the appropriation amount plus
the estimated receipts received against the
appropriation.
Greater of Actual or Estimated Receipts [G]
The spending limit is the appropriation amount plus
the greater of the actual or estimated receipts.
Lesser of Actual or Estimated Receipts [L]
The spending limit is the appropriation amount plus
the lesser of the actual or estimated receipts.

Default o Change [blank] SelectYes[Y] for presense
control to prevail over full control when available. Indiciite
[N] for Fund Appropriation Control to prevail.

Appropriation (Extended) (AP)
MARS0899



CASHCOLLECTIONPLAN (CC)

2 Batch: Document: CC 470 00000000000 M=l E3
[rate of Record W Accounting Penod If Budget FY' l_
Plan Fy' I_ Flan Type Total Increase / Decrease Amount I—

" Base Calculated Increase / Decreaze Amount I—

' Modification

Internal  Ref Rewvenue /
Fund #acy  Fund Agey  Org / Sub Appr Unit Activity Func Sub Job Nurnber
I .
Fepart Category I— Termini I—
Plan Period Amount Def #lnc / Dec

I_ I—G'("("

The Cash Collection Plan (CC) document establishes collection targets by planning
periods within user-defined planning units. It is also used to modify existing plans.

Field Description

Date of Record Default uses the date it accepts the document. Enter the date
(mm dd yythat you want to associate with this document,
usually the current date.

Accounting Default is inferred fronDate of Record If you want this
Period document recorded in another accounting period, enter the
open desired perioanm yy. You cannot enter a future period.

Budget FY Required. Enter the last two digits of the fiscal year to which
this document applies.

EEEEEEESEEEEEEEEEEEEEEEEER
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Field

Description

Plan FY

Plan Type

Total Increase/
Decrease
Amount

Calculated
Increase/
Decrease
Amount

Fund

Agency

Internal Ref
Fund, Agency

Org/Sub

Default is inferred frorBudget Fiscal Year Enter the plan
fiscal year. The plan year is never less than the budget fiscal
year.

Optional. Select the appropriate value depending on which
plan type you are creating, adding to, or changing. Valid
values ar8ase [B]andModification [M]. All changes made
to the base plan are reflected in the modified (current) plan.

Required. Enter the unsigned total of the increase/decrease
amount column.

Display only. This field is calculated by the system and
displays the total of all line amounts.

Required. Default is inferred from Organization (ORG?2)
based on the agency and organization entered on this
document.

Required. Enter the agency for which this document applies
(the buyer if internal). See Agency Index (AGCY) and Fund
Agency Index (FAGY) for valid values. If you are modifying
a previous entry, this field must match the agency originally
entered.

Conditional. Required if planning for internal purchases and
sales. Enter the fund and agency of the seller. See Agency
Index (AGCY) and Fund Agency Index (FAGY) for valid
values in both the planning and the budget fiscal years. If you
are modifying a previous entry, these fields must match the
fields originally entered.

Optional. Refer to Organization Index (ORGN) and Sub-
Organization (SORG) for valid values.

Cash Collection Plan (CC)
MARS0899
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Field

Description

Appr Unit

Activity

Function

Revenue/Sub

Job Number

Report Category

Termini

12

Required ifAppropriation Control Option is C (full control)

or P (presence control) on Fund Index (FUND). Also required
when the transaction is entered with a closed budget fiscal
year. The appropriation must be open and must be applicable
to the budget fiscal year entered for the transaction. See
Appropriation Inquiry (Extended) (EAP2) for valid values.

Default is inferred from Organization (ORG2). If you want to
override the value on Organization (ORG2), enter a valid
activity from Activity Index (ACTV).

Conditional. Default is inferred from Organization (ORG?2);
or from Activity (ACT2), if a function code is not entered in
Organization (ORG2). Refer to Function (FUNC) for valid
values.

Optional. Refer to Revenue Source Index (RSRC) and Sub-
Revenue Source (SREV) for valid values.

Optional. Bob Costis Yes [Y]on System Control Options
(SOP2), enter a job number. See Job Index (JOBT) for valid
values. IfJob Costis No [N] on System Control Options
(SOP2), enter a project number. If your system does not
include job cost or project accounting, enter a general code.

Optional. Refer to Reporting Category (RCAT) for valid
values. Ensure the reporting category is valid within the
agency.

Conditional. Required ifermini Validation Indicator is
selected on Agency Project (AGPR) for this project. Enter the
mile point, range of mile points, or bridge identifier at which
work is performed for a given Highway Route. See Termini
Reference Table (TERM) for valid values.
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Field Description

Plan Period Required. Enter the two-digit period that this line represents.
Valid values depend on the valueRd&n Frequencyon Fund
Agency Index (FAGY). Valid values are:

01

Enter this value iPlan FrequencyisY (yearly).
01,02,03 0r 04/1, 2,3, 0r4

Enter this value iPlan Frequencyis Q (quarterly).
01...13/1...13

Enter this value iPlan Frequencyis M (monthly).

Amount Required. Enter the unsigned amount of change being made to
the plan. If you are establishing a new line, this is the original
amount of this line. Enter amounts in whole dollars.

Def/Inc/Dec Defaults t®ef [blank]. Required if making changes to
existing lines. Valid values atac [I] andDec [D].

EEEEEEEEEEEEEEEEEEEEEEEEE
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CASHRECEIPT(CR)

2 Batch: Document: CR 470 00000000000 M=l E3

Date of Record I ! ! Aoty Period I ! Budget Fiscal Year |

& MNew ¢ Maodification

Bank Account | Cash Account | Comments |
Document Total I Calculated Doc Total I
Reference Invoice View I Accounting View | Al Attributes View
Line Reference Document Line Amount Partial / Final
I_ I I I I_ I I Default hd I
Description |

The Cash Receipt (CR) document records all monies collected and deposited
manually. This includes collections against outstanding accounts receivables, cash
basis revenue, and non-revenue-related receipts (for example, refunds posted to
objects of expenditures and deposits into trust funds). You can enter this document as
a stand-alone or it can reference Receivable (RE) documents.

Field Description

Date of Record Default is the date the document is accepted. Enter the date
(mm dd yythat you want to associate with this document,
usually the current date.

Acctg Period Default is inferred froDate of Record If you want this
document recorded in another accounting period, enter the
open, desired periodn(m yy. You cannot enter future periods.
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Field

Description

Budget Fiscal
Year

New/
Modification
[Action]

Bank Account

Cash Account

Comments

Default is inferred fronDate of Record If you want this
document recorded in another fiscal year, enter the desired,
open fiscal year. You cannot enter future budget fiscal years.

Default isNew [E]. Valid values are:

New [E]
This is a new document.

Modification [M]
This document is modifying a previously accepted
document. This allows you to add lines to a previous
document, change the amounts on existing lines (not
codes), or cancel a line (decrease a line amount to
zero). To change codes in an existing line, you must
cancel that line and reenter a new line. You can
recorded both these lines on the same document by
selectingModification [M].

Required. All lines recorded on a cash receipt must be
deposited to the same bank account. See Bank Account
(BANK) for valid values.

Default offset cash accounts are inferred from Bank Account
(BANK). Enter an offset cash account if:
The system does not use the default offset cash account on

Bank Account (BANK).

You want to override the account recorded on Bank
Account (BANK). The offset cash account code represents
the account debited as a result of this document.

If you enter an account code, you are overriding the offset
cash account faall lines on the document.

Optional. Enter a descriptive note.

Cash Receipt (CR)
MARS0899
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Field

Description

Document Total

Calculated Doc
Total

Required. Enter the unsigned net amount of all lines on the
document. To compute this amount:

1. Add all the increase amounts,
2. Add all the decrease amounts, and
3. Subtract the smaller of these amounts from the larger and

enter that amount.

Display only. This amount is system-computed and displays
the total of the line amount.

EEEEEEEEEEEEEENEEEEEEEEEER
MARS ADVANTAGE User’s Reference - Documents

MARS0899



Reference Invoice View

Field

Description

Line

Reference
Document

Line

Amount

Partial/Final

Description

Optional. Enter a uniqgue number for each document line.

Conditional. Required for revenue documents and vendor
refunds. Also required for balance sheet documents if
Reporting Categoryis entered. Enter the transaction code,
agency and number of the referenced Receivable (RE), or
Payment Voucher (PV) number to which the cash will be
applied.

Optional. Specify the reference line number where you want
to apply the cash. If this field is blank, cash is applied to the
referenced document lines in sequential order.

Required. If this is a new line, enter the dollar amount of the
item(s) described on this line. If this line is a modification to a
previous line, enter the amount of the change over (under) the
previous amount. Do not enter a negative/positive sign. The
decimal point is optional, but you must enter two digits for
cents.

This field is automatically set using the short and
overpayment tolerances from Revenue Option by Agency and
Revenue Source (ROAR) if agencies have set up this option.
Otherwise, this field is set using the short and overpayment
tolerances from Revenue Options (ROPT).

Optional. Enter a descriptive note about this line.

Cash Receipt (CR)
MARS0899
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Accounting View

Bank dccount I

Reference Invoice Yiew

Line Fund Agency

E_Batch: Document: CR 470 00000000000 M= E3

Date of Record I ! ! Acctg Peniod I ! Budget Fizcal Year I

& Mew O Modification

Document Total I Calculated Doc Tatal
Accounting Yiew I All Attributes View
Revenue Appropriation BS Job
Omg  Actvity  Source LInit Account MHumber Amount

Cazh Account I Comments

[ ¥ 1 &

Terminil & Def " Ine © Dec Description |

Field Description

Fund Required. Default is inferred from Organization (ORG?2)
based on the agency and organization entered on this
document. See the Fund Index (FUND) for valid values.

Agency Required. Enter the agency receiving the revenue. Refer to
Agency Index (AGCY) and Fund Agency Index (FAGY) for
valid values.

Org Conditional Organization is required on revenue documents

18

if Revenue Budget Organization Optioris Y (required on
budget and accounting) on Fund Agency Index (FAGY) for
this line's fund/agency combination. If this line is a vendor
refund, it is controlled b¥xpense Budget Organization
Option on Fund Agency Index (FAGY).

Otherwise, this field is optional and used for reporting
purposes only. Refer to Organization Index (ORGN) for valid
values.
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Field Description

Activity Conditional. Required on revenue documen®Réfrenue
Budget Activity Option isY (required on budget and
accounting) oA (required on accounting) on Fund Agency
Index (FAGY). If this line is a vendor refund, it is controlled
by Expense Budget Activity Optionon Fund Agency Index
(FAGY). See Activity Index (ACTV) for valid values.

Revenue Source  Conditional. Required on all documents except balance sheet
documents and vendor refunds. On balance sheet documents,
enter the balance sheet account or the object on vendor
refunds. Refer to Revenue Source Index (RSRC) for valid
values.

Appropriation Required. Enter the Program Budget Unit element for the

Unit items listed on this voucher. See Program Reference Table
(PRFT) for valid values. The Appropriation Program element
and Allotment Program element will be inferred from PRFT
based on Program Budget Unit.

BS Account Conditional. Required if this line is a balance sheet document.
Enter a deferred revenue account if the line is recording a cash
advance. If this account is a type 23, ensure that it is a
non-cash asset account. See Balance Sheet Account Index
(BACC) for valid values.

Job Number Conditional. Organizations and activities can be defined to
require the entry of a job number. Refer to Organization
(ORG2) or Activity (ACT?2) for details.

Otherwise, this field is optional. Jfob Costis Yes [Y]on

System Control Options (SOP2), enter a job humber. See Job
Index (JOBT) for valid values. [fob Costis No [N] on

System Control Options (SOP2), enter a project number or
general reporting category.

Termini Conditional. Required ifermini Validation Indicator is
selected on Agency Project (AGPR) for this project. Enter the
mile point, range of mile points, or bridge identifier at which
work is performed for a given Highway Route. See Termini
Reference Table (TERM) for valid values.
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Field

Description

Def/Inc/Dec

Default iDefault [blank]. Required if modifying a line. Valid
values ardecrease [DindIncrease [l].
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All Attributes View

Document: CR 470 00000000000

I ! ! Acctg Period I ! Budget Fizcal Year

E_Batch:

[ (O] %]
—

Date of Record

o MNew O Modification

Bank Account I_ Cash Account I_ Comments

Docurment Tatal I— Calculated Doc Tatal

Reference [nvoice View | Accounting Yiew All Attributes Yiew I

Document Line I_ Function I_
Wend / Prowv / Cust I— Fef Document I_I_I— Line I_
Billing Code I_ Cust Name |
Fund [ Obect/Sub [ /[ Temini |
Agency I_ Job Mumber I— Rept Categorny I—
Organization # Sub I— ! I_ BS Account I— Amaunt I—
Activity | @ Def  Cllne ' Dec  Partial /Final |Defaul x
Revenue Source £/ Sub I— ! I_ Dezcription |
Appropriation Lnit I—

Field Description

Vend/Prov/Cust  Conditional. Required if cash is applied to a customer account.
Enter the customer from whom you are receiving payment. If

a receivable is referenced, this field is inferred from the
Receivable (RE) document. Refer to Customer (CUST) for

valid values.

Required on vendor refunds\iendor Control Option on
System Control Options (SOPT)Yes [Y] See Vendor Index
(VEND) for valid values.
Billing Code Conditional. Required if cash is being applied to a customer
account. Enter the billing code that identifies the billing
profile for the customer account application. Refer to Billing
Profile (BPRO) for valid values.
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Field

Description

Sub-
Organization

Sub-Revenue
Source

Function

Cust Name

Object/Sub

22

Conditional. Required on vendor refunds if
Sub-Organization Required on Spendingn Organization
(ORG2) isRequired [Y] or Required on Expenditure
Transactions [3]

Required on revenue documentSifb-Organization

Required on Revenueon Organization (ORG2) Required

[Y] . Otherwise, this field is optional. Refer to
Sub-Organization (SORG) for valid values. You must enter an
organization before you can enter a sub-organization.

Conditional.Sub-Revenue Sourcés required if

Sub-Revenue Source Requiredn Revenue Source (RSR2)

is Yes [Y]for the revenue source used. Otherwise, this field is
optional. Refer to Revenue Source Index (RSRC) for valid
values. You must enter a revenue source before you can enter
a sub-revenue source.

Conditional. Default is inferred from Organization (ORG?2);
or from Activity (ACT2), if a function code is not entered in
Organization (ORG2). If this line is a vendor refund, it is
controlled byExpense Budget Function Optioron Fund
Agency Index (FAGY). Refer to Function (FUNC) for valid
values.

Display only. This value corresponds Wehdor/Provider/
Customer. If a vendor code is entered, then the corresponding
vendor name is displayed.

ConditionaDbject is required on vendor refunds. Otherwise,
this field is blank. Refer to Object Index (OBJT) for valid
values.

Sub-Objectis required on vendor refundsStib-Object
Required is selectedY] on Expense Budget Inquiry
(Extended) (EEX2). Otherwise, this field is optional on
vendor refunds. This field should be blank when object is not
entered. Refer to Sub-Object (SOBJ) for valid values.
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Field

Description

Rept Category

Conditional. Required on vendor refunBeorting
Categoryon Agency (AGC2) iRRequired on Expenditure
Transactions [3] Required on revenue documents if
Reporting Category Required on Revenue Transactiois
Yes [Y]on Agency (AGC?2).

Required on balance sheet documeni&eijporting Category
Option on Balance Sheet Account Index (BACCYis
(required on documents) for the balance sheet account
entered. Otherwise, this field is optional. Refer to Reporting
Category (RPTG) for valid values.

Cash Receipt (CR)
MARS0899
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CASH RECEIPT ELECTRONICDEPOSIT(C1)

2 Batch: Document: C1 470 00000000000 - [O]x] I
Date of Record T ety Period I.-‘l— Budget FY' I_

& MNew O Modification

Bark Account I— Cash Account I— Comments I—
Document Total I Calculated Doc Tatal I

Reference Doc I_ I_ I— Fef Line Mumber I_

Wend / Prowv / Cust I— Termini I—

Fund [ Object / Gub I

Agency l_ Job Mumber I—

Org/ Sub I— / I_ Fept Category I—

Ackivity I— BS Account I—

Rew Sree / Sub I— 4 I_ Amount I— Fartial # Final

Appr Lnit I— @& Def € Inc ¢ Dec Im
Function I_ Description |

The Cash Receipt Electronic Deposit (C1) document records all monies collected and
deposited directly to the bank electronically. This includes collections against
outstanding accounts receivables, cash basis revenue, and non-revenue-related
receipts (for example, refunds posted to objects of expenditures and deposits into trust
funds). You can enter this document as a stand-alone or it can reference Receivable
(RE) documents.

Field Description

Default is the date the document is accepted. Enter the date
(mm dd yythat you want to associate with this document,
usually the current date.

Date of Record

Default is inferred froDate of Record If you want this
document recorded in another accounting period, enter the
open, desired periodnfm yy. You cannot enter future periods.

Acctg Period
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Field

Description

Budget FY

New/
Modification
[Action]

Bank Account

Cash Account

Comments

Default is inferred froBudget Fiscal Year If you want this
document recorded in some other fiscal year, enter the desired,
open fiscal year. You cannot enter future budget fiscal years.

Default isNew [E]. Valid values are:

New [E]
Indicates that this is a new document.

Modification [M]
Indicates that this document is modifying a
previously accepted document. This allows you to
add lines to a previous document, change the
amounts on existing lines (not codes), or cancel a line
(decrease a line amount to zero). To change codes in
an existing line, you must cancel that line and reenter
a new line. You can recorded both these lines on the
same document by selectidMpdification [M].

Required. All lines recorded on a cash receipt must be
deposited to the same bank account. See Bank Account
(BANK) for valid values.

Default offset cash accounts are inferred from Bank Account
(BANK). Enter an offset cash account if:
The system does not use the default offset cash account in

Bank Account (BANK).

You want to override the account recorded in Bank
Account (BANK). The offset cash account code represents
the account debited as a result of this document.

If you enter an account code, you are overriding the offset
cash account faall lines on the document.

Optional. Enter a descriptive note.

Cash Receipt Electronic Deposit (C1)
MARS0899
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Field

Description

Document Total

Calculated Doc
Total

Reference Doc

Ref Line
Number

Vend/Prov/Cust

Fund

Agency

26

Required. Enter the unsigned net amount of all lines on the
document. To compute this amount:

1. Add all the increase amounts,
2. Add all the decrease amounts,

3. Subtract the smaller of these amounts from the larger, and
enter that amount.

Display only. This amount is system-computed and displays
the total of the line amount.

Conditional. It is required for revenue documents and vendor
refunds. Also required for balance sheet documents if
Reporting Categoryis entered. Enter the transaction code,
agency and number of the referenced Receivable (RE)
document to which the cash will be applied.

Optional. Enter a uniqgue number for each document line.

Conditional. Required on vendor refundgiifdor Control
Option on System Control Options (SOPT)¥iss [Y] Refer
to Vendor (VENZ2) for valid vendor codes. If tAelvanced
Receivables Optionon System Control Options (SOP2) is
Yes [Y] Refer to the Customer Information (CUST) or
Provider (PROV) table for valid values.

Required. Default is inferred from Organization (ORG?2)
based on the agency and organization entered on this
document. Enter the fund receiving the revenue. Refer to Fund
Index (FUND) for valid values.

Required. Enter the agency receiving the revenue. Refer to
Agency Index (AGCY) and Fund Agency Index (FAGY) for
valid values.
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Field Description

Org/Sub ConditionalOrganization is required on revenue documents
if Revenue Budget Organization Optioris Y (required on
budget and accounting) on Fund Agency Index (FAGY) for
this line's fund/agency combination. If this line is a vendor
refund, it is controlled by thExpense Budget Organization
Option on Fund Agency Index (FAGY). Refer to
Organization Index (ORGN) for valid values.

Sub-Organizationis controlled by th&ub- Organization
Required on Spendingoption or theSub- Organization

Required on Revenueoption on Organization (ORG2).
Otherwise, this field is optional and used for reporting
purposes only. Refer to Sub-Organization (SORG) for valid
values. You must enter an organization before you can enter a
sub- organization.

Activity Conditional. Required on revenue documen®Réfrenue
Budget Activity Option isY (required on budget and
accounting) oA (required on accounting) on Fund Agency
Index (FAGY). If this line is a vendor refund, it is controlled
by Expense Budget Activity Optionon Fund Agency Index
(FAGY). Enter a valid activity from Activity Index (ACTV).

Rev Srce/Sub Conditiond@Revenue Sources required on all documents
except balance sheet documents or vendor refunds. Refer to
Revenue Source Index (RSRC) for valid values.

Sub-Revenusds required ifSub-Revenue Source Required
on Revenue Source (RSR2)Yiss [Y]for the revenue source
used. Otherwise, this field is optional. Refer to Revenue
Source Index (RSRC) for valid values. You must enter a
revenue source before you can enter a sub-revenue source.

Appr Unit Required. Enter the Program Budget Unit element for the
items listed on this voucher. See Program Reference Table
(PRFT) for valid values. The Appropriation Program element
and Allotment Program element will be inferred from PRFT
based on Program Budget Unit.
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Field

Description

Function

Termini

Object/Sub

Job Number

Conditional. Default is inferred from Organization (ORG?2);
or from Activity (ACT2), if a function code is not entered on
Organization (ORG2). Required on revenue documents if
Revenue Budget Function Optioris Y (required on budget
and accounting) ok (required on accounting) on Fund
Agency Index (FAGY). If this line is a vendor refund, it is
controlled byExpense Budget Function Optioron Fund
Agency Index (FAGY). Refer to Function (FUNC) for valid
values.

Conditional. Required ifermini Validation Indicator is
selected on Agency Project (AGPR) for this project. Enter the
mile point, range of mile points, or bridge identifier at which
work is performed for a given Highway Route. See Termini
Reference Table (TERM) for valid values.

ConditionaDbject is required on vendor refunds. Otherwise,
leave this field blank. Refer to Object Index (OBJT) for valid
values.

Sub-Objectis required on vendor refunds if tBeb-Object
Required is selectedY] on Expense Budget Inquiry
(Extended) (EEX2). Otherwise, this field is optional on
vendor refunds. This field should be blank when object is not
entered. Refer to Sub-Object (SOBJ) for valid values.

Conditional. Organizations and activities can be defined to
require the entry of a job number. Refer to Organization
(ORG2) or Activity (ACT?2) for details.

Otherwise, this field is optional. Job Costis Yes [Y]on

System Control Options (SOP2), enter a job humber. See Job
Index (JOBT) for valid values. [fob Costis No [N] on

System Control Options (SOP2), enter a project number or
general reporting category.
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Field

Description

Rept Category

BS Account

Amount

Def/Inc/Dec

Partial/Final

Description

Conditional. Required on vendor refunBeorting
Categoryon Agency (AGC2) isRequired [Y]or Required
on Expenditure Transactions [3]Required on revenue
documents iReporting Category Required on Revenue
Transaction is Yes [Y]on Agency (AGC2). Required on
balance sheet documentsigéporting Categoryon Balance
Sheet Account (BAC?2) iRequired on Documents [Yfpr the
balance sheet account entered.

Otherwise, this field is optional. Refer to Reporting Category
(RPTG) for valid values.

Conditional. Required if this line is a balance sheet document.
Enter a deferred revenue account if the line is recording a cash
advance. If this account is a type 23, ensure that it is a
non-cash asset account. See Balance Sheet Account Index
(BACC) for valid values.

Required. If this is a new line, enter the dollar amount of the
item(s) described on this line. If this line is a modification to a
previous line, enter the amount of the change over (under) the
previous amount. The decimal point is optional, but you must
enter two digits for cents.

Default i©efault [blank]. Required if modifyingAmount.
Valid values aréecrease [DpndIncrease [I].

This field is automatically set using the short and
overpayment tolerances from Revenue Option by Agency and
Revenue Source (ROAR) if agencies have set up ROAR.
Otherwise, this field is set using the short and overpayment
tolerances from Revenue Options (ROPT).

Optional. Enter a descriptive note.

Cash Receipt Electronic Deposit (C1)
MARS0899

29



CENTRALIZEDPURCHASEORDER(PC)

" Batch: Document: PC 470 00000000000 - [Ox]
Date of Record lﬁ Aicctg Period If Budget FY I_
& New " Modification £ Cancellation Building # Foom I_ ! I—
vendo |  DelwewDate | / /  Shipto/Bilts — P
MName : FOB [HaChange =]
Contact | Item Tatal :
Freight | Acotg Details I LCarnrn D etails | Ref Commodities I
Address Carnment
Blanket Mum
BdlD [ [ BShAet [
Responsible Agency £ Oig l_ ! l— W arehouse l— Buper I_
Resp Person |
Option
Wendaor Terms I_ Order Type I_ Dizcount Code I_ Tax Code I_
Commodity # Acctg Linking lm Change Order Tracking m
Goods Already Received lm Confirmation Order m

The Centralized Purchase Order (PC) encumbers the funds necessary to pay for the
order. This document is typically submitted by the central purchasing department to
order goods from outside vendors requested by agencies using requisition documents.

SelectAdditional Description to display Purchasing Text (PTEX) when et
indicator isStandard [S] Reference [R]or Custom [Y]

Field Description

Date of Record Defaults to date that the system accepts the document. Enter
the daterfim dd yythat you want to associate with the
transactions, usually the current date. Future dates are not

valid.
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Field

Description

Acctg Period

Budget FY

New/
Modification/
Cancellation
[Action]

Building/Room

Vendor

Delivery Date

Default is inferred froDate of Record If you want this
transaction recorded in another accounting period, enter the
desired open periodnm yy. The only valid future period is
the first period of the future year.

Default is the current fiscal year. If you want this transaction
recorded in another budget year, enter the desired open year.

Defaults toNew [E]. Valid values are:

New [E]
This is a new document (new entry).

Modification [M]
This document is modifying a previously entered
documentModification [M] allows you to add lines,
change the amounts of existing lines (but not the
codes), or cancel a line (decrease a line amount to
zero). On a modification transaction, all codes must
match the original document.

Cancellation [X]
This document is canceling an existing document.
You cannot have referenced the document you want
canceled in any way; for example, a Receiver (RC)
or Vendor Invoice (VI).

Note: To change codes for an existing line, you must cancel
the existing line and enter a new line. You can record
both these lines on the same document by selecting
Modification [M].

Optional. Enter the building and room number to which the
order is delivered.

Required. Enter the vendor with whom this purchase order is
placed. You cannot enter a miscellaneous vendor on this
document. See Vendor Index (VEND) for valid values.

Default is the current date. Enter the date ¢Id yywhen
you must receive the order.
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Field

Description

Ship to/Bill to

Name

FOB

Contact

Item Total

Ship to is required. Enter the code that represents the
receiving location. See Shipping Address (SHIP) for valid
values.

Bill to is required. Enter the code that represents the billing
location. See Billing Address (BILL) for valid values.

Display only. The name of the vendor is inferred from Vendor
(VEN2).

Required. Sele®estination [D] or Shipping [S]to designate
the freight on board point for a new transaction. Select
Destination [D], Shipping [S] or No Change [blank]on a
modification transaction.

Defaults to the vendor contact listed on Vendor (VEN2). Enter
the name of an individual representing the vendor.

Display only. The field displays the net total cost of all the
commodity lines entered on this document.
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Other Attrib View

Field Description

Other Attributes

Address Display only. The vendor address is inferred from Vendor
(VEN2).

Comment Optional. Enter any notation you want associated with this
order.

Blanket Num Optional. Enter the number of the blanket agreement with the

vendor which governs the terms of this order. This number is
used for reporting purposes only.

Bid ID Optional. Enter the number and suffix corresponding to the
bid for the order. This field is used in conjunction with
Vendor to look up the record on Bid Tracking Header (BIDH)
so that the system can bring the delivery date and freight on
board point to this order.

BS Acct Optional. Enter i€Consumption Method is selectedY] on
Warehouse Management (WHS2) or if this document
concerns a fixed asset commodity. See Balance Sheet Account
Index (BACC) for valid values.

Responsible Responsible Agencylefaults to the agency entering the
Agency/Org transaction. Enter the agency that is requesting this order. See
Agency Index (AGCY) for valid values.

Responsible Organizationis required. Enter organization
within the responsible agency. See Organization Index
(ORGN) for valid values.

Warehouse Optional. Enter the warehouse where goods on this order are
shipped. See Warehouse Management Index (WHSE) for
valid values. This field is used by the Inventory Control
Subsystem to validate the commodity/item combination (stock
item) within the warehouse.

Buyer Optional. Enter the buyer submitting this order. See Buyer
(BUYT) for valid values.
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Field

Description

Organization
Name

Resp Person

Options

Vendor Terms

Order Type

Discount Code

Tax Code

34

Display only. The name of the responsible organization is
inferred from Organization (ORG2).

Enter the person to whom you want questions addressed about

the order.

Optional. Enter the discount type associated with vendor
terms for payment. A valid value will have tR® Discount
Flag set toN on Discount Type (DISC).

Optional. Enteés (shipping) if you want shipping or special
instructions, as entered in Special Instruction (SPIS), printed
on the purchase order that is sent to the vendor. You must
enter the special instruction codeGomment

EnterR to cancel the purchase order and reopen a referenced
requisition. This option is only valid if every line on the
Centralized Purchase Order (PC) contains a referenced
requisition document.

Other thars andR, which are reserved as described above,
this is a user-defined field. You can use any alphanumeric
value to define various types of purchase orders; for example,
contract, sub-contract, work order, service order.

Optional. To use this fie@pmmodity/Accounting Linking
must beYes [Y] Enter a valid discount code to apply a percent
of discount to this purchase order. This percent applies to all
commaodity lines that do not contain a discount code or
discount amount. A valid value will have tR® Discount
Flag set toY on Discount Type (DISC).

Default is inferred from Vendor Index (VEND) or EPS
System Control Options (ESOP). To use this field,
Commodity/Accounting Linking must beYes [Y] Enter the
code representing the tax rate used to calculate tax on any
lines where line tax codes are not entered or inferred. See Tax
Code (TAXT) for valid values.
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Field

Description

Commodity/
Acctg Linking

Change Order
Tracking

Goods Already
Received

Confirmation
Order

Optional. This field defaults t¥es [Y]when theExtended
Purchasingoption on System Control Systems (SOP2) is
Installed with Linking [L]. If you have installed EPS with
linking, selectNo [N] to turn off the linking between
accounting and commaodity lines for this document only.
Otherwise, seledbefault [blank].

If the Extended Purchasingoption on System Control
Systems (SOP2) isistalled [Y], the only valid value for this
field is Default [blank].

Conditional. On a new entry, this field is inferred from EPS
System Control Options (ESOP) and you cannot override that
value. On a modification entry, this field is only used if
Change Order Tracking is selectedY] on EPS System

Control Options (ESOP); otherwise, selBeffault [blank].

Open Purchase Order Header Inquiry (OPPH) indicates the
date of the last modification and the number of modifications
made to the order. Selexs [Y]to track this change to this
purchase order, o [N] if you do not want to track this
modification.

Defaults toDefault [blank]. SelectYes [Y]if you have

received the goods and want the system to generate a Receiver
(RC). The system generates the Receiver (RC) based on the
Automatic Document Numbering (ADNT) entry, and

schedules it for offline processing. If your site requires
approvals for Receiver (RC) documents, you must ensure that
the approvals are applied.

Defaults toDefault [blank]. If this is a confirming order,
selectYes [Y] otherwise, seled¥io [N] or Default [blank].

Centralized Purchase Order (PC)
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Freight View

= Batch: Document: PC 470 00000000000 M= E3
Date of Record I ! / Acctg Period I / Budget FY' |
& Mew  Modification = Cancellation Building # Foom ¢
Wendor I Delivery Date I ! ! Ship to / Bill to !
Mame : FOB Mo Change =]
Cantact | Item Tatal
Other Attrib Acchg Details I Cornm Details | Ref Commodities I
Freight
Freight Charge B asis I D efault -]
Caleulated
Amount Def £ lne # Dec Amount

Fecht | & ©C © [

Tatal o f" f"

Quantity s - -
Field Description

Freight Charge  To use this fieldCommodity/Accounting Linking must be
Basis Yes [Y] Select a value to indicate whether or not freight

charges influence the total cost of this order and what method
the system should use to calculate those charges. Valid values

are:

Default [blank]
If this purchase order references another document
with a freight indicator value, this field defaultsByg
Commaodity [C] Otherwise, freight is not included on
this transaction.

By Quantity [Q]
Prorate the freight total for the current transaction
across all commodity lines by quantity.

By Line [D]
Prorate the freight total for the current transaction
across all commaodity lines by pre-tax amount.

By Commaodity [C]
Allow users the option of entering freight on
individual commodity lines.
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Field

Description

Freight
(Amount)

Freight
(DeflInc/Dec)

Total (Amount)

Total
(DeflInc/Dec)

Total
(Calculated
Amount)

No Freight Allowed [N]
Do not include freight on this transaction or any
future document that references this transaction.
Freight is not inferred if another document is
referenced.

No Change [blank]
If this is a modification transaction, there are no
freight charge changes.

Conditional. To use this field;ommodity/Accounting

Linking must beYes [Y] If Freight Charge Basisis By
Quantity [Q] or By Line [D], enter the total freight charge for
this document; otherwise, leave this field blank.

When theFreight Charge Basisis By Commodity [Cland

this field is blank, the system calculates the freight amount. If
you enter a value, regardless of the freight indicator, it must
equal the sum of all commodity line freight amounts.

Defaults toDefault [blank]. Required when modifying
Freight Amount; otherwise, seled@efault [blank]. Select
Decrease [D]f the freight amount is decreasinglacrease
[1] if itis increasing.

Conditional. Required Freight Charge Basisis By

Line [D]; leave blank if the freight charge basis is anything
else. Enter the total cost of all commodity lines on this
document before tax and freight, but after discounts are
factored in.

Defaults toDefault [blank]. Required when modifyingotal
Amount; otherwise, seledefault [blank]. Selectincrease
[1] if you are increasing the amount@ecrease [Djf you are
decreasing the amount.

Display only. The pre-tax, pre-freight, and post-discount total
amount for the document is displayed. This field is used to
verify thatTotal Amount is correct and is only calculated if
Freight Charge Basisis By Line [D].

Centralized Purchase Order (PC)
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Field

Description

Quantity
(Amount)

Quantity
(DeflInc/Dec)

Quantity
(Calculated
Amount)

Conditional. IfFreight Charge Basisis By Quantity [Q]
enter the total quantity for this purchase order; otherwise,
leave this field blank.

Defaults toDefault [blank]. Required when modifying
Quantity Amount; otherwise, seled@efault [blank]. Select
Decrease [D]f the quantity amount is decreasinglocrease
[1] if itis increasing.

Display only. The system calculated total quantity for the
purchase order is displayed. This field is used to verify that
Quantity Amount is correct and is only calculatedrfeight
Charge Basisis By Quantity [Q]
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Acctg Details View

& Mew O Modification
Wendor

" Batch: Document: PC 470 00000000000 M=l
Date of Record T Aoty Period lf Budget FY' l_
€ Cancellation Building / Room /
DeliveyDate | /¢ 7/ | Shipto/Bilte 2

Mame

FOB Mo Change =

Contact |

Other Atib | Fieight

Itern Tatal

Acchg Details

Cornm Details I Ref Commodities |

Feferenced Requisition

MNumnber I I Line I_

Line I_ Appr Unit Job Mumber I— Termini I_
Fund I— Activity l— Fiept Cat l— Def / Inc £ Dec
Agency I— Furiction l— Aok I— & O
Oa/sub | 4 obssw [ 4 Patial /Final Indicator [Defalt =

Feterenced Requisition

Mumber I I Line I_

|

| o

Field

Description

Referenced Requisition

Ref Trans
Number

Line

Line

Fund

Agency

Conditional. Required if this purchase order concerns items
previously recorded on a requisition; leave blank otherwise.
Enter the requisition number of the referenced document.

Conditional. Required if a requisition is referenced. Enter a
two-digit number for the line that you are referencing.

Required. Enter a different number for each line on the
document. Numbers fro@il to 99 are valid as line numbers.
This number is used later on either a payment voucher or
manual warrant document to reference this purchase order
line.

Required. Default is inferred from Organization (ORG?2)
based on the agency and organization entered on this
document. See Fund Index (FUND) for valid values.

Required. Enter the agency purchasing the item named on this
line. See Agency Index (AGCY) and Fund Agency Index
(FAGY) for valid values.

Centralized Purchase Order (PC)
MARS0899

39



40

Field

Description

Org/Sub

Appr Unit

Activity

Function

ConditionalOrganization is required ifExpense Budget
Organization Option on Fund Agency Index (FAGY) 8
(required on budget and accounting)ofrequired on
accounting); otherwise, it is used for reporting purposes only.
Enter the organization purchasing the item named on this line.
See Organization Index (ORGN) for valid values.

Sub-Organizationis required ifSub-Organization
Required On Spendingon Organization (ORGZ2) is:

Required [Y],
Required on Encumbrance Transactions [2], or
Required on Expenditure Transactions [3].

Otherwise, this field is optional. Enter the sub-organization
purchasing the item named on this line. See Sub-Organization
(SORG) for valid values. You must enter an organization
before you can enter a sub-organization.

Required if théA\ppropriation Control Option is C (full
control) orP (presence control) on Fund Index (FUND). Enter
the program budget which will be charged for the items in
this accounting line. Refer to Program Reference Table
(PRFT) for valid values.

Conditional. Default is inferred from Organization (ORG?2).
Required if theExpense Budget Activity Optionis Y
(required on budget and accounting)ofrequired on
accounting) on Fund Agency Index (FAGY). Enter the
activity related to this purchase order. See Activity Index
(ACTV) for valid values.

Conditional. Default is inferred from Organization (ORG?2);
or from Activity (ACT2), if a function code is not entered on
Organization (ORG2). Required if tixpense Budget
Function Option isY (required on budget and accounting) or
A (required on accounting) on Fund Agency Index (FAGY).
Enter the function code related to this purchase order. See
Function (FUNC) for valid values.
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Field Description

Obj/Sub Object is conditional. IfConsumption Method is selected
[Y] on Warehouse Management (WHS2), this field is
optional; otherwise, it is required. Enter the object from
Object Index (OBJT) that best describes the item named on
this line. You cannot enter a personal services object.

Sub-Objectis required ifSub-Object Requiredis selected

[Y] on Expense Budget Inquiry (EXP2 or EEX2); otherwise,
this field is optional. Enter the sub-object from Sub-Object
(SOBJ) that best describes the item named on this line.

Job Number Conditional. Organizations and activities can be defined to
require the entry of a job number. Refer to Organization
(ORG2) or Activity (ACT?2) for details.

Otherwise, this field is optional. Job Costis Yes [Y]on

System Control Options (SOP2), enter a job nhumber. See Job
Index (JOBT) for valid values. [fob Costis No [N] on

System Control Options (SOPZ2), enter a project number or
general reporting category.

Rept Cat Conditional. RequiredRfeporting Categoryon Agency
(AGC2) is:

Required on Encumbrance Transactions [2], or
Required on Expenditure Transactions [3].

Otherwise, it is optional. See Reporting Category (RPTG) for
valid values within the agency.

Amount Conditional. If linking is turned on, the system automatically
calculates this field based on the amounts entered on the
commodity lines. If linking is not used, the sum of the
accounting lines must equal to sum of the commodity lines.
Enter the cost charged to this accounting distribution.

Def/Inc/Dec Defaults tdefault [blank]. Required when modifying
Amount; otherwise, seledefault [blank]. Selectincrease
[1] if you are increasing the amount@ecrease [Djf you are
decreasing the amount.
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Field

Description

Partial/Final
Indicator

Termini

Defaults toDefault [blank]. If referencing a requisition, select
Partial [P] if this order partially fills the item ordered on the
requisition line. Seledtinal [F] for a final order or if you
want to close the referenced requisition line.

Conditional. Required ifermini Validation Indicator is
selected on Agency Project (AGPR) for this project. Enter the
the mile point, range of mile points, or bridge identifier at
which work is performed for a given Highway Route. See
Termini Reference Table (TERM) for valid values.
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Comm Details View

& MNew  Modiication

= Batch: Document: PC 470 00000000000 [_ [T x]

Date of Record I ! ! Acctg Period I ! Budget FY' I

" Cancellation Building / Room I /! I

Wendor I Delivery Date I ! ! Ship ta / Bill to | £ |

I ame FOB I Mo Change vl
Contact | Item Total 2
Other &ttrib I Freight | Acchg Details EommDetalIs I Ref Commodities I

Commodity Code

Item Code:

Line | Ref Trans | I Ref Line | Aot Def # Inc / Dec

Urit of Measure
Accounting Line

Bid Line Mumber I

Quantiyy 'Ol
Partial / Final Unit Cogt i~
| Default >l  Line Tatal :

Dlizcount Code I_ Dlizcount

Tax Code I Tax

Text INone vI Freight (O e
Revalue Previously Fecy [tems |None vI Tatal Cost I

W anuf Mumber Mame |

D ezscription

Field Description

Line Required. Enter a three-digit commaodity line number. Valid
values ar®00- 999

Ref Trans Conditional. Required if this document concerns commodities
previously recorded on a requisition; otherwise, leave blank.
Enter the transaction code and document number of the
requisition being referenced.

Ref Line Conditional. Required if a requisition is referenced in
Reference Transaction otherwise, leave blank. Enter the
commodity line number you want to reference on the
requisition.

Commodity Required. Enter the commaodity code that identifies the goods

Code or services ordered. See Commaodity Index (COMM) for valid
values.

Item Code Optional. Enter a user-defined code to identify the item

ordered. Used by the Inventory Control Subsystem to identify
a commodity/item combination (stock item) in the warehouse.
See Inventory (INV3) for valid item/commodity

combinations.
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Field

Description

Unit of Measure

Partial/Final

Accounting Line

Discount Code

Bid Line
Number

Tax Code

Required. Enter the unit of measure for the ordered goods; for
example, box, each, dozen. See Unit of Measure (UNIT) for
valid values.

Defaults tefault [blank]. If referencing a requisition, select
Partial [P] if this order partially fills the item ordered on the
requisition line. Seledtinal [F] for a final order or if you
want to close the referenced requisition line.

Defaults tO1if linking is turned on; if linking is not used on
this document, leave blank. Enter a valid accounting line
number to associate this commodity line with an accounting
line.

Optional. To use this field, linking must be turned on. Enter a
discount code to apply a percent of discount to just this
commodity line. A valid value will havBO Discount Flag
set toY on Discount Type (DISC). This value overrides
Discount Code(on theOther Attributes View).

Optional. Enter the line number of the bid for this order line.

To use this field, linking must be turned on. Enter the code
representing the tax rate used for only this line. See Tax Code
(TAXT) for valid values. The tax type must match the tax type
of the code used ifiax Code (on theOther Attributes
View) and all other line tax codes.
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Field

Description

Text

Revalue
Previously Recv
ltems

Manuf Number

Description

Quantity

Def/Inc/Dec

Unit Cost

Defaults td\None [blank] If you want to associate additional
text with this transaction, select the appropriate text type,
place your cursor in any field on the line, then select
Additional Description. The text window associated with the
document type displays. Enter the additional description text,
then selecModify:Add .

Valid values for this field are:

Standard [S]
The text entered on Standard Specification (STDS)
for this commodity is used.

Reference [R]
TheText indicator on the requisition referenced on
this commaodity line determines the text associated
with this purchase order.

Custom [Y]
The text entered on Purchasing Text (PTEX) is used.
SelectAdditional Description to leaf to the
Purchasing Text (PTEX) entry for this transaction.

No Change [blank]

Defaults toNone [blank] Selectyes [Y]if you want to
revalue previously received goods at the revised unit cost.

Optional. Enter the number of the manufacturer for this
commodity code.

Optional. Defaults to description on Commodity (COMT).
Enter a description of this line.

Required. Enter the quantity of units being purchased.

Defaults t®efault [blank]. Required when modifying the

Quantity ; otherwise, seleddefault [blank]. Selectincrease

[1] if you are increasing the amount@ecrease [D]f you are
decreasing the amount.

Required. Enter the cost per unit of the goods ordered, up to
six decimal points. A whole number defaults to six decimal
places.
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Field

Description

Def/Inc/Dec

Line Total

Discount

Def/Inc/Dec

Tax

Freight

Def/Inc/Dec

46

Defaults t®efault [blank]. Required when modifying the
Unit Cost; otherwise, seleddefault [blank]. Selectincrease
[1] if you are increasing the amount@ecrease [D]f you are
decreasing the amount.

Display only. The cost for the commaodity line before any
discounts, taxes, or freight charges are factored in is
displayed. This amount is calculated by the system by
multiplying the quantity for this line by the unit cost.

To use this field, linking must be turned on. If you have
entereDiscount Code(on theOther Attributes View or the
Commaodity Details View), this field is calculated by the
system.

If you enter this field an®iscount Codeis entered, this
amount must equal the amount calculated by the system.

Default iDefault [blank]. Required if modifyindiscount,
otherwise, seledbefault [blank]. Selectincrease [l] if the
amount is increasing @ecrease [D]f the amount is
decreasing.

Display only. If linking is turned on, the system calculates the
tax amount for this line from quantity, discounted unit cost,
and the tax rate associated with the tax code applied to this
line.

Conditional. To use this field, linking must be turned on. If
Freight Charge Basisis By Quantity [Q]or By Line [D],
enter the total freight charge for this document; otherwise,
leave this field blank.

When theFreight Charge Basisis By Commodity [Cland

this field is blank, the system calculates the freight amount. If
you enter a value, regardless of the freight indicator, it must
equal the sum of all commodity line freight amounts.

Defaults tdefault [blank]. Required when modifying
Freight; otherwise, sele@®efault [blank]. Selectincrease [I]
if the amount is increasing @recrease [Djf the amount is
decreasing.
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Field Description

Total Cost Optional. The total cost is calculated by multiplying
discounted unit cost by quantity plus the tax amount and

freight charges.

Name Optional. Enter the name of the manufacturer for this
commodity.
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Ref Commodities View

= Batch: Document: PC 470 00000000000 H=]E3
Date of Record I ! / Acctg Period I / Budget FY' |
& Mew  Modification = Cancellation Euilding / Foom ¢
Wendor I Delivery Date I ! ! Ship to / Bill to !
Mame FOB Mo Change =]
Cantact | Item Total :
Other Attrib I Freight | Acchg Details I Cornm Details
Dref / Dref ¢
Line Reference Requisition Line Quantity Ine / Dec Urit Cozt Inc #Dec  Partial / Final
| 1 kel & O [Dofait =] v|

Note: The fields on this view were described in previous views of this window.
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CENTRALIZEDPURCHASEORDERFROM
PROCUREMENTDESKTOP(PCP)

E_Batch: Document: PCP 470 00000000000 M= E3
Date of Record T Aectg Period T Budget FY' I—
& Mew O Modification " Cancellation BEuilding / Room /
Vendor |  DevenDate | / /  Shpt/Bill A
Mame FOB Mo Change  |=|
Contact Itemn T atal ]
Other Attrib | Freight I Acctg Details | Carnm Details | Ref Commodities |
Other Attribute:
Address | Comment I—
| Blanket Num l—
| BdiD | 7 BSMeet |
Responsible Agency / Org l_ /! I— “wWarehouse l— Buyer I_
Resp Person |
Option
Vendor Terms I_ Order Type I_ Dizcount Code I_ Tax Code I_
Cormmadity # Acctg Linking m Change Order Tracking Im
Goods Already Received m Confirmation Order Im

The Centralized Purchase Order from Procurement Desktop (PCP) encumbers the
funds necessary to pay for the order. This document is typically submitted by the
central purchasing department using Procurement Desktop to order goods from
outside vendors requested by agencies using requisition documents.

SelectAdditional Description to display Purchasing Text (PTEX) when et
indicator isStandard [S] Reference [R] or Custom [Y]

Field Description

Date of Record Defaults to date that the system accepts the document. Enter
the dateim dd yythat you want to associate with the
transactions, usually the current date. Future dates are not
valid.
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Field

Description

Acctg Period

Budget FY

New/
Modification/
Cancellation
[Action]

Building/Room

Vendor

Delivery Date

Default is inferred froDate of Record If you want this
transaction recorded in another accounting period, enter the
desired open periodnm yy. The only valid future period is
the first period of the future year.

Default is the current fiscal year. If you want this transaction
recorded in another budget year, enter the desired open year.

Defaults toNew [E]. Valid values are:

New [E]
This is a new document (new entry).

Modification [M]
This document is modifying a previously entered
documentModification [M] allows you to add lines,
change the amounts of existing lines (but not the
codes), or cancel a line (decrease a line amount to
zero). On a modification transaction, all codes must
match the original document.

Cancellation [X]
This document is canceling an existing document.
You cannot have referenced the document you want
canceled in any way; for example, a Receiver (RC)
or Vendor Invoice (VI).

Note: To change codes for an existing line, you must cancel
the existing line and enter a new line. You can record
both these lines on the same document by selecting
Modification [M].

Optional. Enter the building and room number to which the
order is delivered.

Required. Enter the vendor with whom this purchase order is
placed. You cannot enter a miscellaneous vendor on this
document. See Vendor Index (VEND) for valid values.

Default is the current date. Enter the date ¢Id yywhen
you must receive the order.
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Field

Description

Ship to/Bill to

Name

FOB

Contact

Item Total

Ship to is required. Enter the code that represents the
receiving location. See Shipping Address (SHIP) for valid
values.

Bill to is required. Enter the code that represents the billing
location. See Billing Address (BILL) for valid values.

Display only. The name of the vendor is inferred from Vendor
(VEN2).

Required. Sele®estination [D] or Shipping [S]to designate
the freight on board point for a new transaction. Select
Destination [D], Shipping [S] or No Change [blank]on a
modification transaction.

Defaults to the vendor contact listed on Vendor (VEN2). Enter
the name of an individual representing the vendor.

Display only. The field displays the net total cost of all the
commodity lines entered on this document.
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Other Attrib View

Field

Description

Other Attributes

Address

Comment

Blanket Num

Bid ID

BS Acct

Responsible
Agency/Org

Warehouse

Buyer

Display only The vendor address is inferred from Vendor
(VEN2).

Optional. Enter any notation you want associated with this
order.

Optional. Enter the number of the blanket agreement with the
vendor which governs the terms of this order. This number is
used for reporting purposes only.

Optional. Enter the number and suffix corresponding to the
bid for the order. This field is used in conjunction with
Vendor to look up the record on Bid Tracking Header (BIDH)
so that the system can bring the delivery date and freight on
board point to this order.

Optional. Enter i€Consumption Method is selectedY] on
Warehouse Management (WHS2) or if this document
concerns a fixed asset commodity. See Balance Sheet Account
Index (BACC) for valid values.

Responsible Agencylefaults to the agency entering the
transaction. Enter the agency that is requesting this order. See
Agency Index (AGCY) for valid values.

Responsible Organizationis required. Enter organization
within the responsible agency. See Organization Index
(ORGN) for valid values.

Optional. Enter the warehouse where goods on this order are
shipped. See Warehouse Management Index (WHSE) for
valid values. This field is used by the Inventory Control
Subsystem to validate the commodity/item combination (stock
item) within the warehouse.

Optional. Enter the buyer submitting this order. See Buyer
(BUYT) for valid values.
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Field

Description

Organization
Name

Resp Person

Options

Vendor Terms

Order Type

Discount Code

Tax Code

Display only. The name of the responsible organization is
inferred from Organization (ORG2).

Required. Enter the person to whom you want questions
addressed about the order.

Optional. Enter the discount type associated with vendor
terms for payment. A valid value will have tR® Discount
Flag set toN on Discount Type (DISC).

Optional. Enteés (shipping) if you want shipping or special
instructions, as entered in Special Instruction (SPIS), printed
on the purchase order that is sent to the vendor. You must
enter the special instruction codeGomment

EnterR to cancel the purchase order and reopen a referenced
requisition. This option is only valid if every line on the
Centralized Purchase Order (PC) contains a referenced
requisition document.

Other thars andR, which are reserved as described above,
this is a user-defined field. You can use any alphanumeric
value to define various types of purchase orders; for example,
contract, sub-contract, work order, service order.

Optional. To use this fie@pmmodity/Accounting Linking
must beYes [Y] Enter a valid discount code to apply a percent
of discount to this purchase order. This percent applies to all
commodity lines that do not contain a discount code or
discount amount. A valid value will have tR® Discount
Flag set toY on Discount Type (DISC).

Default is inferred from Vendor Index (VEND) or EPS
System Control Options (ESOP). To use this field,
Commodity/Accounting Linking must beYes [Y] Enter the
code representing the tax rate used to calculate tax on any
lines where line tax codes are not entered or inferred. See Tax
Code (TAXT) for valid values.
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Field

Description

Commodity/
Acctg Linking

Change Order
Tracking

Goods Already
Received

Confirmation
Order

Optional. This field defaults t¥es [Y]when theExtended
Purchasingoption on System Control Systems (SOP2) is
Installed with Linking [L]. If you have installed EPS with
linking, selectNo [N] to turn off the linking between
accounting and commaodity lines for this document only.
Otherwise, seledbefault [blank].

If the Extended Purchasingoption on System Control
Systems (SOP2) isistalled [Y], the only valid value for this
field is Default [blank].

Conditional. On a new entry, this field is inferred from EPS
System Control Options (ESOP) and you cannot override that
value. On a modification entry, this field is only used if
Change Order Tracking is selectedY] on EPS System

Control Options (ESOP); otherwise, selBetffault [blank].

Open Purchase Order Header Inquiry (OPPH) indicates the
date of the last modification and the number of modifications
made to the order. Selexs [Y]to track this change to this
purchase order, do [N] if you do not want to track this
modification.

Defaults toDefault [blank]. SelectYes [Y]if you have

received the goods and want the system to generate a Receiver
(RC). The system generates the Receiver (RC) based on the
Automatic Document Numbering (ADNT) entry, and

schedules it for offline processing. If your site requires
approvals for Receiver (RC) documents, you must ensure that
the approvals are applied.

Defaults toDefault [blank]. If this is a confirming order,
selectYes [Y] otherwise, seledio [N] or Default [blank].

54
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Freight View

E_Batch: Document: PCP 470 00000000000 M= E3
Date of Record I ! ! Aectg Period I ! Budget FY' I—
& Mew O Modification " Cancellation BEuilding / Room /
Vendor |  DevenDate | / /  Shpt/Bill A
Mame FOB Mo Change  |=|
Contact Itemn T atal ]
Other Attrib Freight | Acctg Details | Carnm Details | Ref Commodities |

Freight

Freight Charge B asis Im

Calzulated
Amount Def £ lne / Dec Amaount

Freight (O S I

Total I o & 8 |y

Quantity - s i i

Field Description

Freight Charge  To use this fieldCommodity/Accounting Linking must be

Basis Yes [Y] Select a value to indicate whether or not freight
charges influence the total cost of this order and what method
the system should use to calculate those charges. Valid values
are:

Default [blank]
If this purchase order references another document
with a freight indicator value, this field defaultsBy
Commaodity [C] Otherwise, freight is not included on
this transaction.

By Quantity [Q]
Prorate the freight total for the current transaction
across all commodity lines by quantity.

By Line [D]
Prorate the freight total for the current transaction
across all commaodity lines by pre-tax amount.

By Commaodity [C]
Allow users the option of entering freight on
individual commodity lines.
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Field

Description

Freight
(Amount)

Freight
(DeflInc/Dec)

Total (Amount)

Total
(DeflInc/Dec)

Total
(Calculated
Amount)

No Freight Allowed [N]
Do not include freight on this transaction or any
future document that references this transaction.
Freight is not inferred if another document is
referenced.

No Change [blank]
If this is a modification transaction, there are no
freight charge changes.

Conditional. To use this field;ommodity/Accounting

Linking must beYes [Y] If Freight Charge Basisis By
Quantity [Q] or By Line [D], enter the total freight charge for
this document; otherwise, leave this field blank.

When theFreight Charge Basisis By Commodity [Cland

this field is blank, the system calculates the freight amount. If
you enter a value, regardless of the freight indicator, it must
equal the sum of all commodity line freight amounts.

Defaults toDefault [blank]. Required when modifying
Freight Amount; otherwise, seled@efault [blank]. Select
Decrease [D]f the freight amount is decreasinglacrease
[1] if itis increasing.

Conditional. RequiredFreight Charge Basisis By

Line [D]; leave blank if the freight charge basis is anything
else. Enter the total cost of all commodity lines on this
document before tax and freight, but after discounts are
factored in.

Defaults toDefault [blank]. Required when modifyingotal
Amount; otherwise, seledefault [blank]. Selectincrease
[1] if you are increasing the amount@ecrease [Djf you are
decreasing the amount.

Display only. The pre-tax, pre-freight, and post-discount total
amount for the document is displayed. This field is used to
verify thatTotal Amount is correct and is only calculated if
Freight Charge Basisis By Line [D].
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Field

Description

Quantity
(Amount)

Quantity
(DeflInc/Dec)

Quantity
(Calculated
Amount)

Conditional. IfFreight Charge Basisis By Quantity [Q]
enter the total quantity for this purchase order; otherwise,
leave this field blank.

Defaults toDefault [blank]. Required when modifying
Quantity Amount; otherwise, seleddefault [blank]. Select
Decrease [D]f the quantity amount is decreasinglocrease
[1] if itis increasing.

Display only. The system calculated total quantity for the
purchase order is displayed. This field is used to verify that
Quantity Amount is correct and is only calculatedrfeight
Charge Basisis By Quantity [Q]
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Acctg Details View

E_Batch: Document: PCP 470 00000000000 M= E3
Drate of Record I ! ! Acctg Period I ! Budget FY' |
& Mew  Modification " Cancellation Euilding / Room /
Yendor I Delivery Date I / / Ship to / Bill ta !
Mame FOB Mo Change ;I
Contact Itemn Tatal

Other Attrib I Freight Acctg Details | Carnm Details | Ref Commodities I

Referenced Requisition

Murnber | I Lire: I—

Line [ Apprldnit T JobNumber | Termini |
Fund l— Activity l— Rept Cat I— Def / Inc / Dec
Agency l_ Furction l— Arnount I— (O o
og/sub | 4 obisswb [ [ Patial / Final Indicator [Defalt =
Referenced Requisition

Mumber l_ I— Line I_ “
4| | _’l_l

Field Description

Referenced Requisition

Ref Trans Conditional. Required if this purchase order concerns items
Number previously recorded on a requisition; leave blank otherwise.
Enter the requisition number of the referenced document.

Line Conditional. Required if a requisition is referenced. Enter a
two-digit number for the line that you are referencing.

Line Required. Enter a different number for each line on the
document. Numbers fro@il to 99 are valid as line numbers.
This number is used later on either a payment voucher or
manual warrant document to reference this purchase order
line.

Fund Required. Default is inferred from Organization (ORG?2)
based on the agency and organization entered on this
document. See Fund Index (FUND) for valid values.

Agency Required. Enter the agency purchasing the item named on this
line. See Agency Index (AGCY) and Fund Agency Index
(FAGY) for valid values.
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Field Description

Org/Sub ConditionalOrganization is required ifExpense Budget
Organization Option on Fund Agency Index (FAGY) 8
(required on budget and accounting)ofrequired on
accounting); otherwise, it is used for reporting purposes only.
Enter the organization purchasing the item named on this line.
See Organization Index (ORGN) for valid values.

Sub-Organizationis required ifSub-Organization
Required On Spendingon Organization (ORGZ2) is:

Required [Y],
Required on Encumbrance Transactions [2], or
Required on Expenditure Transactions [3].

Otherwise, this field is optional. Enter the sub-organization
purchasing the item named on this line. See Sub-Organization
(SORG) for valid values. You must enter an organization
before you can enter a sub-organization.

Appr Unit Required if thé\ppropriation Control Option is C (full
control) orP (presence control) on Fund Index (FUND). Enter
the program budget which will be charged for the items in
this accounting line. Refer to Program Reference Table
(PRFT) for valid values.

Activity Conditional. Default is inferred from Organization (ORG?2).
Required if theExpense Budget Activity Optionis Y
(required on budget and accounting)fofrequired on
accounting) on Fund Agency Index (FAGY). Enter the
activity related to this purchase order. See Activity Index
(ACTV) for valid values.

Function Conditional. Default is inferred from Organization (ORG?2);
or from Activity (ACT2), if a function code is not entered on
Organization (ORG2). Required if tlxpense Budget
Function Option isY (required on budget and accounting) or
A (required on accounting) on Fund Agency Index (FAGY).
Enter the function code related to this purchase order. See
Function (FUNC) for valid values.
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Field

Description

Obj/Sub

Job Number

Rept Cat

Amount

Def/Inc/Dec

Object is conditional. IfConsumption Method is selected

[Y] on Warehouse Management (WHS2), this field is
optional; otherwise, it is required. Enter the object from
Object Index (OBJT) that best describes the item named on
this line. You cannot enter a personal services object.

Sub-Objectis required ifSub-Object Requiredis selected

[Y] on Expense Budget Inquiry (EXP2 or EEX2); otherwise,
this field is optional. Enter the sub-object from Sub-Object
(SOBJ) that best describes the item named on this line.

Conditional. Organizations and activities can be defined to
require the entry of a job number. Refer to Organization
(ORG2) or Activity (ACT?2) for details.

Otherwise, this field is optional. Job Costis Yes [Y]on

System Control Options (SOP2), enter a job number. See Job
Index (JOBT) for valid values. [fob Costis No [N] on

System Control Options (SOPZ2), enter a project number or
general reporting category.

Conditional. RequiredRfeporting Categoryon Agency
(AGC2) is:

Required on Encumbrance Transactions [2], or
Required on Expenditure Transactions [3].

Otherwise, it is optional. See Reporting Category (RPTG) for
valid values within the agency.

Conditional. If linking is turned on, the system automatically
calculates this field based on the amounts entered on the
commodity lines. If linking is not used, the sum of the
accounting lines must equal to sum of the commodity lines.
Enter the cost charged to this accounting distribution.

Defaults tdefault [blank]. Required when modifying
Amount; otherwise, seledefault [blank]. Selectincrease
[1] if you are increasing the amount@ecrease [Djf you are
decreasing the amount.
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Field

Description

Partial/Final
Indicator

Termini

Defaults toDefault [blank]. If referencing a requisition, select
Partial [P] if this order partially fills the item ordered on the
requisition line. Seledtinal [F] for a final order or if you
want to close the referenced requisition line.

Conditional. Required ifermini Validation Indicator is
selected on Agency Project (AGPR) for this project. Enter the
the mile point, range of mile points, or bridge identifier at
which work is performed for a given Highway Route. See
Termini Reference Table (TERM) for valid values.
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Comm Details View

E_Batch: Document: PCP 470 00000000000 M= E3
Drate of Record I ! ! Acctg Period I ! Budget FY' |
& Mew  Modification " Cancellation Euilding / Room /
Wendor I Delivery Date I ! ! Ship to / Bill to !
Mame FOB Mo Change  |=|
Contact Itemn Tatal
Other Attrib I Freight | Acctg Details Cornm Details I Ref Commodities I
E—
Def £ Ine 4 Dec

Commodity Code

— e ————————
Line I Ref Trans I I Ref Line I Amount
I—
Itern Cade I

Quantity I (O e

Unit of Measure |

Accounting Line I
Bid Lire Murnber I
Text I Mone vi

Revalue Previouzly Recy ltems

Partial / Final Uit Cost I [
| Default >l Line Tatal .
Discount Code I_ Digcaunt T R e e
Tax Code I_ Tax B

Freight T . e

I Mone 'I Total Cozt

4 anuf Mumber |

MName |

Description |

Field Description

Line Required. Enter a two-digit commodity line number. Valid
values ar®00- 999

Ref Trans Conditional. Required if this document concerns commodities
previously recorded on a requisition; otherwise, leave blank.
Enter the transaction code and document number of the
requisition being referenced.

Ref Line Conditional. Required if a requisition is referenced in
Reference Transaction otherwise, leave blank. Enter the
commodity line number you want to reference on the
requisition.

Commodity Required. Enter the commodity code that identifies the goods

Code or services ordered. See Commaodity Index (COMM) for valid
values.

Item Code Optional. Enter a user-defined code to identify the item

ordered. Used by the Inventory Control Subsystem to identify
a commodity/item combination (stock item) in the warehouse.
See Inventory (INV3) for valid item/commodity

combinations.
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Field Description

Unit of Measure  Required. Enter the unit of measure for the ordered goods; for
example, box, each, dozen. See Unit of Measure (UNIT) for
valid values.

Partial/Final Defaults tefault [blank]. If referencing a requisition, select
Partial [P] if this order partially fills the item ordered on the
requisition line. Seledtinal [F] for a final order or if you
want to close the referenced requisition line.

Accounting Line  Defaults tO1if linking is turned on; if linking is not used on
this document, leave blank. Enter a valid accounting line
number to associate this commodity line with an accounting
line.

Discount Code Optional. To use this field, linking must be turned on. Enter a
discount code to apply a percent of discount to just this
commodity line. A valid value will havBRO Discount Flag
set toY on Discount Type (DISC). This value overrides
Discount Code(on theOther Attributes View).

Bid Line Optional. Enter the line number of the bid for this order line.
Number
Tax Code To use this field, linking must be turned on. Enter the code

representing the tax rate used for only this line. See Tax Code
(TAXT) for valid values. The tax type must match the tax type
of the code used ifiax Code (on theOther Attributes

View) and all other line tax codes.
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Field

Description

Text

Revalue
Previously Recv
ltems

Manuf Number

Description

Quantity

Def/Inc/Dec

Unit Cost

Defaults td\None [blank] If you want to associate additional
text with this transaction, select the appropriate text type,
place your cursor in any field on the line, then select
Additional Description. The text window associated with the
document type displays. Enter the additional description text,
then selecModify:Add .

Valid values for this field are:

Standard [S]
The text entered on Standard Specification (STDS)
for this commodity is used.

Reference [R]
TheText indicator on the requisition referenced on
this commaodity line determines the text associated
with this purchase order.

Custom [Y]
The text entered on Purchasing Text (PTEX) is used.
SelectAdditional Description to leaf to the
Purchasing Text (PTEX) entry for this transaction.

No Change [blank]

Defaults toNone [blank] Selectyes [Y]if you want to
revalue previously received goods at the revised unit cost.

Optional. Enter the number of the manufacturer for this
commodity code.

Optional. Defaults to description on Commodity (COMT).
Enter a description of this line.

Required. Enter the quantity of units being purchased.

Defaults t®efault [blank]. Required when modifying the

Quantity ; otherwise, seleddefault [blank]. Selectincrease

[1] if you are increasing the amount@ecrease [D]f you are
decreasing the amount.

Required. Enter the cost per unit of the goods ordered, up to
six decimal points. A whole number defaults to six decimal
places.
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Field

Description

Def/Inc/Dec

Line Total

Discount

Def/Inc/Dec

Tax

Freight

Def/Inc/Dec

Defaults t®efault [blank]. Required when modifying the
Unit Cost; otherwise, seledefault [blank]. Selectincrease
[1] if you are increasing the amount@ecrease [D]f you are
decreasing the amount.

Display only. The cost for the commaodity line before any
discounts, taxes, or freight charges are factored in is
displayed. This amount is calculated by the system by
multiplying the quantity for this line by the unit cost.

To use this field, linking must be turned on. If you have
entereDiscount Code(on theOther Attributes View or the
Commaodity Details View), this field is calculated by the
system.

If you enter this field an®iscount Codeis entered, this
amount must equal the amount calculated by the system.

Default iDefault [blank]. Required if modifyindiscount,
otherwise, seledbefault [blank]. Selectincrease [l] if the
amount is increasing @ecrease [D]f the amount is
decreasing.

Display only. If linking is turned on, the system calculates the
tax amount for this line from quantity, discounted unit cost,
and the tax rate associated with the tax code applied to this
line.

Conditional. To use this field, linking must be turned on. If
Freight Charge Basisis By Quantity [Q]or By Line [D],
enter the total freight charge for this document; otherwise,
leave this field blank.

When theFreight Charge Basisis By Commodity [Cland

this field is blank, the system calculates the freight amount. If
you enter a value, regardless of the freight indicator, it must
equal the sum of all commodity line freight amounts.

Defaults tdefault [blank]. Required when modifying
Freight; otherwise, sele@®efault [blank]. Selectincrease [I]
if the amount is increasing @recrease [Djf the amount is
decreasing.
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Field Description

Total Cost Optional. The total cost is calculated by multiplying
discounted unit cost by quantity plus the tax amount and
freight charges.

Name Optional. Enter the name of the manufacturer for this

commodity.
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Ref Commodities View

E_Batch: Document: PCP 470 00000000000 M= E3
Date of Record I ! ! Aectg Period I ! Budget FY' |
& Mew O Modification " Cancellation BEuilding / Room /
“Wendor I Delivery Diate I ! ! Ship to / Bill to !
Mame FOB Mo Change  |=|
Contact Itemn T atal
Other Attrib I Freight I Acctg Details | Carnm Details Ref Commodities |
Def / Def /
Line Reference Requisition Line Cluantity Inc / Dec Unit Cogt Inc #Dec  Partial / Final
1 1 coc] i —

Note: The fields on this view were described in previous views of this window.
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CHECK CANCELLATION(CX)

E_Batch: Document: CX 470 00000000000 M=l E3
Date of Recard I ! ! Accounting Period I /
Bark Account Cade I
Manual
Cancellation EFT W arrant
Type wendor Code Ind Check MNumber MHurnber Travel Check Mumnber
| Rieschedule =] | | | |

Scheduled Pay Date I / / Cash Account I

The Check Cancellation (CX) cancels checks or warrants written against a payment
voucher. This document allows you to reschedule, leave unscheduled, leave closed, or
cancel payment vouchers.

Field Description

Date of Record Default is the current date. Enter the datedd yy
associated with these records.

Accounting Default is inferred fronDate of Record Enter the accounting
Period period (nm yy you want to associate with this record.

Bank Account Required. Enter the bank account that the check or manual
Code warrant was originally drawn against. See Open Check
Header Inquiry (OPCH) for valid values.
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Field Description

Cancellation Default isReschedule [1]Enter the type of cancellation you
Type want applied to this check or manual warrant. Valid values
are:

Reschedule [1]
Cancel the check and reschedule the payment
voucher.

Unschedule [2]
Cancel the check and put the payment voucher on
hold.

Cancel [3]
Cancel the check, leave the payment voucher closed,
and record the liability in the cancel voucher payable
account established on System Special Accounts
(SPEC).

Note: The following value cannot be used to cancel a travel
document:

Close [4]
Cancel the check and back out the payment voucher;
disallow cancellation of a partial payment check.

Vendor Code Required. Enter the same vendor code used for the check or
manual warrant being canceled.

EFT Ind Default is clearefN]. Selec{Y] when the check you want
canceled was processed through Electronic Funds Transfer
(EFT).

Check Number Conditional. Required if you are cancelling a check. Enter the
number of the check that you want to cancel.

Manual Warrant Conditional. Required if you are cancelling a manual warrant;
Number otherwise, leave blank. Enter the document number of the
manual warrant that you want to cancel.
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Field

Description

Travel Check
Number

Scheduled Pay
Date

Cash Account

Conditional. Required if you are cancelling a Travel Check
(TC). Also required if you are cancelling an Automated
Disbursement (AD) or Electronic Funds Transfer (EFT) that
was created as a result of employee travel; otherwise, leave
blank. Enter the transaction code and document number of the
check that you want to cancel.

Optional. IfCancellation Typeis Reschedule [1]enter the
rescheduled payment datert dd yy for the check.

Optional. Used only for manual warrants. If you want to
override the account used on the manual warrant, enter the
override account. See Balance Sheet Account Index (BACC)
for valid values.
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CHECK WRITERJOURNALVOUCHER(CJ)

E_Batch: Document: CJ 736 CwW000010100 M=l E3
Date of Record T Accounting Period If & Mew " Modification

[~ Overide Budgst Reverzal Date I / / Comments I—
Debit Tatal P Credit Tatal Sy
Caleulated Debit Total F Calculated Credit Total ]
Cash Dehit Total P Cash Credit Total ]
Budget Fy' I_ Memo Ref Doc / Line | | I_ j
Account Type | Asaet =

Fund [ Object/Rev /Sub [ /[ Dehi [
Agency I— BS Account I— Fept Cat I—

Organization / Sub I— .-"I— Job Mumber I— “endar f Proy Im
Apprapriation Linit I— Internal Fund I— Cods I—
Auctivity I— Reference Agency I_ Mame |

Funetion I— Bank Account Code I_ Credit I—
Termini I— Description' Cash Indicator Mo hd

LI

The Check Writer Journal Voucher (CJ) document records accounting events
resulting from processing the check writer files. The Check Writer Journal Voucher
(CJ) document will be loaded into the Suspense File (SUSF), and will be processed
during the nightly cycle. The Check Writer Journal Voucher (CJ) document will post
to the ledgers as a Journal Voucher (JV) document.

Field Description

Date of Record Default is the date the system accepts the document. Enter the

date mm dd yyyou want to associate with this document,
usually the current date.

Accounting Default is inferred fronDate of Record Enter the accounting
Period period you want associated with these lines (it must be open).
Do not enter a future accounting period .
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Field

Description

New/
Modification
[Action]

Override Budget

Reversal Date

Comments

Debit Total

Credit Total

Calculated Debit
Total

Calculated
Credit Total

Cash Debit Total
Cash Credit

Total

Budget FY

Default isNew [E]. UseModification [M] if you want to
reuse a journal voucher number in the same accounting
period. This groups the documents together on the Trial
Balance by Accounting Distribution (A611) report.

Default is clear@d]. Selec{Y] to override the pre-approved
budgeted amount. For more information, refer todker’s
Guide

Optional. Enter only if you want this journal voucher
automatically reversed. Enter the daten( dd yywhen you
want the reversal to take place. When this date is entered, the
last character of the journal voucher document number must
beE.

Optional. Enter a descriptive note about this document.

Required. Enter the total amount of the debit lines on this
document. This field must equatedit Total, or the
document is rejected.

Required. Enter the total amount of the credit lines on this
document. This field must equakbit Total, or the document
is rejected.

Display only. The system automatically calculates the total
amount of debit lines on this document. This field must equal
Calculated Credit Total, or the document is rejected.

Display only. The system automatically calculates the total
amount of credit lines on this document. This field must equal
Calculated Debit Total, or the document is rejected.

Display only. The system automatically calculates the total of
debits for those lines affecting cash control.

Display only. The system automatically calculates the total of
credits for those lines affecting cash control.

Default is inferred froate of Record If you want these
lines recorded in another fiscal year, enter the desired fiscal
year. Enter an open year that is not a future fiscal year.
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Field Description

Memo Ref Doc/ Optional. Enter the transaction code, agency, and number of
Line the document related to this journal voucher.

Account Type Conditional. Select the account type associated with this
journal voucher transaction. The journal voucher document
has multiple uses. For more information on entering this field,
refer to theUser’s Guide Valid values are:

Asset [01]
Liability [02]
Fund Balance [03]
Asset Offset to Expenses [11]
Encumbrance [21]
(only allowed under certain circumstances.)
Expense/Expenditure [22]
Expenditure [23]
Expense [24]
Revenue [31]

Fund Required. Enter a Fund code valid on FUN2. Default is
inferred from Organization (ORGZ2) based on the agency and
organization entered on this document. Enter the fund if you
want to override the default. See Fund Index (FUND) for valid
values. The Fund code cannot be a Capital Project Fund code.

Agency Required. Enter the agency used on this journal voucher. See
Agency Index (AGCY) for valid values.

Organization/ Required. Enter the organization and sub-organization (if
Sub desired) used on this journal voucher. See Organization Index
(ORGN) and Sub-Organization (SORG).

Appropriation Required. Enter the Program Budget Unit element for the

Unit items listed on this voucher. See Program Reference Table
(PRFT) for valid values. The Appropriation Program element
and Allotment Program element will be inferred from PRFT
based on Program Budget Unit.

Activity Conditional. Enter the activity used on this journal voucher.
See Activity Index (ACTV) for valid values.
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Field

Description

Function

Termini

Object/Rev/Sub

BS Account

Job Number

Internal Fund

Reference
Agency

Bank Account
Code

Description

Debit

Conditional. Enter the function used on this journal voucher.
See Function (FUNC) for valid values.

Conditional. Required ifermini Validation Indicator is
selected on Agency Project (AGPR) for this project. Enter the
mile point, range of mile points, or bridge identifier at which
work is performed for a given Highway Route. See Termini
Reference Table (TERM) for valid values.

Conditional. Enter the object and sub-object associated with
this journal voucher OR the revenue source and sub-revenue
source associated with the journal voucher. See Object Index
(OBJT) and Sub-Object (SOBJ) or Revenue Source Index
(RSRC) and Sub-Revenue Source (SREV) for valid values.

Conditional. Enter the balance sheet account associated with
this journal voucher. See Balance Sheet Account Index
(BACC) for valid values.

Conditional. Enter the job number associated with this journal
voucher. See Job Index (JOBT) for valid values.

Conditional. If clearing out due to accounts, enter the seller’s
fund. If clearing out due from accounts, enter the buyer’s
fund. See Fund Index (FUND) for valid values.

Conditional. If clearing out due to accounts, enter the
reference agency for the seller. If clearing out due from
accounts, enter the agency for the buyer. See Agency Index
(AGCY) for valid values.

Conditional. Enter the bank account associated with this
journal voucher. See Bank Account (BANK) for valid values.
The journal voucher document has multiple uses. For more
information on entering this field, refer to thiser's Guide

Optional. Enter a description for this journal voucher line.

Enter amounts on the debit side if you are reclassifying
expenditures, revenue or balance sheet accounts.
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Field

Description

Rept Cat

Vendor/Prov

Code

Name

Credit

Cash Indicator

Conditional. Enter the reporting category associated with this
journal voucher. See Reporting Category (RPTG) for valid
values.

Default idNone [blank] Required ifVendor Nameis
Required [Y]on System Control Options (SOP2). This field
indicates if the value entered@odeis valid on Vendor
(VENZ2) or Provider (PROV). Valid values are:

Vendor [V]
Provider [P]

Quantity [Q]
None [N]

Conditional. Enter the vendor or provider associated with this
journal voucher. See Vendor Index (VEND) or Provider
(PROV) for valid values.

The journal voucher document has multiple uses. For more
information on entering this field, refer to tbiser's Guide

Default is inferred from Vendor (VEN2) or Provider (PROV)
depending on the value @ode Enter the name of the vendor
or provider for reference purposes.

The journal voucher document has multiple uses. For more
information on entering this field, refer to tbiser's Guide

Enter amounts on the credit side if you are reclassifying
expenditure, revenue or balance sheet accounts.

Conditional. RequiredI¥ Cash Indicator Required is Yes
[Y] on System Control Options (SOP2); otherwise, select
Default [blank]. Valid values are:

Yes [Y]
This document updates tl@wllectedfields on
Agency Project Inquiry (AGPR).

No [N]
This document updates thecrued fields on
Agency Project Inquiry (AGPR).

Check Writer Journal Voucher (CJ)
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CUSTOMER(CU)

2 Batch: Document: CU 470 00000000000 Hi=] E3

Custorner | & Mew O Infer  Modification

Corparation Mame |
Individual Mame [Last, First, b.1.) |

General Information | Papable [nformation I Customer D etail I EFT Information |

[ Mizcellaneous Customer Alternate Customer I Cugtomer Type I_
Short Mame |

Divvigion M arme
Address

™ Foreign/ Military Address

|

|

|
City |
State I_ Zip I—
Phane |
Fax Phane |

The Customer (CU) document is the primary customer window used to enter specific
customer information. All customers must be entered on this window before they are
used. The Customer (CU) document updates Customer Information (1 of 2) (CUST),
Customer Information (2 of 2) (CUS2), and Customer Electronic Funds Transfer
(CEFT).

Field Description

Customer Key field. Enter the customer/client. The last two characters
will be used as the address indicator used to identify multiple
locations for the customer.

New/Infer/ Blank defaults tdNew [E] for new entry. Seled@lodification
Modification [M] to indicate modification of a previously entered
[Action] document.
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Field Description

Corporation Conditional. Required ifndividual Name is blank. If the
Name customer is a company or government, enter the customer
name here.

Individual Name Conditional. Required i€orporation Name is blank. Enter
(Last, First, M)  the name of the customer if the customer is an individual.
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General Information View

Field

Description

Miscellaneous
Customer

Alternate
Customer

Customer Type

Short Name

Division Name

Address, City,
State, Zip

Foreign Military
Address

Phone

Fax Phone

Default is clearedN]. Selec{Y] to identify miscellaneous
one-time or summary customers.

Optional. Enter an alternate identifier for the customer/client.

Optional. Enter the type of customer. Valid values are:

Individual [I]
Incorporated [C]
Partnership [P]

Required. Enter the corresponding customer short name.

Optional. Enter the corporation division, department or other
additional name information.

Required. Enter the customer’s street address, city, state and
zip code. The first five characters of the zip code are required
and the last four are optional. Not requireBakeign/

Military Address indicator is selected.

If selectedY], State and Zip Codes not required.

Optional. Enter the customer's telephone number.

Optional. Enter the telephone number for the customer's fax
machine.
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Payable Information View

Customer

Corporation Name

“_Batch: Document: CU 470 00000000000 [_ (O] <]

Individual Mame [Last, First, b.1.] |

I @ Mew € Infer 7 Modification
I

General Information Payable Information | Customer Detail I EFT Information |
Accounts Papable [nformatiar
Contact Mame | Phone I
Bark Mame | Bank Phone I
Wendor | Third Party Code |
Biling Code |
Field Description

Accounts Payable Information

Contact Name

Phone

Bank Name

Bank Phone

Vendor

Third Party Code

Optional. Enter the name of the contact in the customer's
accounts payable department.

Optional. Enter the telephone number for the accounts payable
contact.

Optional. Enter the bank with which the customer does
business.

Optional. Enter the telephone number at the customer's bank
listed above.

Optional. Enter the vendor code cross-reference to Vendor (1
of 2) (VEN2) if this customer is also a vendor with the
Commonwealth.

Optional. Enter the third party that is used for billing the
customer. See Third Party Billing (TPAR) for valid values.

Customer (CU)
MARS0899
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Field

Description

Billing Code

Optional. Enter a billing profile for the customer. See Billing
Profile (BPRO) for valid values.
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Customer Detail View

Customer

Corporation M ame

General Information I

Individual Mame [Last, First, b.1.] |

" Batch: Document: CU 470 00000000000 |- [O] =]

I @ Mew € Infer ¢ Modification
|

Payable Information EFT Information

D ate of Birth I / / SIC Code I
Praject Funding
Customer Speaks English  Customer Status In State Project Funding Source  Source Type
 Yes = Active ' Yes = Yes IND Eritry |
' Mo " Inactive Mo = Mo
& NoEnty = Marked for Deletion % Mo Entry & No Entry
&+ Mo Entry
Sex Customer is Tax Exempt Mail Retumed  Marital Status
' Male = Yes [ ' Single
" Female Mo ' Ho ' Married
& NoEntry " Mo Entiy & Mo Entry " Divorced
& Mo Entry
Licenze / Permit Mumber |
Field Description

Date of Birth

SIC Code

Customer
Speaks English

Customer Status

In-State

Project Funding
Source

Optional. Enter the customer's date of birtm(dd ccyy

Required i€ustomer Type = C Enter the standard industry
code for this customer.

Optional. Defaults ttNo Entry [blank]. Select the appropriate
value. Valid values arées [Y] No [N], andNo Entry
[blank].

Default #sctive [A]. Valid values aré\ctive [A], Inactive [I]
or Marked for Deletion [D]

DefaulfY]. SelecN] if the customer is not located In-State.
Defaults toNo Entry [blank]. If this customer is associated

with a project fund, seledfes [Y] Valid values aré&'es [Y]
No [N], andNo Entry [blank].

Customer (CU)
MARS0899
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Field

Description

Project Funding

Source Type

Sex

Customer is Tax

Exempt

Mail Returned

Marital Status

License/Permit
Number

Conditional.Project Funding Sourcemust beYes [Y]to

enter a value other thao Entry [blank]. Select the value
that best describes the type of project fund. Valid values are
Federal [F], State [S] Bond [B], and

Other [O].

Defaults tiNo Entry [blank]. Valid values aré&lo Entry
[blank], Female [F] andMale [M].

Defaults toNo Entry [blank]. Valid values ar&es [Y] No
[N], andNo Entry [blank].

Defaults tdlo Entry [N]. SelectYes [Y]if the customer’s
address is no longer valid. Valid values #es [Y] No [N],
andNo Entry [N].

Defaults tblo Entry [blank]. Valid values ar&ingle [S]
Married [M], Divorced [D] orNo Entry [blank].

Optional. Enter the license or permit number with which the
customer is associated.
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EFT Information View

= Batch: Document: CU 470 00000000000 Mi=] E3

Custamer I & Mew 0 Infer € Modification

Corparation Mame |
Individual Mame [Last, First, b.1.] |

ABA Murmber # Check Digit | ! I_ Application Type | ™ Infer EFT

Customner Bank Informatior

Account # I

Description

General [nformation I Papable [nformation I Customer D etail

|

Narne |
Address |
I

I

City |

State I Zip Code I
Checking/Savings I Mo Ertry - I Prenate B atch Mumber

EFT Status | Mo Entry >| Last Status Change

The information on this panel is only required if it is necessary to establish the
customer as an electronic funds transfer customer. Otherwise, do not enter
information on this panel.

Field Description

ABA Number/ Required. Enter the ABA routing number and check digit

Check Digit found on the lower left-hand corner of the customer’s check.

Application Optional. Enter a default electronic funds transfer application

Type value. Refer to Electronic Funds Transfer Type (EFTA) for
valid values.

Infer EFT Optional. If you wish to change any EFT information from the

customer file, check this box and perfoProcess:Edit
Then, make the changes.

Customer Bank Information

Account # Required. Enter the customer’s bank account number from the
check.
Description Optional. Enter the customer’s bank account description.
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Field Description

Name Required. Enter the customer’s bank name.

Address, City, Required. Enter the street address, city, state, zip code of the
State, Zip Code customer’s bank.

Checking/ Required. SeleaChecking [C]or Savings [S] This field
Savings [Type of indicates the type of account to which you want the funds
Account] transferred.

Prenote Batch Display only. Displays the batch number of the customer’s
Number prenote processing tape that was sent to the bank.

EFT Status Display only. The customer’s electronic funds transfer status
is displayed. Valid entries include:

Not Eligible for EFT [N]
Not eligible for electronic funds transfer. Defaults to
Not Eligible for EFT [N] when the customer is
added to the Customer Electronic Funds Transfer
window (CEFT).

Active [A]
Currently using electronic funds transfer.

Hold [H]
Electronic funds transfer is on hold for this customer.

Prenote Processing Begun [P]
Prenote processing has begun.

Last Status Display only. Displays the last date the customer’s status was
Change changed, either on this window or through prenote processing.
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EXPENSEBUDGET (EB)

E_Batch: Document: EB 470 00000000000 M=l
D ate of Record W Accounting Period If Budget FY' I_
Fund I— Agency I_ Total Revized Budget I—
Calculated Revised Budget I—

Action Im Org I— Appr Unit I— Aictivity I—
Function I_ Object I— Sub-object Required Mo hd

Spending Contral Mao - Budgeted Positions I— Series Mum I—
Revenue References | | | Revised Amaunt I—

Ine / Dec Amount I— Description |

The Expense Budget (EB) document establishes and maintains line item expense
budgets. If you are using tidlotment Amount Defaulted feature on System

Control Options (SOP2), the amounts you enter for each unit of appropriation will be
distributed across the remaining allotment periods.

Field Description

Date of Record Default is the date the system accepts the document. Enter the
date (mm dd yythat you want associated with these records,

usually the current date. Do not enter a future date.

Accounting Default is inferred fronDate of Record If you want this

Period document recorded in another accounting period, enter the
desired, open periodanfm yy. You cannot enter future periods.

Budget FY Required. Enter the last two digits of the budget fiscal year to

which this document applies.
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Field

Description

Fund

Agency

Total Revised
Budget

Calculated
Revised Budget

Action

Required. Enter the fund budgeted to pay for the objects
entered in this document. See Fund Index (FUND) for valid
values. If you are modifying existing lines, this field must
match the fund originally entered. If units of appropriation are
entered on the lines, this fund must match the funds assigned
to the appropriation.

Required. Enter the agency budgeted to buy the objects listed
in this document. Refer to Agency Index (AGCY) and Fund
Agency Index (FAGY) for valid values. Ensure that these
values are valid for the budget fiscal year. If you are

modifying existing lines, this field must match the agency
originally entered. If units of appropriation are entered on the
lines, this agency must match the agency assigned to the
appropriations.

Required. Enter the total of &levised Amountsin whole
dollars.

Display only. This field displays the system-computed revised
amount budget.

Required. Valid values are:

Add [A]
Add new lines to the budget or reactivate an inactive
line.

Modify [C]
Change the budgeted positions, description, or the
two amount columns in active lines.

Deactivate [D]
Deactivate a line so that you cannot make any further
obligations against it. The line is then deleted from
the next year's budget by the new year initialization
program.

Full Modify [S]
Change description, revenue source references,
budgeted positions, spending control indicator,
sub-object option, amounts, or series humber.
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Field Description

Org Conditional. Required Expense Budget Organization
Option on Fund Agency Index (FAGY) ¥ (required on
budget and accounting). Leave this field blank ifExpense
Budget Organization Option on Fund Agency Index
(FAGY) is N (optional on accounting).

Leave this field blank if both thExpense Budget
Organization Option and theAppropriation Organization
Option on Fund Agency (FGY2) af@ptional on Accounting
[N].

Refer to Organization Index (ORGN) for valid values. If you
are modifying existing lines, this organization code must
match the organization code that was originally entered.

Appr Unit Required. Enter the Program Budget Unit element for the
items listed on this voucher. See Program Reference Table
(PRFT) for valid values. The Appropriation Program element
and Allotment Program element will be inferred from PRFT
based on Program Budget Unit.

Activity Conditional. Can only be enterediikpense Budget Activity
Option on Fund Agency Index (FAGY) ¥ (required on
budget and accounting). Enter a valid activity from Activity
Index (ACTV).

Function Conditional. Required fxpense Budget Function Option
on Fund Agency Index (FAGY) i¥ (required on budget and
accounting) oA (required on accounting) for this fund/
agency combination. Otherwise this field must be left blank.
The function entered must be valid on Function (FUNC). If
you are changing an existing line, this code must match the
previously assigned function.

Object Required. Enter the object being budgeted for. Refer to Object
Index (OBJT) for valid values within the budget fiscal year.
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Field Description

Sub-Object Default isNo [N]. Selectyes [Y]if you want to require

Required sub-object codes on accounting documents that are recording
expenditures against this budget line. (Sub-objects provide
more detail for reporting purposes.) Use default if you do not
want to require sub-objects on accounting documents. On a
previously entered line, to changeYees [Y] selectrull
Modify [S] in Action and selecYes [Y]in this field. To
change fron¥es [Y]to No [N], selectrull Modify [S] in
Action and selecReset to No [*]

If you are reactivating a line, enter this field as described

above.
Spending Default isNo [N]. EnterYes [Y]if you want to override
Control Expense Budget Control Optionon Fund Index (FUND) for

this line only.Yes [Y]means that even though the fund is not
subject to budget control, spending for the object defined in
this line is restricted to the revised budget amount.

To change a previously entered lineYes [Y] selectrull
Modify [S] or Modify [C] in Action and selectes [Y]in this
field. To change fronYes [Y]to No [N], select~ull Modify
[S] in Action and selecReset to No [*]

If you are reactivating a line, enter this field as described

above.
Budgeted Optional. For reporting purposes only. Applies to personal
Positions services lines only. Enter the number of job positions

budgeted for in this line. Up to six digits can be entered and
the system assumes two decimals. For example, to enter 5
positions, you must ent&00.

To change a previous entry, selBall Modify [S] in Action.
To change a previous entry to blank, seladt Modify [S] in
Action and enter an asterisR (in this field. If you are
reactivating a line, enter these fields as described above.

Series Number Not used in MARS.
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Field Description

Revenue Optional. For reporting purposes only. Enter up to three
References revenue source codes. Refer to Revenue Source Index (RSRC)
for valid values. To change a previous entry, sdteiit
Modify [S] in Action. To change a previous entry to blank,
selectFull Modify [S] in Action and enter an asterisk)(in
this field. If you are reactivating a line, enter these fields as
described above.

Revised Amt Conditional. Required if adding a new line or modifying an
amount. Otherwise this field is optional. Enter amounts in
whole dollars. If a negative budget is desired for a
reimbursable object, enter the negative amount using the
minus sign followed by the amount; for exampléQ. For
negative budgets, entBE in this field; do not use the minus
sign.

If modifying a previous entry anlxpense Budget Control
Option on Fund Index (FUND) i€ (full control), the new
Revised Amountcannot be less than the amount currently
obligated against the budget line.

Inc/Dec Amount  Conditional. Required®fevised Amountis filled in. Enter
the unsigned difference between the revised budget amount
and the existing amount. (You can get the existing amount
from Expense Budget Inquiry (Extended) (EEX2)). On new
lines, this amount is equal to the revised amount entered.
Enter amounts in whole dollars. Otherwise, leave this field
blank.

Description Optional. If blank when adding a new line, the system uses the
description entered on Object (OBJ2).

To modify a previous entry, selddodify [C] or Full Modify

[S] in Action and enter the new description exactly the way
you want it to appear on reports. To modify a previous entry to
blank, selecEull Modify [S] in Action and enter an asterisk

(*) in this field.

If you are reactivating a line, enter this field as described
above.
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EXPENSETRANSFER(IX)

2 Batch: Document: IX 470 00000000000 M=l E3
[rate of Record T Accounting Penod If Budget FY' I_
& Mew O Modification Dffset Receive £ Cash Account I—
DOffset Liability # Cash Account [ |
Drocurment Total l—
Seller Buyer

Seller Account

Fund Function

Agency I_ Object # Sub [ 2 I_
Organization / Sub [ I_ Job Humber |
Appropriation Lnit s S Feparting Categaory

Activity [ BS Account

Termini |

The Expense Transfer (IX) document records an internal purchase or sale. It differs
from the Internal Voucher (ll) in that the seller records reduction to expense rather
than revenue. In this way, expense is transferred from seller to buyer.

Although this document is not stored in the open payment voucher tables, it can be
modified. To change the results of a previously entered internal transaction, enter a
new modified payment voucher document. For reporting purposes, the transaction
number should be the same as the previous payment voucher.

Note: Once the Expense Transfer (1X) is accepted by the system, it is posted to the
ledgers and tables as a type 4 Payment Voucher (PV).

Field Description

Date of Record Default is the date the document is accepted. Enter the date
(mm dd yythat you want to associate with this document,
usually the current date. You cannot enter a future date.
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Field

Description

Accounting
Period

Budget FY

New/
Modification
[Action]

Offset Receive/
Cash Account

Default is inferred fronDate of Record If you want these
transactions recorded in another accounting period, enter the
desired open period, using fiscal month and fiscal year. You
cannot enter future periods.

Default is the current fiscal year. If you want these
transactions recorded in another fiscal year, enter the desired
open fiscal year. You cannot enter future budget fiscal years.

Default isNew [E]. Valid values are:

New [E]
Indicates that this is a new entry (hnew document).

Modification [M]
This allows you to add lines to a previous document,
change the amounts on existing lines (nhot codes), or
cancel a line (decrease a line amount to zero). To
change codes in an existing line, you must cancel that
line and reenter a new line. You can record both
these lines on the same document by entering
Modification [M].

Default account used depends on the valuatefnal Cash
Voucher Option on System Control Options (SOPT). If the
field is Yes [Y] the balance sheet account is inferred from the
seller's fund and bank account. If the fieldNis [N], the

system useBue From Fundon System Special Accounts
(SPEC).

Enter an account only if you want to override the default
account. See Balance Sheet Account Index (BACC) for valid
values.

Expense Transfer (IX)
MARS0899

91



92

Field

Description

Offset Liability/
Cash Account

Document Total

Default assigns an account code according to the following:

Vouchers involving two different funds.
The code used depends on the value entered in
Internal Cash Voucheron System Control Options
(SOPT). If the value i¥es [Y] the system uses the
balance sheet account inferred from the fund and
bank account codes. If the valueNis [N], the
system uses the value entere®ire to Fundon
System Special Accounts (SPEC).

Vouchers that are within the same fund.
No account code is used because you cannot create a
liability within the same fund.

Enter the balance sheet account you want credited for the
liability created by this voucher. See Balance Sheet Account
Index (BACC) for valid values.

Required. Enter the net amount of all lines on the document.
To compute this amount:
1. Add all the increase amounts.
2. Add all the decrease amounts.
3. Subtract the smaller of these amounts from the larger.

4. Enter that amount.
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Seller View

Field Description

Seller Account

Fund Required. Enter the seller fund for the goods or services.
Default is inferred from Organization (ORG2) based on the
agency and organization entered on this document.

Agency Required. Enter the agency that is selling the goods or services

Organization/
Sub

Appropriation
Unit

Activity

Termini

listed in this document. See Agency Index (AGCY) and Fund
Agency Index (FAGY) for valid values.

Conditional.Organization may be required, depending on the
Revenue Budget Organization Optioron Fund Agency
Index (FAGY). For transactions that require a balance sheet
account code, this field is optional. See Organization Index
(ORGN) for valid values.

Sub-Organization is required if an organization is entered
andSub-Organization Required on Revenués Required

[Y] on Organization (ORG2). See Sub-Organization (SORG)
for valid values.

Enter the program budget unit selling the goods or services
listed in this document. See Program Reference Table (PRFT)
for valid values.

Conditional. Default is inferred from Organization (ORG2), if
it is included there. May be required, depending on the
Revenue Budget Activity Optionon Fund Agency Index
(FAGY). See Activity Index (ACTV) for valid values.

Conditional. Required ifermini Validation Indicator is
selected on Agency Project (AGPR) for this project. Enter the
mile point, range of mile points, or bridge identifier at which
work is performed for a given Highway Route. See Termini
Reference Table (TERM) for valid values.

Expense Transfer (IX)
MARS0899
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Field

Description

Function

Object/Sub

Job Number

Reporting
Category

BS Account

Conditional. May be required, depending orRbeenue
Budget Function Optionon Fund Agency Index (FAGY).
Default is inferred from Organization (ORGZ2); or from
Activity (ACT?2), if a function is not entered in Organization
(ORG2). See Function (FUNC) for valid values.

Object is required. Enter the object code for the item being
sold. See Object Index (OBJT) for valid values.

Sub-Objectis optional. Enter a sub-object if further
description is needed. See Sub-Object (SOBJ) for valid
values.

Conditional. May be required, depending oddbeNumber
Required on Spendingoption on Organization (ORG2).

Conditional. May be required on revenue transactions,
depending on thReporting Category Required on
Revenue Transactionoption on Agency (AGC2).

Enter the reporting category of the seller. See Reporting
Category (RPTG) for valid values.

Optional. Enter the balance sheet account affected by this sale.
See Balance Sheet Account Index (BACC) for valid values.
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Buyer View

E_Batch: Document: X 470 00000000000 M= E3

Date of Record | ! ! Accounting Period I ! Budget FY* |

& New  Modification

Offzet Receive / Cash Account

Offzet Liability # Cash Account |
Document Tatal I
Seller Buyer |
Line: I Reference Mumber | Line: I_
Fund | Activity | Fiept Cateqgary |
Agency | Function | BS Account |

Organization/Sub | .fl Obiect # Sub | / | Amaunt |
Appropriation Lnit | Job Mumber | Def/lnc fDec 0

Termini | Description| Partial/Final Ind | Default hd
Field Description
Line Required. Enter a different two-digit number for each line on

Reference
Number

Line

Fund

the document. Numbe@® to 99 are valid.

Conditional. Required if this line concerns items previously
recorded on another transaction; otherwise, leave blank. Enter
the document code, agency and number of the document being
referenced.

Note: If a prior year purchase order is referenced, ensure that
all values in the accounting distribution are valid for
the prior year as well as for the current year.

Conditional. Required if this line concerns items previously
recorded on a purchase order; leave blank for requisition
documents. Enter the purchase order line number, from the
purchase order document, of the item being referenced.

Required. Default is inferred from Organization (ORG?2)
based on the agency and organization entered on this
document. Enter the fund paying for the item on this line. See
Fund Index (FUND) for valid values.

Expense Transfer (IX)
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Field

Description

Agency

Organization/
Sub

Appropriation

Unit

Termini

Activity

96

Required. Enter the agency paying for the item on this line.
For transactions that require a balance sheet account code,
Agency is optional iReporting Categoryis blank;

otherwise, it is required. See Agency Index (AGCY) and Fund
Agency Index (FAGY) for valid values.

Organization may be required, depending on twxpense
Budget Organization Option on Fund Agency Index
(FAGY).

Sub-Organizationis required ifSub-Organization
Required on Spendingon Organization (ORG2) is:

Required [Y], or
Required on Expenditure Transactions [3].

For transactions that require a balance sheet account code,
these fields are optional. See Organization Index (ORGN) and
Sub-Organization (SORG) for valid values.

Conditional. Required if thAppropriation Control Option

is C (full control) orP (presence control) on Fund Index
(FUND). Enter the program budget unit for the items listed on
this voucher. See Program Reference Table (PRFT) for valid
values.

Conditional. Required ifermini Validation Indicator is
selected on Agency Project (AGPR) for this project. Enter the
mile point, range of mile points, or bridge identifier at which
work is performed for a given Highway Route. See Termini
Reference Table (TERM) for valid values.

Conditional. Default is inferred from Organization (ORG?2), if

it is included there. May be required, depending on the
Expense Budget Activity Optionon Fund Agency Index
(FAGY). For transactions that require a balance sheet account
code, this field is optional. See Activity Index (ACTV) for

valid values.
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Field Description

Function Conditional. Default is inferred from Organization (ORG?2);
or from Activity (ACT2), if a function is not entered in
Organization (ORG2). May be required, depending on the
Expense Budget Function Optioron Fund Agency Index
(FAGY). See Function (FUNC) for valid values.

Object/Sub Object is required. Enter the object that best describes the
item named on this line. For transactions that require a balance
sheet account code, this field is optional. For internal refunds,
this field must be blank. See Object Index (OBJT) for valid
values.

Sub-Objectis conditional. Enter the sub-object on
expenditure documents$ub-Object Requiredis selected

[Y] on Expense Budget Inquiry (Extended) (EEX2). See Sub-
Object (SOBJ) for valid values.

Job Number Conditional. RequiredJiéb Number Required on
Spendingon organization (ORG2) is:

Required on Expenditure Transactions [3] or
Required if Job Number Spending is Required on
Activity [A]

andJob Number Spendingon Activity (ACT2)
is:

Required [Y], or
Required on Expenditures [3]
Otherwise this field is optional.

If Job Costis Yes [Y]on System Control Options (SOP2),
enter a job number. fob Costis No [N], enter a project
number. If your installation does not use job cost or project
accounting, you may enter a general reporting category code.

Description Optional. Enter a description for this voucher line.
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Field

Description

Rept Category

BS Account

Amount

Def/Inc/Dec

Conditional. Required on expenditure transactions if
Reporting Categoryon Agency (AGC2) iRRequired on
Expenditure Transactions [3].

For transactions that require a balance sheet account code, this
field is required ifReporting Category Optionis Y

(required) on Balance Sheet Account Index (BACC).
Otherwise, this field is optional. See Reporting Category
(RPTG) for valid values.

Conditional. If this line references an EPS purchase order that
contains a warehouse code, default is inferred from
Warehouse (WHS2). Required if this is an expense transaction
(fixed assets, consumption-based inventories, pre-paid items)
or if this transaction transfers funds between two balance sheet
accounts. If the latter is the ca€ject must be blank. See
Balance Sheet Account Index (BACC) for valid values.

You cannot enter a balance sheet account that is used as a
default account on System Special Accounts (SPEC).
However, you can enter the default fund balance account.

Required. Enter the dollar amount of the item(s) described on
this line. Record two digits for cents; the decimal point is
optional. Do not enter dollar signs or commas.

Defaults tdefault [blank]. SelectDecrease [D}o record
credit memos.
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Field Description

Partial/Final Ind  Defaults t®efault [blank]. This field is used only when a
purchase order is referenced. Valid values are:

Default [blank]
This will leave this field blank.

Partial [P]
This value is optional (the system knows that the
payment is partial because the payment voucher line
amount is less than the purchase order line amount).

Final [F]
If the total amount expensed equals the purchase
order line amount, then the purchase order line is
closed automatically, and this value is optional.
SelectFinal [F] if the total amount expensediéss
thanthe purchase order amount, but you want to
force a close (the item did not cost as much as
expected) or if the total amount expenseahise
thanthe purchase order amount (the item cost more
than expected).

A maximum limit exists for how much the total amount
expensed can exceed the purchase order amount. (See
discussion of purchase orders in tger's Guide)
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EXPENSEVOUCHER(TP)

Document: TP 470 TPO00013850 M=l B3
[tinerary ] Expenzes ] Surnrmary ]

Date ! ! Accounting Period ! Budget FY' I_
& New ' Modification
Traveler 1D |
Address |

|
City / State / Zip |
RespAgep £ Oig I— I—
Travel Policy |D I—
Originating TE D
‘whork Location | |
Purpoze | |
Meal Reimbursement Type IW

The Expense Voucher (TP) is used to request reimbursement for travel expenses
when a traveler has returned from a business related trip. The Expense Voucher (TP)
reflects the actual cost of the trip.
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Trip View

Field Description

Date Default is the system date (usually the current date). Enter the
date (mm dd yy of this Expense Voucher.

Accounting Default is the current accounting period. If this transaction

Period should be recorded in another accounting period, enter the
desired, open perioanMm yy. Future accounting periods
cannot be entered.

Budget FY Default is the current budget fiscal year. If these documents
should be recorded in another fiscal year, enter the open,
desired fiscal year. Future budget fiscal years cannot be
entered.

New/ Required. Valid values are:

Modification

[Action] New [E]

This document is new.
Modification [M]
This document is modifying a previous document.

Traveler ID Required. Enter the employee ID or the vendor code of the
person taking the trip. See Vendor Index (VEND) for valid
values.

Name Display only. The traveler’s name is inferred from Vendor
(VEN2) based on the value entered in the Traveler ID field.

Address Display only. The traveler’s address is inferred from Vendor
(VEN2) based on the value entered in the Traveler ID field.

City/State/Zip Display only. The traveler’s city is inferred from Vendor
(VEN2) based on the value entered in the Traveler ID field.

Resp Agcy/Org Required. Enter a responsible agency code and organization

code. These fields allow users to decentralize billing for travel
documents and provide higher security by establishing an
audit trail. See Agency Index (AGCY) and Organization
Index (ORGN) for valid values.

Expense Voucher (TP)
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Field Description

Travel Policy ID  Required. This field determines the travel policy regulating
this trip. See Travel Policy (TVPL) for valid values.

Originating TE  Display only. The Travel Authorization (TE) ID for this trip is

ID derived from the TPGN screen if a TE is referenced on TPGN.
Entering a valid TE ID on TPGN will reference a trip record
already created.

Work Location Required. Enter the work location of the traveler. See
Destination Functionality (DEST) for valid values.

Work Location Display only. This field identifies the work location of the

Description traveler and is inferred from Destination Functionality
(DEST) based on the value provided in the Work Location
Code field.

Purpose Required. Enter the reason for the trip. See Travel Purpose

(PURP) for valid values.

Purpose Display only. This field identifies the reason for the trip and is
Description inferred from Travel Purpose (PURP) based on the value
provided in the Purpose Code field.

Meal Display only. This value is inferred from Travel Policy
Reimbursement (TVPL). Per Diem- the travel policy the employee is
Type traveling under requires per diem reimbursement for certain

expensesActual and Necessarythe travel policy the
traveler is traveling under does not require per diem
reimbursement for any expenses.

EEEEEEEEEEEEEENEEEEEEEEEER
102 MARS ADVANTAGE User’s Reference - Documents

MARS0899



Itinerary View

2 Batch: Document: TP 470 TPOO0O13850 - (O]
Trip Expenzes ] Summary ]
Destinations
1| | DvernightSta}ll - =
From / To dod : Per Diern |
2 I I Owvernight Stay | vI
From / To dod : Per Diern |
3 I I Owvernight Stay | vI
Fram / To / ! : Per Diemn |
4 | | Owernight Stap I vi
Fram / To ! ! : Per Diem I
a I I DvernightSta_l,-I vi -
| |
Calculated Per Diem | Total Per Diem Reimbursement I
Per Diem Adjustment I
E xplanation |
Field Description

Destination 1

Destination (2-
10)

Destination
Description (1-
10)

Overnight Stay
Indicator

Required. Enter the code for the appropriate first destination
of the trip. This field will be used in calculating per diem
reimbursement amounts for the traveler. See Destination
Functionality (DEST) for valid values.

Optional. Enter any additional codes describing the
destinations on this trip. See Destination Functionality
(DEST) for valid values.

Display only. The appropriate name of the destination is
inferred from Destination Functionality (DEST) based on the
value entered in the Destination Code field.

Optional. SelecYesif the traveler paid for an overnight
accommodation at this destination. This will be used in
computing eligible per diem reimbursement if indicated by the
traveler.

Expense Voucher (TP)
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Field

Description

From (1-10)

From Time (1-
10)

To (1-10)

To Time (1-10)

Per Diem

Calculated Per
Diem

Total Per Diem
Reimbursement

Per Diem
Adjustment

Explanation

Conditional. Required if the Per Diem option button is
selected. Enter the date the traveler will arrive at this
destination for this leg of the trip. This field will be used in
calculating per diem reimbursement amounts for the traveler.

Conditional. Enter the timéfi mn) that travel begins.

Conditional. Required if the Per Diem option button is
selected. Enter the date the traveler will leave this destination
for this leg of the trip. This field will be used in calculating per
diem reimbursement amounts for the traveler.

Conditional. Enter the timigh(mn) that travel ended.

Display Only. The amount of Per Diem reimbursement
calculated for this destination is displayed.

Display only. This is the per diem reimbursement amount
calculated by the system from the Destination information.
First Day Travel Total + Full Days Travel Total + Last Travel
Days = Calculated Per Diem Reimbursement.

Display only. The Calculated Per Diem + any Per Diem
Adjustment amounts.

Enter any adjustments (+/-) to the Calculated Per Diem.

Optional. Enter any explanation for the Per Diem Adjustment
amount.

104
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Expenses View

2 Batch: Document: TP 470 TPOO0O13850 Hi=l

Tip | ey | Faperses | Sumnay |

Expenze Detail
Line Mumber | Date ¢ 4 Amaunt |
Expense Type | |
Description | Payrnent Methad | Clut of Packet vl
Location I & Def  |ne © Dec Rate/Cap I

Funding Skripe

Fund  Agency Org / Sub Appr Unit Activity  Function  Object / Sub Job / Project

- |
Fiept Cateqgary I Termini |

Mileage Detail
Qrigin | | Trip Mileage I
E xplanation (if necesszary] | Yicinity Mileage I
Drestination | | Tatal Mileage I
Explanation (if necessary] | Calc Milzage I

Calculated Tatal I Youcher Total I

Field

Description

Expense Detail

Line Number

Date

Amount

Expense Type

Expense Type
Name

Description

EEEEEEEEEEENEEEEEEEEN
Expense Voucher (TP)
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Required, key field. Enter unique number for the expense line.
This value must be two digits.

Default is the system date. Enter the date ¢d yy}hat the
expense occurred.

Required. Enter the amount of the expense (in dollars).

Required. Enter the type of expense. See Expense Type Code
(EXTC) for valid values.

Display only. This field indicates the name of the given
Expense Type based on the value entered in the Expense Type
Code field.

Conditional. Required if the Expense Type Indicatgras
EXTS. If required, enter descriptive information about the
incurred expense.
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Field

Description

Payment Method

Location

Def/Inc/Dec

Rate/Cap

Funding Strip

Fund

Agency

Org

Sub-Org

Required. Select the payment method of the expense line.
Default isOut of Pocketexcept for Internal Resource
expenses (State Parks and Motor Pool). Selettiegnal
Bill will not include the amount in the “Amount Due
Traveler” field. This amount will be recorded in OTLT with
other trip expenses, but will not be reimbursed to the traveler.
Valid values are Airline Advances, Registration Advances,
Hotel Advances, Internal Bill, Per Diem, and Out of Pocket.

Enter the location where the expense was incurred. See
Destination Functionality (DEST) for valid values.

Default igDefault]. Required on modified documents if
Advance Amountfield has been altered. If increasing the
amount of the advance, seléut; if decreasing, selefec

Display only. This field identifies either the mileage rate or
expense cap depending on expense type selected. Both
mileage rate and expense cap are inferred from Travel Policy
(TVPL) and the related Rate Schedule (RTSC) table.

The default value is inferred from Organization (ORG2).
Enter the fund that will pay for this trip. See Fund Index
(FUND) for valid values.

Enter the Agency that is paying for this trip. See Agency
Index (AGCY) and Fund Agency Index (FAGY) for valid
values.

Conditional. Organization is requireddkpense Budget
Organization option isY (required on budget and accounting)
on Fund Agency Index (FAGY); otherwise, field is optional
and used for reporting purposes only. See Organization Index
(ORGN) for valid values.

Optional. Enter a sub-organization if desired. See Sub-
Organization (SORG) for valid values.

EEEEEEEEEEEEEENEEEEEEEEEER
MARS ADVANTAGE User’s Reference - Documents

MARS0899



Field Description

Appr Unit Required. Enter the last four bytes of the Appropriation Unit.
The last four bytes represent the Program Budget Unit. The
first five bytes are display only.

Activity The default value is inferred from Organization (ORG2).
However, values entered on documents override the values
entered in Organization (ORG2). See Activity Index (ACTV)
for valid values.

Function Conditional. Required Expense Budget Functioroption is
Y (required on budget and accounting)ofrequired on
accounting) on Fund Agency Index (FAGY); otherwise, field
is optional. See Function (FUNC) for valid values.

Object Enter the code that describes the resource being requisitioned.
See Object Index (OBJT) for valid values.

Sub-Object Conditional. Sub-Object is require8ifb-Object Required
isY on Expense Budget Inquiry (EXP2) or Expense Budget
Inquiry (Extended) (EEX2); otherwise, field is optional. See
Function (FUNC) for valid values.

Job/Project Enter the Job or Project Code valid for this Fund Agency
combination. If entering Project (5 characters), the Sub-
Project (2 characters) and Project Phase (1 character) must
also be provided. See Job Table (JOBT) for valid Jobs and
Project Budget Line Table (PRBL) for valid Project, Sub-
Project, and Project Phase values.

Rept Category Enter a Reporting Category that is valid within the agency.
See Reporting Category (RPTG) for valid values.

Termini Optional. This field is used by the Department of
Transportation to record termini or bridge identifiers for DOT
projects. This is an unedited field.

Mileage Details

Origin Conditional. Required if expense type is “POV Mileage”.
Enter the destination code of the of the starting location for the
POV Mileage expense. This will be validated against DEST.
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Field

Description

Origin
Description

Trip Mileage

Explanation (if
necessary)

Vicinity Mileage

Destination

Destination
Description

Total Mileage
Explanation (if
necessary)

Calc Mileage

\Voucher Total

Calculated Total

Display only. This field is inferred from the Destination
Functionality (DEST) table based on the value entered in the
Origin Code field.

Optional. Required if the expense type is “POV Mileage”.
This value is the actual mileage between Origin and
Destination on the expense line.

Optional. Free text explanation of the origin may be entered if
necessary.

Optional. Entered by the user, this value is the difference
between the mileage calculated by a mileage calculator tool
and the actual mileage incurred by the traveler.

Conditional. Required if expense type is “POV Mileage”.
Enter the destination code of the ending location for POV
Mileage. This will be validated against DEST.

Display only. This field is inferred from the Destination
Functionality (DEST) table based on the value entered in the
Destination Code field.

Entered by the user, this field identifies the sum of the Trip
and Vicinity mileages entered on this expense line.

Optional. Free text explanation of the destination may be
entered if necessary.

Display only. This field identifies the official mileage between
destinations, inferred from Point-to-Point (PTOP).

Enter the Total of all the expense lines on the document to
verify the system calculates this value which includes all trip
expenses on this Expense Voucher.

Display only. The amount calculated by the system for the
transaction.
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Summary View

2 Batch: Document: TP 470 TPOO0O13850 Hi=l
Tiip ] Itinerary Expenzes
Trip Surmmary
Purpose | Total Lodging |
Destinations 1 | | 3 4 |
6 | 7 8 | | 10
Total Milzage I Total Per Diem I
Total Out of Pocket Expenses I
Advances Summany
Hotel Total I Scheduled Hatel Diepogit Pt I
RegistrationT otal I Scheduled Registrations Fee Pmt I
Airline Tatal | Scheduled Airline Advahce Pt I
Total Third Party Adwvances I
Papment Summary
Amount Due Traveler I lzsue Individual Check - I Categary I
EFT Indicatar Defaut =] ApplType | |

Field

Description

Trip Summary

Purpose

Total Lodging

Destinations (1-

10)

Total Mileage

Total Per Diem

Total Out of

Display only. This field is inferred from the Purpose
Description field on the Trip Tab.

Display Only. The sum of all lodging expenses on the
document is displayed.

Display only. This field is inferred from the Destination
Description fields on the Trip Tab.

Display only. This field is the total mileage as entered on the
Expenses Tab.

Display only. This field is inferred from the Total Per Diem
Reimbursement field on the Per Diem Tab.

Display only. The system calculates this value which includes

Pocket Expenses all trip expenses on this Expense Voucher
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Field Description

Advances Summary

Hotel Total Display only. This field is inferred from Hotel Advance
Amount on Open Trip Header Inquiry (2 of 3) (OTH2) if
referencing a Travel Authorization (TE).

Scheduled Hotel Display only. This field is inferred from Hotel Advance
Deposit Pmt Schedule Payment Amount on Open Trip Header Inquiry (2 of
3) (OTH2) if referencing a Travel Authorization (TE).

Registration Display only. This field is inferred from Registration Fee

Total Amount on Open Trip Header Inquiry (2 of 3) (OTH2) if
referencing a Travel Authorization (TE).

Scheduled Display only. This field is inferred from Registration Fee

Registration Fee Scheduled Payment Amount on Open Trip Header Inquiry (2

Pmt of 3) (OTH?2) if referencing a Travel Authorization (TE).

Airline Total Display only. This field is inferred from Airline Advance

Amount on Open Trip Header Inquiry (2 of 3) (OTH2) if
referencing a Travel Authorization (TE).

Scheduled Display only. This field is inferred from Airline Advance
Airline Advance Scheduled Payment Amount on Open Trip Header Inquiry (2
Pmt of 3) (OTH?2) if referencing a Travel Authorization (TE).

Total Third Party Display only. Calculated field. This value is the sum of the
Advances Hotel Total, Registration Total, and Airline Total fields.
Payment Summary

Amount Due Display only. This field indicates the amount due the traveler
Traveler calculated by the system.

Issue Individual SelectYes [Y]if a separate check is to be issued for this
Check amount. Seledto [N] to add this amount together with other
advances for the same recipient to produce a combined check.
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Field Description

Category Optional. Enter the check category associated with this
document. See Check Category (CCAT) for valid values. If
the user leaves this value blank, the system will default the
check category to the value default check category defined in
the Travel Special Accounts (TSPC) table.

Amount Due Display only. This field indicates the amount due the
Org organization calculated by the system.
EFT Indicator Defaults t@efault [blank]. Required if you want the current

payment voucher paid by Electronic Funds Transfer (EFT).
SelectYes [Y]and enter a valid application type to select this
voucher for electronic funds paymentDiéfault [blank] is
selected, this field defaults ¥@s [Y]whenEFT Statusis
Active [A]on Vendor (VEN2); otherwise, this field defaults to
No [N].

Appl Type Default is inferred from Electronic Funds Transfer (EFTT).
Enter the application type for this electronic funds transfer.
See Electronic Funds Transfer Type (EFTA) for valid values.
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FIXED ASSETACQUISITION(FA)

2 Batch: Document: FA 470 00000000000 - [O]x]
Tranzaction Diate W Aectg Period If
& New ( Cancellation Pt |
Fized Agzet Mumber I— Catalog I— Type |_
Descriptions I Acgs Val I Equity Distribution I Resp Center | Funding Sources I
Descrption
Agzet Description | Fioom Mumber I—
Uritz I— Location l— gzt Custodian |
Funding Source | Surface Area I—
tanufacturer | Plat Murnber I—
Model Number I— In Service Date Iﬁ
Serial Hurmber | Group I—
Type of W arranty | Dwration in D ayz I—
Agreement Mumber I— Effective Date If Expiration [ ate If
Commodity Code I— Insurance Policy Type I_ Cosgt Type I_

The Fixed Asset Acquisition (FA) document records newly acquired assets with both
financial and descriptive information. When reversing a fixed asset acquisition, you
can only enter data ifransaction Date Accounting Period, Fixed Asset Number

Type, New/Cancellation[Action], andPurchasing Authority. Upon processing,

this reversing transaction backs out the table and ledger updates that occurred upon
entry of the original fixed asset.

Field Description

Transaction Date  Defaults to the current date. Enter the effective date
(mm dd yy of the document.

Acctg Period Defaults to the period in which ffransaction Datefalls.
Enter the accounting period to which the transaction is posted.
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Field

Description

New/
Cancellation
[Action]

PV#

Fixed Asset
Number

Catalog

Type

Defaults toNew [E]. Valid values are:

New [E]
You are entering a new fixed asset.
Cancellation [X]
You are reversing an incorrectly entered fixed asset.

Required. Enter the payment voucher document number. See
Open Payment Voucher by Document (OPVD) for valid
values. EnteNoneif the asset is donated or confiscated.

Required. In combination withiype, this forms the unique
identifier of the fixed asset.

Optional. Enter the catalog code of commonly used assets. See
Fixed Asset Catalog (FCLG) for valid values.

Default is inferred from Fixed Asset Catalog (FCLG) if
Catalogis entered. Otherwise, enter a valid type for this fixed
asset. See Cost Type (CTYP) for valid values.
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Descriptions View

Field Description

Description

Asset Default is inferred from Fixed Asset Catalog (FCLG) if
Description Catalog is entered, or from the payment voucher if this Fixed

Room Number

Units

Location

Asset Custodian

Funding Source

Surface Area

Manufacturer

Plat Number

Model Number

Asset Acquisition (FA) is created automatically by a payment
voucher document. Otherwise, enter a description of the fixed
asset.

Optional. Enter the room number associated with the fixed
assets.

Default isl. This field allows you to capitalize several
identical fixed assets acquired at the same time in one entry.
Enter the number of fixed assets recorded in this transaction.

Required. Enter the location of the fixed asset. See Fixed
Asset Location Inquiry (FALC) for valid values.

Optional. Enter the employee’s name or the position number.
If left blank, this field defaults to “None.”

Optional. Enter a description of the funding source.

Conditional. OptionalT¥pe is L (land),B (buildings, |
(improvements) o€ (construction)Enter the area (for
example: 200 sq. ft.). Leave this field blank for all other types
of fixed assets.

Conditional. OptionalType is E (equipment) oV (vehicle).
Enter the manufacturer. Leave this field blank for all other
types of fixed assets.

Conditional. Optional Tiype is L (land),B (buildings, |
(improvements) o€ (construction). Enter the plat number.
Leave this field blank for all other types of fixed assets.

Conditional. OptionalTiype is E (equipment) oW (vehicle).
Enter the model number. Leave this field blank for all other
types of fixed assets.
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Field Description

In Service Date Optional. Enter the daten{ dd ccyythat the fixed asset was
entered into service used to determine the start date of
depreciation. If blank, depreciation will start on the
acquisition date..

Serial Number Conditional. OptionalTf/pe is E (equipment) oW (vehicle).
Enter the serial number. Leave this field blank for all other
types of fixed assets.

Group Conditional. Required only for agencies using the asset
hierarchy. Default is inferred from Fixed Asset Catalog
(FCLG) if Catalogis entered. Otherwise, enter the fixed asset
group. See Fixed Asset Group (FGRP) for valid values.

Type of Optional. Enter the type of warranty obtained when the asset
Warranty was acquired.

Duration in Days Optional. Enter the duration in days of the warranty.

Agreement Optional. Enter the maintenance number.
Number
Effective Date Optional. Enter the date on which the agreement goes into

effect (nm dd ccyy

Expiration Date ~ Optional. Enter the date on which the agreement expimes (

dd ccyy.
Commodity Required. Enter the commodity code of the fixed assets. Data
Code will carry over from Procurement Desktop (PD). If the FA

Document is being generated, users must enter the
Commodity Code or “None.”

Insurance Policy Required. Enter the insurance policy type of the fixed assets.
Type See Insurance Policy Type (ITYP) table for valid values.

Cost Type Required. Enter the cost type for the fixed assets. See Cost
Type (CTYP) Table for valid values.
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Acquisition/Valuation View

E_Batch: Document: FA 470 00000000000 M= E3
Tranzaction D ate | ! ! Acctg Period | !
@ New " Cancellation P |
Fixed Azzet Mumber I Catalog I Type I_
Descriptions Aogd al | Equity Distribution I Besp Center I Funding Sources I
Acguizition
Acquizition Date I ! ! A Method I_ Purchazing Auth I
“Wendar I Marme |
[ Construction in Progress Feversal Entry Project |
W aluation -
W aluation O ate I / rE— Waluation Amait |
|Jzebul Life I_ Closing Costs I
Feplacement Date I pod Salvage Yalue I
tema Disp Y alus
Drepr Mathod I_ P I
Tatal Asset Walue I

Field Description

Acquisition

Acquisition Date  Required. Enter the datenf dd ccyywhen the fixed asset
was acquired. For depreciable assets, this is the date the
depreciation process recognizes as the first day of the asset's
useful life when the in service date is blank.

Acq Method Required. Enter the method of acquisition. See Acquisition/
Disposition (FADM) for valid values.

Purchasing Auth  Required. Enter the purchase order number used to purchase
the fixed asset.

Vendor Optional. Enter the vendor from whom the fixed asset was
purchased. See Vendor Index (VEND) for valid values.

Name Default is inferred from Vendor Inquiry (VENZ2). Optional
when miscellaneous vendor code is used.

Construction in  Default is clearefN]. Selec{Y] if the system needs to make a

Progress Construction In Progress (CIP) reversal entry to the project's

Reversal Entry  Construction In Progress (CIP) balance sheet account for the
proprietary, internal service, or enterprise fund.
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Field

Description

Project
Valuation

Valuation Date

Valuation
Amount

Useful Life

Closing Costs

Replacement
Date

Salvage Value

Not used in MARS.

Optional. Enter the daten( dd ccyythat the fixed asset was
valued.

Conditional. Required ¥aluation Date was entered,
otherwise, leave this field blank. Enter the insurance or
estimated value of the fixed asset.

Default is inferred from Fixed Asset Catalog (FCLG), if
Catalog is entered. Required fepreciation Indicator on

FATP is set tgY] andType isNOTL (land) orC

(construction); otherwise, leave this field blank. Enter the
useful life of the fixed asset in years. This number is used by
the depreciation process.

Optional. Ifype is E (equipment) oWV (vehicle), leave this
field blank. Otherwise, enter the portion of the acquisition cost
that is associated with legal fees, commissions, etc.

Optional. If a depreciation method is specified (SL, SY, DD,
MC), enter the expected replacement date
(mm dd ccyyof the fixed asset.

Optional. Tiype isL (land) orC (construction), leave this
field blank. Enter the salvage value of the asset. This number
is used by the depreciation process.
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Field

Description

Depr Method

Memo Disp
Value

Total Asset
Value

Default is inferred from Fixed Asset Catalog (FCLG), if
Catalogis entered. Required[fepreciation Indicator on
FATP is set tgY] and Type is notL (land) orC
(construction), leave this field blank. If tbepreciation

Indicator is set tgY], the default is 'Straight Line’. Enter the
depreciation method that is used by the depreciation process.
Valid values are:

SL
Straight Line
SY
Sum of the Years Digits
DD
Double Declining Balance
MC
Manually Computed
NA
Not Applicable. If this field is blank, this field
defaults toNA.
nnn
Wherennnis a declining balance rate (for example:
200 for a double declining balance rate)

Optional. Enter the estimated value of the asset when it is
disposed.

Required. Enter the sum of the asset values on the next screen.
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Equity Distribution View

E_Batch: Document: FA 470 00000000000 M= E3
Tranzaction Date Iﬁ Acctg Period If
@ New " Cancellation P |
Fixed &zzet Number I— Catalog I— Tupe I_
Descriptions I Aogd al Equity Distribution | Besp Center I Funding Sources I
Equity Distributiors
E quity Account Azzet Value E quity Account Aszzet Value
1 | | 2 |
3 | & |
5 | | | |
7 | | 8 | |
D ezcriptior
N eemmn 0 s s
& [ s [ e [

Field Description

Equity Distribution

Equity Account  If the Fund on the Responsibility Center Panel is established

Q) on Fund (FUN2) with &und Type of I,E,N,A, or P, then the
Retained Earningsaccount from System Special Accounts
(SPEC) is inferred. Otherwise, thevestments in General
Fixed Assetsaccount is inferred from System Special
Accounts (SPEC).

Equity Account  Enter a balance sheet account representing the ownership of

(2-8) the asset. Ensure that this account is valid on Balance Sheet
Account Index (BACC) and has an account typ83ffund
balance).

Asset Value Required. Enter the proportion of the total asset value in

(1-8) dollars associated with each equity account.

Description Optional. Enter descriptive text in the description fields.

(1-5)

Description Optional. Enter the vehicle plate number or agency internal

(6) ID/tag number.
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Responsibility Center View

2 Batch: Document: FA 470 00000000000 - [O]x]
Tranzaction Diate W Aectg Period If
& New ( Cancellation Pt |
Fized Agzet Mumber I— Catalog I— Type |_
Descriptions | Acgs Val I Equity Distribution Resp Center I Funding Sources I

Responsibility Center

Fund I Agency I Ong/ Sub I .-"I_ Lppr Unit I
Ackivity | Function | Obi/Sub | /[ RevSceSub | g
Job Humber I Rep Cat I BS Account I

Field Description
Responsibility Center
Fund Required. Enter the appropriate proprietary or governmental

fund. See Fund Index (FUND) for valid values.

Agency Required. Enter the agency that is primarily responsible for
the fixed asset. See Agency Index (AGCY) for valid values.

Org/Sub Required. The agency/organization/fiscal year combination
must exist on Organization (ORG&ub-Organization can
only be entered iDrganization is entered; otherwise it is
blank. See Sub-Organization (SORG) for valid values.

Appr Unit Required. Enter the Program Budget Unit element for the
items listed on this voucher. See Program Reference Table
(PRFT) for valid values. The Appropriation Program element
and Allotment Program element will be inferred from PRFT
based on Program Budget Unit.

Activity Optional. Enter the activity that is primarily associated with
the fixed asset. See Activity Index (ACTV) for valid values.

EEEEEEEEEEEEEENEEEEEEEEEER
120 MARS ADVANTAGE User’s Reference - Documents

MARS0899



Field

Description

Function

Obj/Sub

Rev Srce/Sub

Job Number

Rept Cat

Optional. See Function (FUNC) for valid values. If left blank,
it is inferred from Organization (ORGZ2); or from Activity
(ACT2), if a function code is not entered on Organization
(ORG2).

Enter the object code on the acquisition, otherwise leave
blank. See Object (OBJ2) for valid valuSaib-Objectcan

only be entered if Object is entered; otherwise it is blank. See
Sub-Object (SOBJ) for valid values.

Conditional. Enter a revenue source on an internal refund
transaction; otherwise, leave blank. When revenue source is
enteredObject andBalance Sheet Accouninust be blank.
See Revenue Source Index (RSRC) for valid values.

Enter a sub-revenue sourc&iévenue Sources entered and
Sub-Revenue Source Requireds Yes[Y] on Revenue
Source (RSR2). IBub-Revenue Source Requirets No [N],
sub-revenue source is optional. See Sub-Revenue Source
(SREV) for valid values.

Conditional. Organizations and activities can be defined to
require the entry of a job number. Refer to Organization
(ORG2) or Activity (ACT?2) for details.

Otherwise, this field is optional. Job Costis Yes [Y]on

System Control Options (SOP2), enter a job humber. See Job
Index (JOBT) for valid values. [fob Costis No [N] on

System Control Options (SOP2), enter a project number or
general reporting category.

Conditional. This field required on expenditure transactions if
Reporting Category on Agency (AGC2) iRRequired on
Expenditure Transaction$3].

This field is required on revenue transactiorRéporting
Category Required on Revenue Transactionis Required

[Y]. For transactions that require a balance sheet account code,
this field is required iReporting Category Optionis Y

(required) on Balance Sheet Account Index (BACC).
Otherwise, this field is optional. See Reporting Category
(RPTG) for valid values.
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Field

Description

BS Account

Conditional. Enter a balance sheet account if this is an
expense transaction (fixed assets) or if this transaction trans-
fers funds between two balance sheet accounts.

If the latter is the cas@bject must be blank. See Balance

Sheet Account Index (BACC) for valid values. You cannot

enter a balance sheet account that is used as a default account
on System Special accounts (SPEC). However, you can enter
the default fund balance account.
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Funding Source View

E_Batch: Document: FA 470 00000000000 M= E3
Tranzaction Date | ! ! Actg Period | !
& MNew  Cancellation Pt |
Fixed Aszet Mumber I Catalog I Type I_
Descriptions | Ao Val I Equity Distribution I Besp Center Funding Sources I
Aszet P Appropriation
Line Line Fund Agency Org/ Sub Uit Activity  Function  Object / Sub Few Sic / Sub
[ 1 1| | | 4 1 /[

Job Mumber I Rept Cat I

BS Account Agzet Value

Field Description

Funding Source View

Asset Line Required. Enter the appropriate line number.

PV Line Optional. Enter the line number of the referenced Payment
Voucher. The line number must be a valid Payment Voucher
line number. If the payment voucheMNsne, leave this field
blank.

Fund Required. Enter the appropriate fund. A maximum of 99
funding sources are allowed. See Fund Index (FUND) for
valid values.

Agency Required. Enter the code of the agency whose funds were
used to purchase the asset listed in this document. See Agency
Index (AGCY) and Fund Agency Index (FAGY) for valid

values.

Org/Sub Optional. If entered, the agency/organization/fiscal year
combination must exist on Organization (ORGR)b-
Organization can only be entered@rganization is entered;
otherwise it is blank. See Sub-Organization (SORG) for valid
values.
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Field

Description

Appropriation
Unit

Activity

Function

Object/Sub

Rev Srce/Sub

Job Number

124

Required. Enter the Program Budget Unit element for the
items listed on this voucher. See Program Reference Table
(PRFT) for valid values. The Appropriation Program element
and Allotment Program element will be inferred from PRFT
based on Program Budget Unit.

Optional. Enter the activity that is primarily associated with
the fixed asset. See Activity Index (ACTV) for valid values.

Optional. See Function (FUNC) for valid values. If left blank,
it is inferred from Organization (ORGZ2); or from Activity
(ACT2), if a function code is not entered on Organization
(ORG2).

Enter the object code on the acquisition, otherwise leave
blank. WherObject is enteredRev SrceandBS Acct must
be blank. See Object (OBJ2) for valid valugsb-Objectcan
only be entered if Object is entered; otherwise it is blank. See
Sub-Object (SOBJ) for valid values.

Conditional. Enter a revenue source on an internal refund
transaction; otherwise, leave blank. When revenue source is
enteredObject andBalance Sheet Accouninust be blank.
See Revenue Source Index (RSRC) for valid values.

Enter a sub-revenue sourc&kiévenue Sources entered and
Sub-Revenue Source Requireds Yes[Y] on Revenue
Source (RSR2). IBub-Revenue Source Requirets No [N],
sub-revenue source is optional. See Sub-Revenue Source
(SREV) for valid values.

Conditional. Organizations and activities can be defined to
require the entry of a job number. Refer to Organization
(ORG2) or Activity (ACT?2) for details.

Otherwise, this field is optional. Jfob Costis Yes [Y]on

System Control Options (SOP2), enter a job nhumber. See Job
Index (JOBT) for valid values. [fob Costis No [N] on

System Control Options (SOP2), enter a project number or
general reporting category.
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Field

Description

Rept Cat

BS Account

Asset Value

Conditional. This field required on expenditure transactions if
Reporting Category on Agency (AGC2) iRRequired on
Expenditure Transaction$3].

This field is required on revenue transactiorlRéporting
Category Required on Revenue Transactionis Required

[Y]. For transactions that require a balance sheet account code,
this field is required iReporting Category Optionis Y

(required) on Balance Sheet Account Index (BACC).
Otherwise, this field is optional. See Reporting Category
(RPTG) for valid values.

Conditional. Enter a balance sheet account if this is an
expense transaction (fixed assets, consumption-based invento-
ries, pre-paid items) or if this transaction transfers funds
between two balance sheet accounts.

If the latter is the cas@bject must be blank. See Balance

Sheet Account Index (BACC) for valid values. You cannot

enter a balance sheet account that is used as a default account
on System Special accounts (SPEC). However, you can enter
the default fund balance account.

Required. Enter the proportion of the total asset value in dol-
lars associated with each equity account. This value must
equalAsset Valueon the Acquisition/Valuation panel.

Fixed Asset Acquisition (FA)
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FIXED ASSETBETTERMENT(FB)

IEEEEEEEEEEEEEEER

2 Batch: Document: FE 470 00000000000 - [Ox]
Tranzaction D ate I ! ! Accounting Period I ! Fixed Azzat Number |

Type I_ Betterment Mumber I Commodity Code | P |

Acquisition /W aluation I Equity Distribution | Funding Sources I

Acquizition

D escription Units I

Manufacturer Madel Mumber I

Serial Humber | In Service Date I dood

Surface Area I Plat Mumber I Acquizition D ate I ! !
Acg Method I_ Pur dwith I [~ CIP Reversal Enty  Ins Type I Cost Type I_

Project | Wendor | MName |

Type of Warranty | Dwaration in Days |
Agreement Mumber I Effective Date I ! ! E=piration D ate I ! /
W aluatiorn

Clozing Costs I Salvage Wal I Total Betterment W al I ‘

The Fixed Asset Betterment (FB) document records betterments to existing, recorded
assets. It records both financial and descriptive information.

Field Description

Transaction Date  Default is the current date. Enter the effectiverdateld yy
of the document.

Accounting Default is the accounting period in which the transaction date

Period falls. Enter the accounting period to which the transaction is
posted.

Fixed Asset Required. Enter the fixed asset number of the fixed asset with

Number which the betterment is associated.

Type Required as input or inference from fixed asset catalog. To

input, enter the appropriate type for this fixed asset. See Cost
Type (CTYP) for valid values.
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Field

Description

Betterment
Number

Commodity
Code

PV#

Required. Enter a number betwea¥nand99. This number,
along with Fixed Asset Acquisition (FA) type and number,
uniquely identify each betterment.

Note: Always enter a two-digit number; for example, 05, 08,
12.

Required. Enter the commodity code of the fixed assets. Data
will carry over from Procurement Desktop (PD). If the FA
Document is being generated, users must enter the
Commodity Code oNone

Conditional. Enter the document number when adding a new
funding source line. See Open Payment Voucher by
Document (OPVD) for valid values. Leave blank when
modifying an existing funding source line. Entéoneif the
asset is donated or confiscated.
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Acquisition/Valuation View

Field Description

Acquisition

Description Optional. Enter a description of the betterment.

Units Defaults tdl. This field allows you to capitalize several
identical betterments acquired at the same time in one entry.
Enter the number of betterments recorded in this document.

Manufacturer Conditional. Optional for a betterment with a type of

Model Number

Serial Number

In Service Date

Surface Area

Plat Number

Acquisition Date

Acq Method

(equipment) oW (vehicle). Enter the manufacturer. Leave this
field blank for all other types of betterments.

Conditional. Optional for a betterment with a typgé of
(equipment) ol (vehicle). Enter the model number. Leave
this field blank for all other types of betterments.

Conditional. Optional for a betterment with a tyge of
(equipment) ol (vehicle). Enter the serial number. Leave
this field blank for all other types of betterments.

Optional. Enter the daten dd ccyythat the betterment was
put into service.

Conditional. Optional for a betterment with a type(tznd),
B (buildings),l (improvements), o€ (construction). Enter the
area (for example: 200 sq. ft.). Leave this field blank for all
other types of betterments.

Conditional. Optional for a betterment with a tyfde(tdnd),
B (buildings),l (improvements), o€ (construction). Enter the
plat number. Leave this field blank for all other types of
betterments.

Required. Enter the datenf dd ccyywhen the betterment
was acquired. For depreciable assets, this is the date the
depreciation process recognizes as the first day of the
betterment's useful life.

Required. Enter the method of acquisition. See Acquisition/
Disposition (FADM) for valid values.
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Field

Description

Pur Authority

CIP Reversal
Entry

Ins Type

Cost Type

Project

Vendor

Name

Type of
Warranty

Duration in Days

Agreement
Number

Effective Date

Expiration Date

Valuation

Required. Enter the purchase order number used to purchase
the betterment.

Default is clearegblank]. SelecfY] if the system should

make a Construction In Progress (CIP) reversal entry to the
project's Construction In Progress (CIP) balance sheet account
for the proprietary, internal service, or enterprise fund.

Required. Enter the insurance policy type for the fixed assets.
See Insurance Policy Type (ITYP) Table for valid values.

Required. Enter the cost type for the fixed assets. See Cost
Type (CTYP) Table for valid values.

Not used in MARS.

Optional. Enter the vendor code of the vendor from which the
betterment was purchased. See Vendor Index (VEND) for
valid values.

Conditional. Required ¥fendor was entered and
Miscellaneous Indicatoris Y on Vendor Index (VEND).

Enter a vendor name. Miscellaneous Indicatoron Vendor
Index (VEND) isN, the vendor name from the vendor record
is brought forward to the screen\Méndor was not entered,
this field is blank.

Optional. Enter the type of warranty obtained when the asset
was acquired.

Optional. Enter the duration in days of the warranty.
Optional. Enter the maintenance number.

Optional. Enter the date on which the agreement goes into
effect fnm dd ccyy

Optional. Enter the date on which the agreement expimes (
dd ccyy.
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Field

Description

Closing Costs

Salvage Val

Total Betterment
Val

Optional. For a betterment with a typeé @fquipment) oV
(vehicle), leave this field blank. Enter the portion of the
acquisition cost that is associated with legal fees,
commissions, etc.

Optional. For a betterment with a typke @and) orC
(construction), leave this field blank. Enter the salvage value
of the betterment. This number is used by the depreciation
process.

Required. Enter the sum of the betterment values on the next
screen.
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Equity Distribution View

E_Batch: Document: FE 470 00000000000 M= E3

Tranzaction Date I ! ! Accounting Period I ! Fixed Aszet Mumber I
Type |_ Betterment Mumber | Commodity Code | Py |

Acquigition / Waluation E quity Distribution I Funding Sources I
E quity Distributiar
Equity Account Betterment Walue E quity Account Betterment W alue

1 | | 2 | |
3 | I 4 | |
5 | I B | |
7 | I 8 | |

Descrption
I 2 [ 0
¢ [ s [ S

Field Description

Equity Distribution

Equity Account  If the Fund on the Responsibility Center Panel is established

Q) on Fund (FUN2) with &und Type of I,E,N,A, or P, then the
Retained Earningsaccount from System Special Accounts
(SPEC) is inferred. Otherwise, thevestments in General
Fixed Assetsaccount is inferred from System Special
Accounts (SPEC).

Equity Account  Enter a balance sheet account representing the ownership of
(2-8) the betterment. Ensure that it is valid on Balance Sheet
Account Index (BACC) and has an account type of 03.

Note: Once an equity account line is used, if it is referenced
again, the equity account on that line is the same. For
example, if betterment 00 has equity account 1234 on
line 3, then on all other betterments using line 3, the
equity account is 1234.

Betterment Conditional. Required if the equity account was entered.
Value (1-8) Otherwise optional. Enter the proportion of the total
betterment value associated with each equity account.
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Field Description

Description Optional. You can enter up to twelve characters of descriptive
(1-6) text in six description fields.
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Funding Source View

E_Batch: Document: FE 470 00000000000 M= E3

Tranzaction Date I ! ! Accounting Period I ! Fixed Aszet Mumber I
Type |_ Betterment Mumber | Commodity Code | Py |

Acquigition / Waluation | E quity Distribution Funding Sources I
Aezet  PY Appropriation

Line Line Fund Agency Org/Sub Unit Activity  Function  Object / Sub Rev Srz / Sub
[ H [ 11 | | | 4 1 /]

Job Mumber I Rept Cat I BS Account I Azzet Yalue I

Field Description

Funding Source View

Asset Line Required. Enter the appropriate line number.

PV Line Optional. Enter the line number of the referenced Payment
Voucher. The line number must be a valid Payment Voucher
line number.

Fund Required. Enter the appropriate fund. See Fund Index (FUND)

for valid values.

Agency Required. Enter the code of the agency whose funds were
used to purchase the asset listed in this document. See Agency
Index (AGCY) and Fund Agency Index (FAGY) for valid
values.

Org/Sub Optional. If entered, the agency/ organization/ fiscal year
combination must exist on Organization (ORG)b-
Organization can only be entered@rganization is entered;
otherwise it is blank. See Sub-Organization (SORG) for valid
values.
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Field

Description

Appropriation
Unit

Activity

Function

Object/Sub

Rev Srce/Sub

Job Number

134

Required. Enter the Program Budget Unit element for the
items listed on this voucher. See Program Reference Table
(PRFT) for valid values. The Appropriation Program element
and Allotment Program element will be inferred from PRFT
based on Program Budget Unit.

Optional. Enter the activity that is primarily associated with
the fixed asset. See Activity Index (ACTV) for valid values.

Optional. See Function (FUNC) for valid values. If left blank,
it is inferred from Organization (ORGZ2); or from Activity
(ACT2), if a function code is not entered on Organization
(ORG2).

Enter the object code on the betterment, otherwise leave
blank. WherObject is enteredRev SrceandBS Acct must
be blank. See Object (OBJ2) for valid valugsb-Objectcan
only be entered if Object is entered; otherwise it is blank. See
Sub-Object (SOBJ) for valid values.

Conditional. Enter a revenue source on an internal refund
transaction; otherwise, leave blank. When revenue source is
enteredObject andBalance Sheet Accouninust be blank.
See Revenue Source Index (RSRC) for valid values.

Enter a sub-revenue sourc&kiévenue Sources entered and
Sub-Revenue Source Requireds Yes[Y] on Revenue
Source (RSR2). IBub-Revenue Source Requirets No [N],
sub-revenue source is optional. See Sub-Revenue Source
(SREV) for valid values.

Conditional. Organizations and activities can be defined to
require the entry of a job number. Refer to Organization
(ORG2) or Activity (ACT?2) for details.

Otherwise, this field is optional. Jfob Costis Yes [Y]on

System Control Options (SOP2), enter a job nhumber. See Job
Index (JOBT) for valid values. [fob Costis No [N] on

System Control Options (SOP2), enter a project number or
general reporting category.
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Field

Description

Rept Cat

BS Account

Asset Value

Conditional. This field required on expenditure transactions if
Reporting Category on Agency (AGC2) iRRequired on
Expenditure Transaction$3].

This field is required on revenue transactiorlRéporting
Category Required on Revenue Transactionis Required

[Y]. For transactions that require a balance sheet account code,
this field is required iReporting Category Optionis Y

(required) on Balance Sheet Account Index (BACC).
Otherwise, this field is optional. See Reporting Category
(RPTG) for valid values.

Conditional. Enter a balance sheet account if this is an
expense transaction (fixed assets, consumption-based invento-
ries, pre-paid items) or if this transaction transfers funds
between two balance sheet accounts.

If the latter is the cas@bject must be blank. See Balance

Sheet Account Index (BACC) for valid values. You cannot

enter a balance sheet account that is used as a default account
on System Special accounts (SPEC). However, you can enter
the default fund balance account.

Required. Enter the proportion of the total asset value associ-
ated with each equity account. This value must efesét
Value on the Acquisition/Valuation panel.

Fixed Asset Betterment (FB)
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FIXED ASSETDISPOSITION(FD)

Transaction Date

Fixed &szet Mumber
Betterment Mumnber
Acguizition Date
Disposition Date
Dizpozed Units
Seling Price

Azzet Description

2 Batch: Document: FD 470 TEST1 Hi=l
| / Accounting Period !
I Type I_
I_ Fesponsible Agency 470
l— Azzet Walue |
T Disposition Method [
I— Dizposzition Authority I—
l—

Dizpozal Reazonsd Comments:

The Fixed Asset Disposition (FD) document records the disposition of assets. This
results from a sale, destruction, obsolescence, etc. of an asset

Field

Description

Transaction Date

Accounting
Period

Fixed Asset
Number

Resp Agency

Conditional. Enter the effective daten (dd ccyyof the
document. If blank, the default is the current date.

Conditional. Enter the accounting period to which the
document is posted. If blank, the default is the accounting
period in which the transaction date falls.

Required. Enter the fixed asset number of the fixed asset that
is disposed.

Required. Enter the agency number that is responsible for the
disposition.
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Field Description

Type Required. Enter the fixed asset type of the fixed asset that is
disposed.

Betterment Conditional. Enter a number betwe@hand99 to dispose of

Number an individual betterment. This field must be blank to dispose

of the asset. This number, along with the Fixed Asset
Acquisition (FA) type and number, uniquely identify each
betterment.

Note: Always enter a two-digit number; for example, 05, 08,
12.

Acquisition Date  Display only. This field shows the date when the acquisition
was acquired.

Asset Value Display only. This field displays the value of the fixed asset
that is disposed.

Disposition Date  Required. Enter the dater( dd ccyythat the fixed asset is

disposed.
Disposition Required. Enter the method of disposition. See Acquisition/
Method Disposition (FADM) for valid values.

Disposed Units Optional. Enter the number of units disposed.

Disposition Required. Enter the disposition authorization.
Authority
Selling Price Required. Enter the selling price of the fixed asset. This

number is used to calculate a gain or loss.

Asset Display only. Text describing the asset is displayed.
Description

Disposal Required. Enter comments regarding the disposition of the
Reasons/ fixed assets.

Comments
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FIXED ASSETINTERNALSALE (FS)

E_Batch: Document: FS 470 00000000000 M= E3
Tranzaction Date I ! ! Accounting Period | !

Fixed &sset Number I Type I_

Sale Data I e Equity Distribution |

Sale Data

[™ Betterment Camp Flag  Mew Room Mumber I Mew Location I

Gain / Lozs Account Type ¢ Revenus { Expenze MHew in Service Date | ! !
Mew Azset Custodian | Mew Acquisition Date | ! !

Mew Useful Life I Mew Purch Autharity I Dizposition Authority I
Mew Depr Methodl Mew Salvage Walue I Transfer Price I

Fesponzibility Center

Mew Fund I Mew Agency I Mew Org/Sub I .-"I_

Hew Activity | Mew Object/Sub | .-"I MHew Appr Unit |
Mew Function I Mew BS Account I Mew Rev Sic/ Sub I -"II
MHew Job Mumber | Mew Rept Categony |

The Fixed Asset Internal Sale (FS) document records the sale or transfer of an asset

within your entity.

Field Description

Transaction Date  Conditional. Enter the effective damen dd yy of the
document. If blank, the default is the current date.

Accounting Default is the accounting period in which the transaction date

Period falls. Enter the accounting period to which the document is
posted.

Fixed Asset Required. Enter the fixed asset number of the fixed asset that

Number is sold.

Type Required. Enter the fixed asset type of the fixed asset that is
sold.
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Sale Data View

Field Description

Sale Data

Betterment Default is clearelN]. Selec{Y] if the betterment records

Carry Flag associated with this asset are not deleted. All amount fields on
these records; however, are set to zero. Otherwise, leave
clearedN] so the betterment records associated with this asset
are deleted.

New Room Optional. Enter the room number associated with the fixed

Number assets.

New Location

Gain/Loss
Account Type

New in Service
Date

New Asset
Custodian

New Acquisition
Date

New Useful Life

New Purch
Authority

Disposition
Authority

Required. Enter the new location of the fixed asset. See Fixed
Asset Location Inquiry (FALC) for valid values.

Defaults toRevenue [blank]Expense [EJis only valid if the
selling fund is proprietary. SeleExpense [E]if the gain/loss
is posted to an expense accounBain/Loss Account/
Object on System Special Accounts (SPEC).

Optional. Enter the new in-service datenf dd ccyy

Optional. Enter the employee’s name or the position number.
If left blank, this field defaults to “None.”

Required. Enter the new datarf dd ccyyof acquisition for
this fixed asset.

Conditional. Required if@epreciation Indicatorin FATP is

set to[Y]; otherwise, leave it blank. For a fixed asset with a
type ofL (land)or C (construction), leave this field blank.

Enter the useful life of the fixed asset. This number is used by
the depreciation process.

Required. Enter the purchase order number used to purchase
the fixed asset.

Required. Enter the disposition authorization from the old
owner.
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Field

Description

New Depr
Method

New Salvage
Value

Transfer Price

Conditional. Required if ®epreciation Indicatorin FATP is

set to[Y] - the default is 'Straight Line’; otherwise, leave it
blank. For a fixed asset with a typelofland) or

C (construction), leave this field blank. Enter the depreciation
method that is used by the depreciation process. Valid values
are:

SL
Straight line
SY
Sum of the years digits
DD
Double declining balance
MC
Manually computed
NA
Not applicable. If this field is blank, this field
defaults toNA.
nnn
wherennnis a declining balance rate (for example,
200 for a double declining balance rate).

Optional. For a fixed asset with a typelofland) or

C (construction), leave this field blank. Enter the salvage
value of the asset. This number is used by the depreciation
process.

Required. Enter the selling or transfer price of the fixed asset.
Ensure that it is equal to the sum of the asset values at the
bottom of this screen.
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Field

Description

Responsibility
Center

New Fund

New Agency

New Org/Sub

New Activity

New Object/Sub

New Appr Unit

New Function

Required. Enter the appropriate proprietary or governmental
fund. If this is a modification to a previously entered
document, fund is inferred from the original document. See
Fund Index (FUND) for valid values.

Required. Enter the agency that is primarily responsible for
the fixed asset. See Agency Index (AGCY) for valid values.

Required. The agency/organization/fiscal year combination
must exist on Organization (ORG&ub-Organization can
only be entered iDrganization is entered; otherwise it is
blank. See Sub-Organization (SORG) for valid values.

Optional. Enter the activity that is primarily associated with
the fixed asset. See Activity Index (ACTV) for valid values.

Enter the object code on the internal sale, otherwise leave
blank. WherObject is enteredRev SrceandBS Acct must
be blank. See Object (OBJ2) for valid valugsb-Objectcan
only be entered if Object is entered; otherwise it is blank. See
Sub-Object (SOBJ) for valid values.

Required. Enter the Program Budget Unit element for the
items listed on this voucher. See Program Reference Table
(PRFT) for valid values. The Appropriation Program element
and Allotment Program element will be inferred from PRFT
based on Program Budget Unit.

Optional. See Function (FUNC) for valid values. If left blank,
it is inferred from Organization (ORGZ2); or from Activity
(ACT2), if a function code is not entered on Organization
(ORG2).

Fixed Asset Internal Sale (FS)
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Field

Description

New BS
Account

New Rev Srce/
Sub

New Job
Number

New Rept
Category

Conditional. Enter a balance sheet account if this is an
expense transaction (fixed assets) or if this transaction trans-
fers funds between two balance sheet accounts.

If the latter is the cas@bject must be blank. See Balance

Sheet Account Index (BACC) for valid values. You cannot

enter a balance sheet account that is used as a default account
on System Special accounts (SPEC). However, you can enter
the default fund balance account.

Conditional. Enter a revenue source on an internal refund
transaction; otherwise, leave blank. When revenue source is
enteredObject andBalance Sheet Accouninust be blank.
See Revenue Source Index (RSRC) for valid values.

Enter a sub-revenue sourc&kiévenue Sources entered and
Sub-Revenue Source Requireds Yes[Y] on Revenue
Source (RSR2). IBub-Revenue Source Requiret No [N],
sub-revenue source is optional. See Sub-Revenue Source
(SREV) for valid values.

Conditional. Organizations and activities can be defined to
require the entry of a job number. Refer to Organization
(ORG2) or Activity (ACT?2) for details.

Otherwise, this field is optional. Job Costis Yes [Y]on

System Control Options (SOP2), enter a job humber. See Job
Index (JOBT) for valid values. [fob Costis No [N] on

System Control Options (SOP2), enter a project number or
general reporting category.

Conditional. This field required on expenditure transactions if
Reporting Category on Agency (AGC2) iRRequired on
Expenditure Transaction$3].

This field is required on revenue transactiorlRéporting
Category Required on Revenue Transactionis Required

[Y]. For transactions that require a balance sheet account code,
this field is required iReporting Category Optionis Y

(required) on Balance Sheet Account Index (BACC).
Otherwise, this field is optional. See Reporting Category
(RPTG) for valid values.
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New Equity Distribution View

E_Batch: Document: FS 470 00000000000 M=l E3
Transaction Date W Accounting Period If
Fired Aszet Mumber I— Tvpe I_
Sale Data Mew Equity Distribution I
Mew Equity Distribution
E quity Account Azzat Value E quity Account Aszet Valus
L I | 2 I I
3 I | 4 I I
5 I | 6 I I
7 I | B I I
Field Description
New Equity Distribution

Equity Account  If the Fund on the Responsibility Center Panel is established

Q) on Fund (FUN2) with a Fund Type bE,N,A, or P, then the
Retained Earningsaccount from System Special Accounts
(SPEC) is inferred. Otherwise, thevestments in General
Fixed Assets accounis inferred from System Special
Accounts (SPEC).

Equity Account  Enter a balance sheet account representing the ownership of

(2-8) the asset. Ensure that this account is valid on Balance Sheet
Account Index (BACC) and has an account typ83ffund
balance).

Asset Value Conditional. Required if the equity account was entered. Oth-

(1-8) erwise optional. Enter the proportion of the total asset value

associated with each equity account.This value must equal
Asset Valueon the Acquisition/Valuation panel.
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FIXED ASSETMODIFICATION (FC)

Azset Custodian

2 Batch: Document: FC 470 TEST1 [_ (O] =]
Tranzactioh D ate ! ! Arccounting Period !
Fixed Azzet Numnber I— Type I_ Betterment Hurmber I_ Responsible Agency 470
Description l Status ] Equity Distribution ]
Description
Description | Units I—
Funding Source |
b anufacturer | I odel Mumber I—
Serial Mumber | Group I—
Foom Mumber I— Location I— Surface Area I—
Plat Mumber I— In Service Date ! /
Type of W arranty | Duration in Days I_
Agreement Mumber I— Effective Diate / 2 E xpiration [ ate 2 /
Commodity Code I— Insurance Policy Tepe I_ Cost Type I_

The Fixed Asset Maodification (FC) records changes or adjustments to existing assets
at the individual betterment level.

Since the depreciation process uses the information on this document, changing any
of these fields affects the next depreciation run.

Field Description

Defaults to the current date. Enter the effective date
(mm dd yy of the document.

Transaction Date

Accounting Defaults to the period in which the transaction date falls. Enter
Period the accounting period when the document is posted.

Fixed Asset Required. Enter the fixed asset number of the betterment that
Number is being modified.

Type Required. Enter the appropriate type for this fixed asset.
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Field Description

Betterment Required. Enter the number of the betterment that is being
Number modified.

Note: If the original asset is modified, then enter the
betterment number &%.

Resp Agency Required. Enter the agency number that is responsible for
modification.
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Description View

Field Description

Description

Description Optional. Enter the new description.

Units Optional. Enter the new number of items recorded in this

Funding Source

Manufacturer

Model Number

Serial Number

Group

Room Number

Location

Surface Area

Plat Number

betterment record.
Optional. Enter the new funding source.

Conditional. OptionalTiype is E (equipment) o¥ (vehicle).
Enter the new manufacturer. Leave this field blank for all
other types of fixed assets.

Conditional. OptionalTiype is E (equipment) oW (vehicle).
Enter the new model number. Leave this field blank for all
other types of fixed assets.

Conditional. OptionalT¥/pe is E (equipment) oW (vehicle).
Enter the new serial number. Leave this field blank for all
other types of fixed assets.

Conditional. Required only for agencies using the asset
hierarchy. Enter the new fixed asset group. See Fixed Asset
Group (FGRP) for valid values.

Optional. Enter the room number associated with the fixed
assets.

Optional. Enter the new location of the fixed asset. See Fixed
Asset Location (FLOC) for valid values.

Conditional. OptionalT§pe is L (land),B (buildings),|
(improvements), o€ (construction). Enter the area (for
example: 200 sq. ft.). Leave this field blank for all other types
of betterments.

Conditional. Optional Tiype is L (land),B (buildings),!
(improvements), o€ (construction). Enter the plat number.
Leave this field blank for all other types of betterments.
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Field Description

In Service Date Optional. Enter the new in-service data (d ccyy

Type of Optional. Enter the type of warranty obtained when the asset
Warranty was acquired.

Duration in Days Optional. Enter the duration in days of the warranty.

Agreement Optional. Enter the maintenance number.
Number
Effective Date Optional. Enter the date on which the agreement goes into

effect (nm dd ccyy

Expiration Date ~ Optional. Enter the date on which the agreement expimes (
dd ccyy.

Commodity Optional. Enter the new commaodity code of the fixed asset.
Code

Insurance Policy Optional. Enter the insurance policy type of the fixed assets.
Type See Insurance Policy Type (ITYP) table for valid values.

Cost Type Optional. Enter the cost type for the fixed assets. See Cost
Type (CTYP) table for valid values.

Asset Custodian  Optional. Enter the employee’s name or the position number.
If left blank, this field defaults to “None.”
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Status View

B_Batch: Document: FC 470 TEST1 =]
Tranzaction D ate ! /! Accounting Period !
Fived Agzet Mumber | Type I_ Betterment Mumber I_ Rezponsible Agency Iﬁ
Description Statgs Equity Distribution ]
Acquizition
Acquizition D ate ! ! Acquizition tethod I_ Purchasing Authority I—
Werdor I— [T Construction in Progress Reversal E ity Project I_
e |
W aluation
Waluation D ate ! ! U zeful Life I_ Replacement Date ! /
Depr Method I_ " aluation Amt I— Clozing Costs I—
Salvage Yalue I— Revized Aszet Value I—
Dizpozition
Disposzition Date Ao Digpozition Methad I_ Dizposition Autharity |
temn Disposal Value I— Change in Selling Price I—
@ Def Clne C Dec

Field

Description

Acquisition
Acquisition Date
Acquisition
Method

Purchasing
Authority

Vendor
Construction in
Progress
Reversal Entry
Project

Name

Optional. Enter the new acquisition date(dd ccy)yof the
betterment.

Optional. Enter the new acquisition method. See Acquisition/
Disposition (FADM) for valid values.

Optional. Enter the purchase order number.

Optional. Enter the new vendor code. See Vendor Index
(VEND) for valid values.

Default is clearegblank]. SelecfY] if the system should

make a Construction In Progress (CIP) reversal entry to the
project's Construction In Progress (CIP) balance sheet account
for the proprietary, internal service or enterprise fund.

Not used in MARS.

Default is inferred from Vendor Inquiry (VENZ2). Optional
when miscellaneous vendor code is used.
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Field

Description

Valuation
Valuation Date
Useful Life

Replacement
Date

Depr Method

Valuation Amt

Closing Costs

Salvage Value

Revised Asset
Value
Disposition
Disposition Date

Disposition
Method

Disposition
Authority

Memo Disposal
Value

Optional. Enter the new valuation date(dd ccyy
Optional. Enter the new useful life.

Optional. Enter the expected replacement data ¢id ccyy
of the fixed asset.

Optional. Enter the new depreciation method.

Required if a new valuation date was entered; otherwise, leave
this field blank. Enter the insurance or estimated value of the
fixed asset.

Optional. Ifype is E (equipment) oV (vehicle), leave this
field blank. Enter the portion of the acquisition cost that is
associated with legal fees, commissions, etc.

Optional. Tiype is C (construction) ot (land), leave this
field blank. Enter the salvage value of the asset.

Required. Enter the sum of the asset values on the next screen.
If any of the equity accounts or asset values change, you must
enter this field; otherwise, leave this field blank.

Optional. Enter the new disposition date. You can only enter
this field if the asset was disposed.

Optional. Enter the new disposition method. See Acquisition/
Disposition (FADM) for valid values. You can only enter this
field if the fixed asset was disposed.

Optional. Enter the new disposition authorization. You can
only enter this field if the asset was disposed.

Optional. Enter the new estimated value of the asset at the
time of disposal.

Fixed Asset Modification (FC)
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Field Description

Change in Optional. Enter the change in selling price. You can only enter
Selling Price this field if the asset was disposed.
Def/Inc/Dec Default iDefault [blank]. Required if a change in selling

price was entered. Valid values &nerease [I] or Decrease

[D].
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Equity Disposition View

B Ratch: Document: FC 470 TEST1 M=l
Tranzaction D ate dood Accounting Period /
Fixed Asset Mumber I Type I_ Betterment Mumber I_ Responsible Agency |4?U

Description ] Status

E quity Distributior
Equity Account Revized Azset Yalue Equity Account  Revized Aszet Walue
1] | 2 |
i | 4 |
5 | | |
7 | g |
Descriptior
T s
e s T e

Field Description

Equity Distribution

Equity Account  If the Fund on the Responsibility Center Panel is established

(1) on Fund (FUN2) with a Fund Type bE,N,A, or P, then the
Retained Earningsaccount from System Special Accounts
(SPEC) is inferred. Otherwise, thevestments in General
Fixed Assetsaccount is inferred from System Special
Accounts (SPEC).

Equity Account  Enter the equity account from the changed betterment record.
(2-8) If the equity account is added to the distribution, follow the
instructions for the Fixed Asset Acquisition (FA) Document.

Revised Asset  Required if the asset value is revised on the status tab. Enter

Value (1-8) the new asset value.
Description Optional. Enter descriptive text in the description fields.
(1-6)
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FIXED ASSETTRANSFER(FT)

2 Batch: Document: FT 470 00000000000 M=l E3
Tranzaction D ate I / ! Accounting Period I ! =
Type of Transfer @ One

= Two

Fesponsibility Center

Mew Fund | Mew Agency | MHew Org/Sub | Jl
Hew Sctivibg | Mew Object/Sub | /! | Mew Appr Lnit I

Mew Function I Mew BS Account I Mew Rev Src/ Sub I .-"I
MHew Job Mumber | Mew Rept Categan |

Fixed &szet Mumber I Mew Fioom Mumber I
Type |_ Mew Location |

l]’ﬁw [Frann [ Mew Azt Costadian | I _lﬂ
4 3

The Fixed Asset Transfer (FT) document transfers ownership (represented by
accounting codes) of assets. It also transfers construction-in-process to the completed
asset account.

Note: If one of the accounting attributes is changed, you must enter the entire
accounting distribution. For example, if you enter a new object, then you also
need to enter a new fund, new agency, new organization, and new activity.

Field Description

Transaction Date  Defaults to the current date. Enter the effective date
(mm dd yy of the document.

Accounting Defaults to the period in which the transaction date falls. Enter
Period the accounting period to which the transaction is posted.
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Field

Description

Type of Transfer

Required. Valid values are:

One [1]
A fixed asset in construction to either a building or an
improvement. Onlyixed Asset Number Type, and
New Group are entered on this document.

Two [2]
A fixed asset from one account code to another
within the same proprietary fund or between two
entity funds. Leavé&lew Group blank,New
Location is optional, and all other fields are required.

Responsibility Center

New Fund

New Agency

New Org/Sub

New Activity

Conditional. Leave blanKTifpe of Transfer is One [1}
required for a typdwo [2]. Enter the new fund that is
primarily responsible for the fixed asset. If the new fund is an
entity fund, then ensure that the old fund was an entity fund.
You cannot transfer proprietary type funds. Use the Fixed
Asset Internal Sale (FS) document to transfer between
proprietary funds. See Fund Index (FUND) for valid values.

Conditional. Leave blanKTifpe of Transfer is One [1}
required for a typdwo [2]. Enter the new agency that is
primarily responsible for the fixed asset. See Agency Index
(AGCY) for valid values.

Conditional. Leave blanKTiype of Transfer is One [1}
required for a typdwo [2] if the Expense Budget
Organization option on Fund Agency (FAGY)Mor A. See
Organization Index (ORGN) for valid valu8sib-

Organization can only be entered@rganization is entered;
otherwise it is blank. See Sub-Organization (SORG) for valid
values.

Conditional. Leave blank ifype of Transfer is One [1]
optional for a typdwo [2] if the Expense Budget Activity
option on Fund Agency (FAGY) i¢ or A. See Activity Index
(ACTV) for valid values.
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Field

Description

New Object/Sub

New Appr Unit

New Function

New BS
Account

New Rev Src/
Sub

Conditional. Leave blanKifpe of Transfer is One [1}
required for a typdwo [2]. Enter the new object that is
primarily associated with the fixed asset. See Object Index
(OBJT) for valid valueSub-Objectcan only be entered if
Obiject is entered; otherwise it is blank. See Sub-Object
(SOBJ) for valid values.

Required. Enter the Program Budget Unit element for the
items listed on this voucher. See Program Reference Table
(PRFT) for valid values. The Appropriation Program element
and Allotment Program element will be inferred from PRFT
based on Program Budget Unit.

Optional. See Function (FUNC) for valid values. If left blank,
it is inferred from Organization (ORGZ2); or from Activity
(ACT2), if a function code is not entered on Organization
(ORG2).

Conditional. Enter a balance sheet account if this is an
expense transaction (fixed assets, consumption-based
inventories, pre-paid items) or if this transaction transfers
funds between two balance sheet accounts.

If the latter is the cas@bject must be blank. See Balance

Sheet Account Index (BACC) for valid values. You cannot

enter a balance sheet account that is used as a default account
on System Special accounts (SPEC). However, you can enter
the default fund balance account.

Conditional. Enter a revenue source on an internal refund
transaction; otherwise, leave blank. When revenue source is
enteredObject andBalance Sheet Accouninust be blank.
See Revenue Source Index (RSRC) for valid values.

Enter a sub-revenue sourc&kiévenue Sources entered and
Sub-Revenue Source Requireds Yes[Y] on Revenue
Source (RSR2). IBub-Revenue Source Requirets No [N],
sub-revenue source is optional. See Sub-Revenue Source
(SREV) for valid values.
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Field

Description

New Job
Number

New Rept
Category

Fixed Asset
Number

New Room
Number

Type

New Location

New Group

Conditional. Organizations and activities can be defined to
require the entry of a job number. Refer to Organization
(ORG2) or Activity (ACT?2) for details.

Otherwise, this field is optional. Job Costis Yes [Y]on

System Control Options (SOP2), enter a job humber. See Job
Index (JOBT) for valid values. [fob Costis No [N] on

System Control Options (SOP2), enter a project number or
general reporting category.

Conditional. This field required on expenditure transactions if
Reporting Category on Agency (AGC2) iRRequired on
Expenditure Transactiong$3].

This field is required on revenue transactiorlRéporting
Category Required on Revenue Transactionis Required

[Y]. For transactions that require a balance sheet account code,
this field is required iReporting Category Optionis Y

(required) on Balance Sheet Account Index (BACC).
Otherwise, this field is optional. See Reporting Category
(RPTG) for valid values.

Required. Enter the fixed asset number of the fixed asset that
is transferred.

Optional. Enter the room number associated with the fixed
assets.

Required. Iffype of Transfer is One [1], this is the new

fixed asset type, eith& (building)or | (improvement). If
Type of Transfer is Two [2], this is the fixed asset type of the
fixed asset that is getting a new accounting distribution.

Conditional. Leave blanKTifpe of Transfer is One [1}
optional for a typdwo [2]. Enter the new location of the fixed
asset. See Fixed Asset Location Inquiry (FALC) for valid
values.

Conditional. RequiredTiype of Transfer is One [1} leave
blank for a typelwo [2]. Enter the new fixed asset group. See
Fixed Asset Group Location Inquiry (FAGL) for valid values.
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Field Description

New Asset Optional. Enter the employee’s name or the position number.
Custodian If left blank, this field defaults to “None.”
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FOREIGN TRAVELAUTHORIZATION(TEC)

E_Batch: Document: TEC 470 TECO00000001 M=l
Trip I Itinerary | Expenzes | Advances I Surnmary I

Date I ! ! Accounting Period I ! Budget FY' I

& Mew " Modification
Traveler 1D | |
Address

City / State / Zip
Phaone

Resp Agey / Og I— I—
Trawvel Policy |D I—

‘wiork Lozation | |
Purpose | |

Meal Reimbursement Type IF'er [em

A Foreign Travel Authorization (TEC) is used to request approval for a business-
related trip out of the country. In this document, the traveler indicates trip
destination(s), purpose, and dates of travel and requests advance checks. In respons
the TEC records trip information and schedules advance checks. Third-party travel
advances are divided into three categories: hotel deposits, registration fees, and airline
advances.

There is one Travel Authorization document for each type of travel. These documents
are TE, TEO, and TEC, representing In-State, Out-of-State, and Foreign Travel
Authorizations respectively.
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Trip View

Field Description
Date Default is the system date (usually the current date). Enter the
date (mm dd yythe travel was authorized.
Accounting Default is the current accounting periadni yy. If this
Period document is to be recorded in another accounting period, enter
a valid, open period. Future periods cannot be entered.
Budget FY Defaults to the current budget fiscal year. If this document is
to be recorded in another accounting period, enter a valid,
open period. Future periods cannot be entered.
New/ Required. Valid values are:
Modification
[Action] New [E]
This document is new.
Modification [M]
This document is modifying a previous document.
Traveler ID Key field. Enter the employee ID or the vendor code that

Traveler Name

Address

City/State/Zip

Phone

Resp Agcy/Org

identifies the traveler. See Vendor Index (VEND) for valid
values.

Display only. The traveler name is inferred from Vendor
(VEN2) based on the value entered in the Traveler ID field.

Display only. The traveler’s street address is inferred from
Vendor (VEN2).

Display only. The traveler’s city, State and Zip Code is
inferred from Vendor (VEN2).

Display only. The traveler’s phone number is inferred from
Vendor (VEN2).

Required. Enter a responsible agency code and organization
code. These fields allow users to decentralize billing for travel
documents and provide higher security by establishing an
audit trail. See Agency Index (AGCY) and Organization
Index (ORGN) for valid values.
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Field

Description

Travel Policy ID

Work Location

Work Location
Description

Purpose

Purpose
Description

Meal
Reimbursement

Type

Required. Enter the identification number of the appropriate
travel policy to regulate this trip. See Travel Policy (TVPL)
for valid values.

Required. Enter the valid destination code for the traveler’s
work location. See Destination Functionality (DEST) for valid
values.

Display only. This field identifies the traveler’s work location,
inferred automatically from Destination Functionality
(DEST), based on the value entered in the Work Location
Code field.

Required. Enter the code that corresponds to the reason for the
trip. See Travel Purpose (PURP) for valid values.

Display only. This field identifies the name of the reason for
the trip, inferred from Travel Purpose (PURP) based on the
value entered in the Purpose Code field.

Default is inferred from Travel Policy (TVPL). Valid values
are:

Per Diem
Actual and Necessary

Foreign Travel Authorization (TEC)
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Itinerary View

E_Batch: Document: TEC 470 TECOODOODO1 M= E3

Tiip Itirerary |

Erpenzes I Advances | Sumnmary |

Destinations

Calculated Per Diem

Per Diem Adjustment I

Tatal Per Diem Reimbursement

Explanation |

Field

Description

Itinerary Details

Destination 1

Destination (2-
10)

Destination
Description (1-
10)

Overnight Stay

Required. Enter the code for the appropriate first destination
of the trip. This field will be used in calculating per diem
reimbursement amounts for the traveler. See Destination
Functionality (DEST) for valid values.

Optional. Enter any additional codes describing the
destinations on this trip. See Destination Functionality
(DEST) for valid values.

Display only. The appropriate name of the destination is
inferred from Destination Functionality (DEST).

Optional. Sele¥esif an overnight stay at this destination is
anticipated. Seledto if no overnight stay is anticipated.
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Field Description

From (1-10) Conditional. Required if the Per Diem option button is
selected. Enter the date the traveler will arrive at this
destination for this leg of the trip. This field will be used in
calculating per diem reimbursement amounts for the traveler.

From Time (1- Conditional. Enter the timénfi mn) the travel began.
10)

To (1-10) Conditional. required if the Per Diem option button is
selected. Enter the date the traveler will leave this destination
for this leg of the trip. This field will be used in calculating per
diem reimbursement amounts for the traveler.

To Time (1-10) Conditional. Enter the timigh(mn) that travel ended.

Per Diem Display Only. The amount of Per Diem reimbursement
calculated for this destination is displayed.

Calculated Per  Display only. This is the per diem reimbursement amount

Diem calculated by the system from the Destination information.
First Day Travel Total + Full Days Travel Total + Last Travel
Days = Calculated Per Diem Reimbursement.

Total Per Diem  Display only. The Calculated Per Diem + any Per Diem
Reimbursement Adjustment amounts.

Per Diem Enter any adjustments (+/-) to the Calculated Per Diem.

Adjustment

Explanation Optional. Enter any explanation for Per Diem Adjustment
amount.
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Expenses View

B Batch: Document: TEC 470 TEST1 |- (O] =]

Trip ] Itinerary Advances ] Surnmary ]

E =penze Detail
Lire Murnber | Date Hood Amadnt |
Expense Type | |
Dezcription | Payrment Method | Out of Pocket vI
Locatian | @ Def  lnc  Dec Rate/Cap I

Funding Strip

Fund  Agency Org / Sub Appr Unit Activity  Function  Object # Sub Job # Project

- - -
Fept Category I Termini I

tileage D etail
Origin | | Trip Mileage I
Explanation [if necessary) | Wicinity Mileage I
Destination | | Total Mileage |
Explanation [if necessary) | Calc Mileage I

Calculated Tatal I Authorization Total I

Field

Description

Expense Detail

Line Number

Date

Amount

Expense Type

Expense Type
Name

Description

Required, key field. Enter unique number for the expense line.
This value must be two digits.

Default is the system date. Enter the date ¢d yy}hat the
expense occurred.

Required. Enter the amount of the expense (in dollars).

Required. Enter the type of expense. See Expense Type Code
(EXTC) for valid values.

Display only. This field indicates the name of the given
Expense Type based on the value entered in the Expense Type
Code field.

Conditional. Required if the Expense Type Indicatgras
EXTS. If required, enter descriptive information about the
incurred expense.
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Field

Description

Payment Method

Location

Def/Inc/Dec

Rate/Cap

Funding Strip

Fund

Agency

Org

Sub-Org

Required. Select the payment method of the expense line.
Default isOut of Pocketexcept for Internal Resource
expenses (State Parks and Motor Pool). Selettiegnal
Bill will not include the amount in the “Amount Due
Traveler” field. This amount will be recorded in OTLT with
other trip expenses, but will not be reimbursed to the traveler.
Valid values are Airline Advances, Registration Advances,
Hotel Advances, Internal Bill Per Diem Out of Pocket.

Enter the location where the expense was incurred. See
Destination Functionality (DEST) for valid values.

Default igDefault]. Required on modified documents if
Advance Amountfield has been altered. If increasing the
amount of the advance, seléut; if decreasing, selefec

Display only. This field identifies either the mileage rate or
expense cap depending on expense type selected. Both
mileage rate and expense cap are inferred from Travel Policy
(TVPL) and the related Rate Schedule (RTSC) table.

The default value is inferred from Organization (ORG2).
Enter the fund that will pay for this trip. See Fund Index
(FUND) for valid values.

Enter the Agency that is paying for this trip. See Agency
Index (AGCY) and Fund Agency Index (FAGY) for valid
values.

Conditional. Organization is requireddkpense Budget
Organization option isY (required on budget and accounting)
on Fund Agency Index (FAGY); otherwise, field is optional
and used for reporting purposes only. See Organization Index
(ORGN) for valid values.

Optional. Enter a sub-organization if desired. See Sub-
Organization (SORG) for valid values.
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Field Description

Appr Unit Required. Enter the last four bytes of the Appropriation Unit.
The last four bytes represent the Program Budget Unit. The
first five bytes are display only.

Activity The default value is inferred from Organization (ORG2).
However, values entered on documents override the values
entered in Organization (ORG2). See Activity Index (ACTV)
for valid values.

Function Conditional. Required Expense Budget Functioroption is
Y (required on budget and accounting)ofrequired on
accounting) on Fund Agency Index (FAGY); otherwise, field
is optional. See Function (FUNC) for valid values.

Object Enter the code that describes the resource being requisitioned.
See Object Index (OBJT) for valid values.

Sub-Object Conditional. Sub-Object is require8ifb-Object Required
isY on Expense Budget Inquiry (EXP2) or Expense Budget
Inquiry (Extended) (EEX2); otherwise, field is optional. See
Function (FUNC) for valid values.

Job/Project Enter the Job or Project Code valid for this Fund Agency
combination. If entering Project (5 characters), the Sub-
Project (2 characters) and Project Phase (1 character) must
also be provided. See Job Table (JOBT) for valid Jobs and
Project Budget Line Table (PRBL) for valid Project, Sub-
Project, and Project Phase values.

Rept Category Enter a Reporting Category that is valid within the agency.
See Reporting Category (RPTG) for valid values.

Termini Optional. This field is used by the Department of
Transportation to record termini or bridge identifiers for DOT
projects. This is an unedited field.

Mileage Details

Origin Conditional. Required if expense type is “POV Mileage”.
Enter the destination code of the of the starting location for the
POV Mileage expense. This will be validated against DEST.
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Field

Description

Origin
Description

Trip Mileage

Explanation (if
necessary)

Vicinity Mileage

Destination

Destination
Description

Total Mileage
Explanation (if
necessary)

Calc Mileage

Authorization
Total

Calculated Total

Display only. This field is inferred from the Destination
Functionality (DEST) table based on the value entered in the
Origin Code field.

Optional. Required if the expense type is “POV Mileage”.
This value is the actual mileage between Origin and
Destination on the expense line.

Optional. Free text explanation of the origin may be entered if
necessary.

Optional. Entered by the user, this value is the difference
between the mileage calculated by a mileage calculator tool
and the actual mileage incurred by the traveler.

Conditional. Required if expense type is “POV Mileage”.
Enter the destination code of the ending location for POV
Mileage. This will be validated against DEST.

Display only. This field is inferred from the Destination
Functionality (DEST) table based on the value entered in the
Destination Code field.

Entered by the user, this field identifies the sum of the Trip
and Vicinity mileages entered on this expense line.

Optional. Free text explanation of the destination may be
entered if necessary.

Display only. This field identifies the official mileage between
destinations, inferred from Point-to-Point (PTOP).

Enter the total amount of the travel authorization, including
per diem estimates and all expense estimate lines. This value
is validated against the sum of all the lines to ensure that all
information was entered.

Display only. The system calculated total for the transaction is
displayed.
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Advances View

2 Batch: Document: TEC 470 TEST1 - (O]

Trip ] Itinerary ] Expenzes Surnmary ]

Fiegistration Fee
‘endor |
Advance Amount I & Def  |ng  Dec SchedCheck Date ! /
Categary I lzzue Individual Check I vI EFT Indicatar IDefauIt vI Appl Tyupe I

Tatal

Tatal Third Party Advances I
Field Description

Registration Fee

Vendor

Vendor Name

Advance
Amount

Def/Inc/Dec

Sched Check
Date

Required. Enter the appropriate code for the vendor to whom
payment will be made. See Vendor Index (VEND) for valid
values.

Display only. Default is inferred from Vendor Index (VEND)
based on the value Wendor Code Required if a
miscellaneous vendor code was entered.

Optional. If an advance is required, enter the amount in dollars
and cents.

Default i§Default]. Required on modified documents if
Advance Amountfield has been altered. If increasing the
amount of the advance, seléut; if decreasing, selefec

Default is the system date. Enter the date the advance check is
to be written.
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Field Description

Category Optional. Enter the check category associated with this
document. See Check Category (CCAT) for valid values. If
the user leaves this field blank, the system will default the
check category to the default check category defined in the
Travel Special Accounts (TSPC) table.

Issue Individual SelectYesif a separate check should be issued for this

Check amount. Seledio to add this advance amount together with
other advances for the same vendor to produce a combined
check.

EFT Indicator Default is inferred from Vendor (VEN2). Selgesif the
cash advance is to be paid by Electronic Funds Transfer
(EFT). AnApplication Type must be entered Wesis
selected.

Appl Type Default is inferred from Electronic Funds Transfer (EFTT).
Enter the application type for this electronic funds transfer.
See Electronic Funds Transfer Type (EFTA) for valid values.

Total Third Party Display only. This value, calculated by the system, is the sum
Advances of the Hotel Deposit Advance Amount, the Registration Fee
Advance Amount, and the Airline Advance Amount.
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Summary Tab

E_Batch: Document: TEC 470 TECOODOODO1 M= E3
Tiip I Itirerary I Erpenzes I Advances Surnmary |
Trip Surmmary
Purpose | Total Lodging I

Destinations 1 |

E |
Total Milzage

Tatal Per Diem

Total Out of Pocket Expenses I

2] 3] 4 3|
7] 8 9 10

Advances Summany

Hotel Deposit Advance I
Registration Fee Advance I
Airling Advance Amatint I

Tatal Third Party Advances I

Field

Description

Trip Summary

Purpose

Total Lodging

Destinations (1-

10)

Total Mileage

Total Per Diem

Total Out of

Display only. This field is inferred from the Purpose
Description field on the Trip Tab.

Display Only. The sum of all lodging expenses on the
document is displayed.

Display only. This field is inferred from the Destination
Description fields on the Trip Tab.

Display only. This field is the total mileage as entered on the
Expenses Tab.

Display only. This field is inferred from the Total Per Diem
Reimbursement field on the Per Diem Tab.

Display only. The system calculates this value which includes

Pocket Expenses all trip expenses on this Travel Authorization.
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Field

Description

Advances Summary

Hotel Deposit
Advance

Registration Fee
Advance

Airline Advance

Total Third Party
Advances

Display only. This field is inferred from the Hotel Deposit
Advance Amountfield on the Advances Tab.

Display only. This field is inferred from the Registration Fee
Advance Amountfield on the Advances Tab.

Display only. This field is inferred from the Airlidelvance
Amount field on the Advances Tab

Display only. This field identifies the sum of all third party
advances on this Travel Authorization.
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FUNDING SOURCEMODIFICATION (FF)

B Ratch: Document: FF 470 TEST1 H[=] E3
Tranzaction Date [ / Accounting Period !
Fixed Asset Mumber I Fixed &ssetType I_ Bettermnent Number I
Responsible Agency 470 Current Azzet Valug I
Origd Previous Asset Value I Document Total |
Azset P Appropriation =
Ling P Mumnber Line  Fund Agency  Org /A Sub Llnit Activity  Function
[ | I £ . [0

Obiject # Sub | .-"I_ HevSlc.-’Subl .-"I_ Job Mumber | Fept Cat |
BS Account | @ nc O Dec Asset Walue I—

Reference Trans Reference Line I

The Funding Source Modification (FF) allows changes to the funding strip,
redistribute the funding sources, or change apportionment of asset values on the
funding panel of the Fixed Asset Acquisition (FA) document and the Fixed Asset
Betterment (FB) document.

Field Description

Transaction Date  Enter the date on which the transaction is processed. Default is
current date.

Accounting Enter the accounting period on which the transaction is
Period processed. Default is current accounting period

Fixed Asset Required. Enter the number of the fixed asset.

Number

Fixed Asset Required. Enter the type of the fixed asset. See Cost Type
Type (CTYP) for valid values.
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Field

Description

Betterment
Number

Resp Agency
Current Asset

Value

Orig/Previous
Asset Value

Document Total

Asset Line

PV Number

PV Line

Fund

Required. Enter a number between 00 and 99. This number,
along with Fixed Assets Acquisition (FA) type and number,
uniquely identify each betterment.

Required. Enter the agency number that is responsible for
modification.

The current value of the fixed asset (after the Fixed Asset
Modification (FC) is processed) is displayed. This value is
inferred from the Fixed Asset Betterment Inquiry (FBT1)
table.

The original/previous value of the fixed asset (before the
Fixed Asset Maodification (FC) is processed) is displayed. This
value is inferred from the Fixed Asset Betterment Inquiry
(FBT1).

Required. Enter the value of the funding source. Note this
value must equal the difference betweenGhoerent Asset
Value and theOrig/ Previous Asset Value

Required. This is a line number count for the document. Enter
a valid two-digit number beginning with 01. The maximum
number of lines for this document is 99.

Conditional. Enter the document number when adding a new
funding source line. See Open Payment Voucher by
Document (OPVD) for valid values. Leave blank when
modifying an existing funding source line. Enkéneif the
asset is donated or confiscated.

Conditional. Enter the line number of the referenced Payment
Voucher when adding a new funding source line. Otherwise,
leave blank.

Conditional. Enter the appropriate fund when adding a new
funding source line. Otherwise, leave blank. See Fund Index
(FUND) for valid values.
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Field Description

Agency Conditional. Enter the code of the agency that is selling the
goods or services listed in this document when adding a new
funding source line. Otherwise, leave blank. See Agency
Index (AGCY) and Fund Agency Index (FAGY) for valid
values.

Org/Sub Conditional. Required when adding a new funding source line.
Otherwise, leave blank. If entered, the agency/organization/
fiscal year combination must exist on Organization (ORG2).
Sub-Organization can only be entered @rganization is
entered; otherwise it is blank. See Sub-Organization (SORG)
for valid values.

Appropriation Conditional. Required when adding a new funding source line.

Unit Otherwise, leave blank. See Program Reference Table (PRFT)
for valid values. The Appropriation Program element and
Allotment Program element will be inferred from PRFT based
on Program Budget Unit.

Activity Optional. Enter the activity that is primarily associated with
the fixed asset. See activity Index (ACTV) for valid values.

Function Optional. See Function (FUNC) for valid values. If left blank,
it is inferred from Organization (ORGZ2); or from Activity
(ACT2), if a function code is not entered on Organization
(ORG2).

Obj/Sub Enter the object code on the funding source modification,
otherwise leave blank. Whé&bject is enteredRev Srceand
BS Acctmust be blank. See Object (OBJ2) for valid values.
Sub-Objectcan only be entered if Object is entered;
otherwise it is blank. See Sub-Object (SOBJ) for valid values.

Rev Src/Sub Conditional. When revenue source is entéfgdct and
Balance Sheet Accouninust be blank. See Revenue Source
Index (RSRC) for valid values.

Enter a sub-revenue sourc&kiévenue Sources entered and
Sub-Revenue Source Requireds Yes[Y] on Revenue
Source (RSR2). IBub-Revenue Source Requirets No [N],
sub-revenue source is optional. See Sub-Revenue Source
(SREV) for valid values.
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Field Description

Job Number Conditional. Organizations and activities can be defined to
require the entry of a job number. Refer to Organization
(ORG2) or Activity (ACT?2) for details.

Otherwise, this field is optional. Job Costis Yes [Y]on

System Control Options (SOP2), enter a job humber. See Job
Index (JOBT) for valid values. [fob Costis No [N] on

System Control Options (SOP2), enter a project number or
general reporting category.

Rept Cat Conditional. This field required on expenditure transactions if
Reporting Category on Agency (AGC2) iRRequired on
Expenditure Transactiong$3].

This field is required on revenue transactiorlRéporting
Category Required on Revenue Transactionis Required

[Y]. For transactions that require a balance sheet account code,
this field is required iReporting Category Optionis Y

(required) on Balance Sheet Account Index (BACC).
Otherwise, this field is optional. See Reporting Category
(RPTG) for valid values.

BS Account Conditional. Enter a balance sheet account if this is an
expense transaction (fixed assets, consumption-based
inventories, pre-paid items) or if this transaction transfers
funds between two balance sheet accounts.

If the latter is the case, Object must be blank. See Balance
Sheet Account Index (BACC) for valid values. You cannot
enter a balance sheet account that is used as a default account
on System Special accounts (SPEC). However, you can enter
the default fund balance account.

Inc/Dec Required. Indicate whether the asset value is being increased
or decreased.

Asset Value Required. Enter the adjustment amount by fund. Note: This
must equalsset Valueon the Fixed Asset Betterment
Inquiry (1 of 2) (FBTL).
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Field

Description

Reference Trans

Reference Line

Required. Enter either the Journal Voucher document (JV)
that is being processed to redistribute the funds, the Payment
Voucher document (PV) that is being modifiedName for
confiscated or donated items.

Required. Enter the line number of the reference document
that supports this funding source change.
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IN-STATE QUICK EXPENSEVOUCHER(TPI)

Document: TPl 470 TPIODOD0DO0117

Itinerary Expenses Funding
D ate ! ! Accounting Period ! Budget Fv I_
Traveler ID |
Address |
|
City / State / Zip l
Fesp Agey / Og I— I—
Travel Palicy |0 I—
Work Location | |
Purpose | |

Meal Reimburzemant Tupe I Per Diern

The In-State Qucik Expense Voucher (TPI) document allows entering multiple lines
for different expense types using the same funding strip. This voucher will only be
allowed for in-state travel, so the object code used will relate to a generic object for
in-state travel.

Field Description

Date Default date is the date the document is accepted by MARS.
Enter the datenfm dd yythat is to be associated with this
document (usually the current date). Future dates cannot be

entered.
Accounting Default is inferred fronDate of Record If these transactions
Period should be recorded in another accounting period, enter the

desired open period, using fiscal month and year. Future
periods cannot be entered.
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Field

Description

Budget FY

Traveler ID

Employee Name

Employee
Address

City/State/Zip

Resp Agcy/Org
Travel Policy ID
Work Location

Work Location
Description

Purpose

Purpose
Description

Meal
Reimbursement

Type

Default is the current fiscal year. If these transactions should
be recorded in a different fiscal year, enter the desired open
fiscal year. Future budget fiscal years cannot be entered.

Enter the employee number for the employee for whom this
transaction is being created. Valid values are on VENZ2.

Display only. Inferred from VENZ2.

Display only. The addres of the employee entered is inferred
from VEN2.

Display only. The addres of the employee entered is inferred
from VEN2.

Enter the agency the employee is associated with.
Enter the Travel Policy Id for the expense.
Enter the work location code for the trip.

Display only. The work location description is inferred based
on the location code entered.

Enter the purpose code of the trip.

Display only. The purpose description is inferred based on the
purpose code entered.

Display only. The meal reimbursement type is displayed.
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Itinerary View

2 Batch: cument: TPl 470 TPIOODOO117 =]
Trip Expenzes ] Funding ]
Line Destination Date 24-Hour Time Per Diem Mileage
| From ! / Calculated Trip
To ! / Adjustrment Wicinity
[~ Owvemight Stay [~ Claim Per Diem [~ Claim Mileage [~ Include Fieturn Mileage Tatal I
E zplanation [if necessany) | Calculated I

Field Description

Line Required. Enter a different two-digit number for each line on
the document. Valid values ab8to 99.

From Enter the destination from which the trip begins.

Destination

From Date Enter the date on which the trip begins.

24-Hour Time Enter the time on which the trip begins. The time is entered in

To Destination

To Date

24-Hour Time

Calculated Per
Diem

24-hour increments (i.e., 13:00 = 1:00 PM, 21:30 = 9:30 PM,
06:30 = 6:30 AM, etc.)

Enter the destination to which the trip ends.

Enter the date on which the trip ends.

Enter the time on which the trip ends. The time is entered in
24-hour increments (i.e., 13:00 = 1:00 PM, 21:30 = 9:30 PM,
06:30 = 6:30 AM, etc.)

Display only. The amount of per diem calculated by the
system is displayed.
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Field

Description

Adjustment Per
Diem

Trip Mileage
Vicinity Mileage
Total Mileage

Calculated
Mileage

Claim Per Diem
Claim Mileage

Include Return
Mileage

Overnight Stay

Explanation (if
necessary)

Enter any adjustments to the per diem amount.

Enter the mileage for the trip.
Enter the mileage for the vicinity.
Enter the total mileage.

Display only. The total mileage calculated by the system.

Select if claiming per diem.
Select if claiming mileage.

Select if including return mileage.

Select if an overnight stay was necessary.

Enter an explanation regarding the trip, information on the
voucher or other infomration, if necessary.
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Expenses View

2 Batch: Document: TP 470 TPI0000D0117

Trip ] Itinerarny Funding ]

IS [=] E3

Out of Pocket Expense

Airfare I Meals [Actual] I Training

Registration I Fhone I Transportation I
Lodging I Dine /w2 I Miscelaneous I

Explanation |

Commorwealth-Faid Other Expenges [Do Mot [nclude in Funding}

Originating TEI ID | TEI

Registration | fator Pool I State Park I

Mileage Reimbuisement [ ltinera TotalMileage [ POV Rats |
Per Diem Reimbwrsement |
Traveler Expenses [ lssuelndividualCheck | =] Categary |
Total Commonweakth-Paid | EFT Indicator [Defauk =] ApplType |
Total Expenses I
Field Description
Out Of Pocket Expenses
Airfare Enter the amount of the airfair expense.
Meals Enter the amount of the meals expenses.
Training Enter the amount of tranining expenses.
Registration Enter the amount of the registration expense.
Phone Enter the amount of phone charge expenses.
Transportation Enter the amount of transporation expenses.
Lodging Enter the amount of lodging expenses.
Taxable Meals Enter the amount of taxable meals expenses.
Miscellaneous Enter the amount of miscellaneous expenses.
Explanation Enter an explanation of expenses entered.
Commonwealth-Paid Other Expenses (Not Included in Fudning)
ENEEEEEEEEEEEEEEEEEEEEEEE.
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Field

Description

Registration

Motor Pool

State Park

Mileage

Reimbursement

Itinerary Total
Miles

POV Rate

Per Diem
Reimbursment.

Total Expenses

Issue Individual
Check

Category

Total
Commonwealth-
Paid

EFT Indicator
Appl Type

Total expenses

Display only. The amount of Commonwealth-Paid
registration fees is displayed.

Display only. The amount of Commonwealth-Paid motor
pool fees is displayed.

Display only. The amount of Commonwealth-Paid state park
fees is displayed.

Display only. The amount of mileage reimbursed is
displayed.

Display only. The total mileage from the itinerary is
displayed.

Display only. The rate for use of POV is displayed.

Display only. The amount of per diem reimbursed is
displayed.

Display only. The total amount of expenses paid by traveler.

Select if a single check is to be issued for this voucher’s
expenses.

Enter the category of the check.
Display only. The amount of total expenses paid by the
Commonwealth is displayed.

Select if the expenses are to be paid via EFT.

Enter the application type.

Display only. The total amount of expensed paid is displayed.
This is the amount calculated by the system.
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Funding View

Trip Itinerarny Erpenses
Amount Due Traveler
Must Equal Tatal Funding
Fund Agency Org /! Sub Appr L nit Activitp  Function Sub-obj Job / Project T errnini
g0 | | I | —
Fiept Cat | Description | Aumnount |
. | | I |
Rept Cat I Deseription | Aot |
. | | I |
Fept Cat I Description | Amount I
. | | | |
Rept Cat I Description | Amount I
. | | | |
Bartrat [ Nescrintion | st [ T
4| | B
Field Description

Funding Line Display only. The funding line numbe is displayed.

Number

Amount Due Dispaly only. The amount to be paid to the traveler is
Traveler displayed.

Total Funding Display only. The amount calculated by the system. This

amount must equal the Amount Due Traveler.
NOTE: There are 10 funding lines on the Funding Tab.

Fund Required. Default is inferred from Organization (ORG2)
based on the agency and organization entered on this
document. Enter the fund paying for the item on this line. See
Fund Index (FUND) for valid values.

Agency Required. Enter the Agency paying for the item on this line.
For transactions that require a balance sheet account code, an
agency must be enteredREporting Categoryis entered,;
otherwise, agency is optional on balance transactions. See
Agency Index (AGCY) and Fund Agency Index (FAGY) for
valid values.
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Field

Description

Organization

Sub-
Organization

Appropriation
Unit

Activity

Function

Object

Sub-Object

Job/Project

Conditional. Organization may be required depending on the
Revenue Budget Organization Optioron Fund Agency
Index (FAGY). For transactions that require a balance sheet
account code, this field is optional. See Organization Index
(ORGN) for valid values.

Conditional. Sub-Organization is required if theb-
Organization Required on Revenueoption isRequired [Y]

on Organization (ORGZ2). Otherwise, this field is optional.
Enter the sub-organization paying for the resource named on
this line. See Sub-Organization (SORG) for valid values.

Conditional for Extended Budgeting. Program Budget Unit
may be required depending on #epropriation Control

Option on Fund Index (FUND). Required when the

transaction is entered with a closed budget fiscal year. The
appropriate must be open and must be applicable to the budget
fiscal year entered for the transaction. See Appropriation
Inquiry (Extended) (EAP2) for valid values.

Conditional. Default is inferred from Organization (ORG?2), if

it is included there. Activity may be required, depending on
theRevenue Budget Activity Optionon Fund Agency Index
(FAGY). For transactions that require a balance sheet account
code, this field is optional. See Activity Index (ACTV) for

valid values.

Optional. Default is inferred from Organization (ORG2), or
from Activity (ACT?2) if a function is not entered in
Organization (ORT2). See Function (FUNC) for valid values.

Required. Enter the object that best describes the resource
named on this line. For transactions that require a balance
sheet account code, this field is optional. For internal refunds,
this field must be blank.

Optional. Enter a sub-object if more description is necessary.
See Sub-Object (SOBJ) for valid values.

Conditional. Job Number may be required depending on the
Job Number Required on Spendingption on Organization
(ORG2).
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Field

Description

Termini

Rept Category

Description

Amount

Optional. This field is used by the Department of
Transportation to record termini or bridge identifiers for DOT
projects.

Conditional. Reporting Category is required on expenditure
transactions if th®eporting Category option on Agency
(AGC?2) isRequired on Expenditure Transactions [3for
transactions that require a balance sheet account code, this
field is required if theReporting Category Optionis Y
(required) on Balance Sheet (BACC). Otherwise, this field is
optional. See Reporting Category (RPTG) for valid values.

Optional. This is a free text field for a short description of the
internal bill expense.

Required. Enter the dollar amount of the resource(s) described
on this line. Record two digits for cents; the decimal point is
optional. Do not enter dollar signs or commas.
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IN-STATE TRAVELAUTHORIZATION(TEI)

2_Batch: Document: TEl 470 TEST1 M=l E3

] Expenses ]

Date ! / Accounting Period ! Budget FY' I

& Mew ¢ Modification

Traveler ID |
Resp Agey/Org I_I—
Travel Policy 1d I—

‘wark Location | |

Purpoze Code I |

Fegistration Fee
Yendor |

Adwvance Amount | * Def  Ing  Dec  SchedCheck Date / /

Category I lzzue Individual Check I vI EFT Indicator IDefauIt vl Appl Type I

Mator Poal Amt I
State Park Amt I

Document Total I
Cale Doc Total I

The In-State Travel Authorization (TEI) is a travel document which handles state
park and motor pool reservations as well as payments of registraionfee advance for
internal state travel.

Field Description

Date Default date is the date the document is accepted by MARS.
Enter the datenfm dd yythat is to be associated with this
document (usually the current date). Future dates cannot be

entered.
Accounting Default is inferred fronDate of Record If these transactions
Period should be recorded in another accounting period, enter the

desired open period, using fiscal month and year. Future
periods cannot be entered.
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Field

Description

Budget FY

New/
Modification
[Action]

Traveler ID

Employee Name

Resp Agcy/Org
Travel Policy ID
Work Location

Work Location
Description

Purpose Code
Purpose
Description
Registration Fee
Vendor

Advance
Amount
Def/Inc/Dec

Sched Check
Date

Default is the current fiscal year. If these transactions should
be recorded in a different fiscal year, enter the desired open
fiscal year. Future budget fiscal years cannot be entered.

Default isNew; indicates this is a new document.

Required. Enter the traveler ID number. Valid values reside on
VENZ2.

Display only. Inferred from VEN2 when Traveler ID is
entered.

Required. Enter the travelers agency and organization code.
Enter the travel policy ID associated with this travel.
Enter the travelers work location.

Display only. The work location description is inferred based
on the work location.

Enter the purpose code that coincides which necessitates
travel.

Display only. The purpose description is inferred based on the
purpose code entered.

Enter the vendor code of the vendor to which the registration
fee is to be paid.

Enter the registration fee amount.

Defaults t@efault [blank]. SelecDecreasdo record credit.

Enter the scheduled check date. Date is entered in (mm/dd/
yy) format.

In-State Travel Authorization (TEI)
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Field Description

Category Enter the check category for the registration fee.

Issue Individual Enter how the check should be issued.

Check

EFT Indicator Select whether or not payment is to be made via EFT.

Appl Type Enter the appropriate application type.

Motorpool Amt  Display only. The amount of the motorpool reservation is
displayed.

Statepark Amt Display only. The amount of the statepark reservation is
displayed.

Authorized Total Enter the total amount authorized for the traveler.

Calc Doc Total Display only. The total that the system calculated is
displayed.
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Expenses View

2 Batch: Document: TEI 470 TEST1 =]
Tip  §Erpenses ]
Ezpenze Detait
Line Murnber I [rate / / Location I
Expenze Tupe STATEP&RE. =]
Papment Method I Internal Bill
D escription |
Funding Strip
Fund Agency Org / Sub Appr Unit Activity  Function  Object / Sub Job / Project
[ o B o | | | A1
Rept Categon I Temini | Amount | & Def 0 nc 0 Dec
Field Description

Expense Detail

Line Number

Date

Location
Expense Type

Payment Method

Description

Funding Strip

Required. Enter a different two-digit number for each line on
the document. Valid values a8 to 99.

Default date is the date the document is accepted by MARS.
Enter the datenfm dd yythat is to be associated with this
document (usually the current date). Future dates cannot be
entered.

Enter the location associated with the travel.

Enter the expense type for this transaction.

Display only. The payment method associated with this travel
is displayed.

Enter the description associated with this transaction.

In-State Travel Authorization (TEI)
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Field

Description

Fund

Agency

Organization

Sub-

Organization

Appropriation
Unit

Activity

Function

Required. Default is inferred from Organization (ORG?2)
based on the agency and organization entered on this
document. Enter the fund paying for the item on this line. See
Fund Index (FUND) for valid values.

Required. Enter the Agency paying for the item on this line.
For transactions that require a balance sheet account code, an
agency must be enteredREporting Categoryis entered,;
otherwise, agency is optional on balance transactions. See
Agency Index (AGCY) and Fund Agency Index (FAGY) for
valid values.

Conditional. Organization may be required depending on the
Revenue Budget Organization Optioron Fund Agency
Index (FAGY). For transactions that require a balance sheet
account code, this field is optional. See Organization Index
(ORGN) for valid values.

Conditional. Sub-Organization is required if theb-
Organization Required on Revenueoption isRequired [Y]

on Organization (ORGZ2). Otherwise, this field is optional.
Enter the sub-organization paying for the resource named on
this line. See Sub-Organization (SORG) for valid values.

Conditional for Extended Budgeting. Program Budget Unit
may be required depending on #epropriation Control

Option on Fund Index (FUND). Required when the

transaction is entered with a closed budget fiscal year. The
appropriate must be open and must be applicable to the budget
fiscal year entered for the transaction. See Appropriation
Inquiry (Extended) (EAP2) for valid values.

Conditional. Default is inferred from Organization (ORG?2), if

it is included there. Activity may be required, depending on
theRevenue Budget Activity Optionon Fund Agency Index
(FAGY). For transactions that require a balance sheet account
code, this field is optional. See Activity Index (ACTV) for

valid values.

Optional. Default is inferred from Organization (ORG2), or
from Activity (ACT?2) if a function is not entered in
Organization (ORT2). See Function (FUNC) for valid values.
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Field

Description

Object

Sub-Object

Job / Project

Rept Category

Termini

Amount

Def/Inc/Dec

Display only. The object that best describes the resource
named on this line is displayed.

Optional. Enter a sub-object if more description is necessary.
See Sub-Object (SOBJ) for valid values.

Conditional. Job Number may be required depending on the
Job Number Required on Spendingption on Organization
(ORG2).

Conditional. Reporting Category is required on expenditure
transactions if th&®eporting Category option on Agency
(AGC?2) isRequired on Expenditure Transactions [3for
transactions that require a balance sheet account code, this
field is required if theReporting Category Optionis Y
(required) on Balance Sheet (BACC). Otherwise, this field is
optional. See Reporting Category (RPTG) for valid values.

Optional. This field is used by the Department of
Transportation to record termini or bridge identifiers for DOT
projects.

Required. Enter the dollar amount of the resource(s) described
on this line. Record two digits for cents; the decimal point is
optional. Do not enter dollar signs or commas.

Defaults tdefault [blank]. SelectDecreaseo record credit
memos.
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INTERNALTRAVELMOUCHER(IIT)

BS Account

E_Batch: Document: IT 470 1IT00000DO1 M=l
D ate of Recaord I F Accounting Period I / Budget Fr I_
@& MNew  Modification Type & Invalves Different Funds " Involves Same Fund
Offset Receive / Cash Account I_ Facility Code I— Offset Liability # Cash Account I_
Traveler [D I— Document Total I—

Seller Buyer I

Seller Account

Fund I_ ity I_

Agency I_ Revenue Source / Sub I—a’ I_

Organization / Sub I— ! I_ Job Mumber I—

Appropriation Lnit I— Reporting Categom I—

l—

The Internal Travel Voucher (1IT) is a travel document which facilitates the transfer

of funds between internal buyers and sellers (e.g. internal entities which are part of
the Commonwealth of Kentucky enterprise). On the seller side, IIT updates the
revenue accounts. On the buyer side, IIT updates the expense accounts. The buyer is
the traveler, and the sellers are the State Motor Pool and State Parks. The IIT updates
Employee Travel Summary (ETSM) and Open Trip Expense Line Inquiry (OTLT)

and validates against Travel Special Accounts (TSPC).

The accounting office personnel may access a web page and create an IIT form
online. Information is transferred from the State Park/Motor Pool Authorization form
to the IIT document. The IIT document is routed through a minimum number of

192
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approval levels and is posted as an Il document. The IIT document posts the revenue

in the State Park or Motor Pool accounts and posts the expense in the traveler’s

account

Field

Description

Date of Record

Accounting
Period

Budget FY

New/
Modification
[Action]

Type

Offset Receive/
Cash Account

Facility Code

Offset Liability/
Cash Account

Default date is the date the document is accepted by MARS.
Enter the datenim dd yythat is to be associated with this
document (usually the current date). Future dates cannot be
entered.

Default is inferred fronDate of Record If these transactions
should be recorded in another accounting period, enter the
desired open period, using fiscal month and year. Future
periods cannot be entered.

Default is the current fiscal year. If these transactions should
be recorded in a different fiscal year, enter the desired open
fiscal year. Future budget fiscal years cannot be entered.

Default isNew; indicates this is a new document.

Required. Valid values are:

Involves Different Funds [2] this document concerns an
internal purchase/sale that involves different funds.

Involves Same Fund [3} this document concerns an internal
purchase/sale that involves the same fund for the buyer and
seller.

Default account used depends on the valdatefnal Cash
Voucher Option on System Control Options (SOPT). If the
field is[Y] Yes the balance sheet account is inferred from the
seller’'s fund and bank account. If the fieldN No, the

system useBue from Fund on System Special Accounts
(SPEC).

Required. Enter the facility where the internal expense
occurred. See DEST for valid values.

Default assigns an account code according to the value in the
Type field.
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Field

Description

Traveler ID

Document Total

Conditional. Required if facility type on IRBS is “High
Security”. Enter the Traveler ID of the traveler that incurred
the expense. See VEND for valid values.

Required. Enter the net amount of all lines on the document.
To compute this amount:
1. Add all increase amounts.
2. Add all decrease amounts.
3. Subtract the smaller of these amounts from the larger.

4. Enter that amount.
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Seller View

Field Description

Seller Account

Fund Required. Enter the seller fund for the resources. Default is
inferred from Organization (ORGZ2) based on the Agency and
Organization entered on this document. See Fund Index
(FUND) for valid values.

Agency Required. Enter the agency selling the resources listed in this

Organization

Sub-
Organization

Appropriation
Unit

Activity

Revenue Source

document. See Agency Index (AGCY) and Fund Agency
Index (FAGY) for valid values.

Conditional. Organization may be required, depending on
Revenue Budget Organization Optioron Fund Agency
Index (FAGY). For transactions that require a balance sheet
account code, this field is optional. See Organization Index
(ORGN)

Conditional. Sub-Organization is required if Beb-
Organization Required on RevenueoptionRequired [Y]on
Organization (ORG2). See Sub-Organization (SORG) for
valid values.

Conditional for Extended Budgeting. Program Budget Unit
may be required depending on #hepropriation Control

Option on Fund Index (FUND). Required when the

transaction is entered with a closed budget fiscal year. The
appropriate must be open and must be applicable to the budget
fiscal year entered for the transaction. See Appropriation
Inquiry (Extended) (EAP2) for valid values.

Conditional. Default is inferred from Organization (ORG2), if

it is included there. Activity may be required, depending on
theRevenue Budget Activity Optionon Fund Agency Index
(FAGY). For transactions that require a balance sheet account
code, this field is optional. See Activity Index (ACTV) for

valid values.

Optional. Either a Revenue Source or Seller BS Account may
be entered, but not both. See Revenue Source Index (RSRC)
for valid values.
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Field

Description

Sub-Revenue
Source

Job Number

Reporting
Category

BS Account

Sub-Revenue may be required, depending oisthe
Revenue Source Required Optiomn Revenue Source
(RSR2). See Sub-Revenue Source (SREV) for valid values.

Conditional. Job Number may be required, dependifgbon
Number Required on Spendingoption on Organization
(ORG2).

Conditional. Reporting Category may be required, depending
on the Reporting Category Required on Revenue Transaction
option on Agency (AGC2). Enter the reporting category of the
seller. See Reporting Category (RPTG) for valid values.

Optional. Either a Revenue Source or Seller BS Account may
be entered, but not both. The BS Account must be type (01)
and non-cash account.
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Buyer View

E._ Batch: Document: IT 470 1ITO0DODDOT M= E3

Date of Record I ! /! Accourting Period I /! Budget FY* |

@« Mew  Modification

Offzet Receive / Cazh Account | Facility Code | Offset Liability / Cazh Account |

Type & Involves Different Funds  Involves Same Fund

Traveler ID I Document Total I
Seller Buyer |
Line I_ Ref Mumber | Ref Line I_
Fund | Activity | Rept Categary |
Aagency | Functiot | BS Account |
Organization Subl ! I_ Object # Sub I /! I_ Amount I
Appropriation Lnit | Job Mumber | Termnini |
Diescription | Def /e £ Dec o e o
Field Description
Line Required. Enter a different two-digit number for each line on

Ref Number

Ref Line

Fund

Agency

the document. Valid values a8 to 99.

Conditional. Required if this line concerns items previously
recorded on a TE authorization; otherwise leave blank. Enter
the document code, agency and number of the document being
referenced.

Used to identify an individual line within the TE document.

Required. Default is inferred from Organization (ORG?2)
based on the agency and organization entered on this
document. Enter the fund paying for the item on this line. See
Fund Index (FUND) for valid values.

Required. Enter the Agency paying for the item on this line.
For transactions that require a balance sheet account code, an
agency must be enteredREporting Categoryis entered,;
otherwise, agency is optional on balance transactions. See
Agency Index (AGCY) and Fund Agency Index (FAGY) for
valid values.

Internal Travel Voucher (lIT)
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Field

Description

Organization

Sub-
Organization

Appropriation
Unit

Description

Activity

Function

Object

Sub-Object

Conditional. Organization may be required depending on the
Revenue Budget Organization Optioron Fund Agency
Index (FAGY). For transactions that require a balance sheet
account code, this field is optional. See Organization Index
(ORGN) for valid values.

Conditional. Sub-Organization is required if theb-
Organization Required on Revenueoption isRequired [Y]

on Organization (ORGZ2). Otherwise, this field is optional.
Enter the sub-organization paying for the resource named on
this line. See Sub-Organization (SORG) for valid values.

Conditional for Extended Budgeting. Program Budget Unit
may be required depending on #epropriation Control

Option on Fund Index (FUND). Required when the

transaction is entered with a closed budget fiscal year. The
appropriate must be open and must be applicable to the budget
fiscal year entered for the transaction. See Appropriation
Inquiry (Extended) (EAP2) for valid values.

Optional. This is a free text field for a short description of the
internal bill expense.

Conditional. Default is inferred from Organization (ORG?2), if

it is included there. Activity may be required, depending on
theRevenue Budget Activity Optionon Fund Agency Index
(FAGY). For transactions that require a balance sheet account
code, this field is optional. See Activity Index (ACTV) for

valid values.

Optional. Default is inferred from Organization (ORG2), or
from Activity (ACT?2) if a function is not entered in
Organization (ORT2). See Function (FUNC) for valid values.

Required. Enter the object that best describes the resource
named on this line. For transactions that require a balance
sheet account code, this field is optional. For internal refunds,
this field must be blank.

Optional. Enter a sub-object if more description is necessary.
See Sub-Object (SOBJ) for valid values.
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Field

Description

Job Number

Rept Category

BS Account

Amount

Termini

Def/Inc/Dec

Conditional. Job Number may be required depending on the
Job Number Required on Spendingption on Organization
(ORG2).

Conditional. Reporting Category is required on expenditure
transactions if th®eporting Category option on Agency
(AGC?2) isRequired on Expenditure Transactions [3for
transactions that require a balance sheet account code, this
field is required if theReporting Category Optionis Y
(required) on Balance Sheet (BACC). Otherwise, this field is
optional. See Reporting Category (RPTG) for valid values.

Optional. See BACC for valid values.

Required. Enter the dollar amount of the resource(s) described
on this line. Record two digits for cents; the decimal point is
optional. Do not enter dollar signs or commas.

Optional. This field is used by the Department of
Transportation to record termini or bridge identifiers for DOT
projects.

Defaults tdefault [blank]. SelectDecreaseo record credit
memos.
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INTERNALMOUCHER(II)

E._ Batch: Document: I 470 D0000O0O0ODDO M= E3
Date of Record / / Accourting Period I / Budget Fy I—
@« New  Modification Type % Irvabves Different Funds [ lrwelves Same Furmd
Offzet Receive ¢ Cash Account I— Offzet Liability # Cash Account I—
Document Total I—
Seller Buyer |
Seller Account

Fund I— Function I—

Agency I_ Revenue Source / Sub I_.-" I_

Organization / Sub I_ ! I_ Job Humber I—

Appropriation Lnit I— Reporting Category I_

Luctivity I_

The Internal Voucher (Il) document acts as an invoice for the seller and a payment
voucher for the buyer for an internal purchase or sale. An internal purchase/sale is one
in which the seller is an organizational entity within the institution, rather than an
outside vendor.

Although this document is not stored in the open payment voucher tables, it can be
modified. To change the results of a previously entered internal transaction, enter a
new modified payment voucher document. For reporting purposes, the transaction
number should be the same as the previous payment voucher.
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Note: Once this document is accepted by the system, it is posted as a type 2 or type 3
Payment Voucher (PV). See tbiser’s Guidefor information about how the
system determines posting of the Internal Voucher (l1).

Field Description

Date of Record Default is the date the document is accepted. Enter the date
(mm dd yythat you want to associate with this document,
usually the current date. You cannot enter a future date.

Accounting Default is inferred fronDate of Record If you want these

Period transactions recorded in another accounting period, enter the
desired open period, using fiscal month and fiscal year. You
cannot enter future periods.

Budget FY Default is the current fiscal year. If you want these
transactions recorded in another fiscal year, enter the desired
open fiscal year. You cannot enter future budget fiscal years.

New/ Default isNew [E]. Valid values are:
Modification
[Action] New [E]

Indicates that this is a new entry (new document).
Modification [M]
This allows you to add lines to a previous document,
change the amounts on existing lines (not codes), or
cancel a line (decrease a line amount to zero). To
change codes in an existing line, you must cancel that
line and reenter a new line. You can record both
these lines on the same document by entering
Modification [M].

Type Required. Valid values are:

Involves Different Funds [2]
This document concerns an internal purchase/sale,
involving different funds.

Involves Same Fund [3]
This document concerns an internal purchase/sale
that involves the same fund for the buyer and seller.
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Field

Description

Offset Receive/
Cash Account

Default assigns an account code according to value in the
Type field.

If Type is Involves Different Funds [2] the code used

depends on the value enteredriternal Cash Voucheron
System Control Options (SOPT). If the valu&'es [Y] the
system uses the balance sheet account inferred from the
seller’s fund and bank account codes unless a valid cash
account code is entered in this field. If the valuddgN], the
system uses the value entere®ire From Fundon System
Special Accounts (SPEC) unless a valid receivable account is
entered in this field.

If Type isInvolves Same Fund [3]no account code is used
because within same fund vouchers do not create a receivable.
However, cash entries will be generated for Tig}evouchers
whenlinternal Cash Voucheron System Control Options
(SOPT) isYes [Y]Enter the receivable account code to

override theDue From Fundon System Special Accounts
(SPEC) or enter the cash account code to override the cash
account code inferred from the seller’s fund and bank account.
See Balance Sheet Account Index (BACC) for valid values.
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Field Description

Offset Liability/  Default assigns an account code according to value in the
Cash Account Type field.

If Type is Involves Different Funds [2] the code used
depends on the value enteredriternal Cash Voucheron
System Control Options (SOPT). If the valu&es [Y] the
system uses the balance sheet account inferred from the
buyer’s fund and bank account codes unless a valid cash
account code is entered in this field. If the valudaqgN], the
system uses the value entere®ire to Fundon System
Special Accounts (SPEC) unless a valid liability account is
entered in this field.

If Type isInvolves Same Fund [3]no account code is used
because within same fund vouchers do not create a liability.
However, cash entries will be generated for Ti@}evouchers
whenlinternal Cash Voucheron System Control Options
(SOPT) isYes [Y]

Enter the liability account code to override e to Fund

on System Special Accounts (SPEC) or enter the cash account
code to override the cash account code inferred from the
buyer’s fund and bank account. See Balance Sheet Account
Index (BACC) for valid values.

Document Total  Required. Enter the net amount of all lines on the document.
To compute this amount:
1. Add all the increase amounts.
2. Add all the decrease amounts.
3. Subtract the smaller of these amounts from the larger.

4. Enter that amount.
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Seller View

Field Description

Seller Account

Fund Required. Enter the seller fund for the goods or services.
Default is inferred from Organization (ORG2) based on the
agency and organization entered on this document. See Fund
Index (FUND) for valid values.

Agency Required. Enter the agency that is selling the goods or services

Organization/
Sub

Appropriation
Unit

Activity

Function

204

listed in this document. See Agency Index (AGCY) and Fund
Agency Index (FAGY) for valid values.

Conditional.Organization may be required, depending on the
Revenue Budget Organization Optioron Fund Agency
Index (FAGY). See Organization Index (ORGN) for valid
values.

Sub-Organizationis required if theSub-Organization
Required on Revenueoption isRequired [Y]on
Organization (ORG2). See Sub-Organization (SORG) for
valid values.

Required. Enter the Program Budget Unit element for the
items listed on this voucher. See Program Reference Table
(PRFT) for valid values. The Appropriation Program element
and Allotment Program element will be inferred from PRFT
based on Program Budget Unit.

Conditional. Default is inferred from Organization (ORG2), if
it is included there. May be required, depending on the
Revenue Budget Activity Optionon Fund Agency Index
(FAGY). See Activity Index (ACTV) for valid values.

Conditional. May be required, depending orRbeenue
Budget Function Optionon Fund Agency Index (FAGY).
Default is inferred from Organization (ORGZ2); or from
Activity (ACT?2), if a function is not entered in Organization
(ORG2). See Function (FUNC) for valid values.
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Field Description

Revenue Source/ Required. See Revenue Source Index (RSRC) for valid values.

Sub Sub-Revenuemay be required, depending on the

Sub-Revenue Source Required Optionn Revenue Source
(RSR2). See Sub-Revenue Source (SREV) for valid values.

Job Number Conditional. May be required, depending oddbheNumber
Required on Spendingoption on Organization (ORG2).

Reporting Conditional. May be required, depending onReporting

Category Category Required on Revenue Transactiomption on

Agency (AGC?2). Enter the reporting category of the seller.
See Reporting Category (RPTG) for valid values.

Internal Voucher (I1)
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Buyer View

Drate of Record ¢

E_Batch: Document: Il 470 0000DO0DODOO M= E3

! Accounting Period I /! Budget FY* |

i MNew  Modification Type {* |rwolves Different Funds " Irwolves Same Fund
Offset Receive # Cazh Account | Qffset Liability / Cash Account |
Document Total I
Seller Buyer |
Lime | Reference Number | Line I_
Fund | Ackivity | Rept Categaory |
Agency | Function | BS Account |

Organization # Sub I / I Object # Sub I / I Amaunt I
Appropriation Lnit | Job Mumber I Termini I

Def / Inc / Dec o . 9 Partial / Final Ind | Default hd
Description |
=

Field Description

Line Required. Enter a different two-digit number for each line on
the document. Numbef® to 99 are valid.

Reference Conditional. Required if this line concerns items previously

Number recorded on another transaction; otherwise, leave blank. Enter
the document code, agency and number of the document being
referenced
If a prior year purchase order is referenced, ensure that all
values in the accounting distribution are valid for the prior
year as well as for the current year.

Line Conditional. Required if this line concerns items previously
recorded on a purchase order; leave blank for requisition
documents. Enter the purchase order line number, from the
purchase order document, of the item being referenced.

Fund Required. Default is inferred from Organization (ORG?2)

206

based on the agency and organization entered on this
document. Enter the fund paying for the item on this line. See
Fund Index (FUND) for valid values.
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Field

Description

Agency

Organization/
Sub

Appropriation
Unit

Activity

Function

Object/Sub

Required. Enter the agency paying for the item on this line.
See Agency Index (AGCY) and Fund Agency Index (FAGY)
for valid values.

Conditional.Organization may be required, depending on the
Revenue Budget Organization Optioron Fund Agency
Index (FAGY). See Organization Index (ORGN) for valid
values.

Sub-Organizationis required ifSub-Organization

Required on Revenueon Organization (ORG2) Required

[Y]. Otherwise, this field is optional. Enter the sub-
organization paying for the item named on this line. See Sub-
Organization (SORG) for valid values.

Required. Enter the Program Budget Unit element for the
items listed on this voucher. See Program Reference Table
(PRFT) for valid values. The Appropriation Program element
and Allotment Program element will be inferred from PRFT
based on Program Budget Unit.

Conditional. Default is inferred from Organization (ORG?2), if

it is included there. May be required, depending on the
Revenue Budget Activity Optionon Fund Agency Index
(FAGY). For transactions that require a balance sheet account
code, this field is optional. See Activity Index (ACTV) for

valid values.

Optional. Default is inferred from Organization (ORG2); or
from Activity (ACT?2), if a function is not entered in
Organization (ORG2). See Function (FUNC) for valid values.

Object is required. Enter the object that best describes the
item named on this line. For transactions that require a balance
sheet account code, this field is not allowed.

Sub-Objectis optional. Enter a sub-object if more description
is needed. See Sub-Object (SOBJ) for valid values.

Internal Voucher (I1)
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Field

Description

Job Number

Rept Category

BS Account

Amount

Termini

Def/Inc/Dec

Conditional. May be required depending oddbeNumber
Required on Spendingoption on Organization (ORG2).

If Job Costis Yes [Y]on System Control Options (SOP2),
enter a job number. fob Costis No [N], enter a project
number. If your installation does not use job cost or project
accounting, you may enter a general reporting category code.

Conditional. Required on expenditure transactions if the
Reporting Category option on Agency (AGC2) iRequired
on Expenditure Transactions [3]

For transactions that require a balance sheet account code, this
field is required if thdReporting Category Optionis Y

(required) on Balance Sheet Account Index (BACC).
Otherwise, this field is optional. See Reporting Category
(RPTG) for valid values.

Conditional. Enter a balance sheet account if this is an
expense transaction (fixed assets, consumption-based
inventories, pre-paid items) or if this transaction transfers
funds between two balance sheet accounts. If the latter is the
caseObject must be blank. See Balance Sheet Account Index
(BACC) for valid values.

You cannot enter a balance sheet account that is used as a
default account on System Special Accounts (SPEC).

Required. Enter the dollar amount of the item(s) described on
this line. Record two digits for cents; the decimal point is
optional. Do not enter dollar signs or commas.

Conditional. Required ifermini Validation Indicator is
selected on Agency Project (AGPR) for this project. Enter the
mile point, range of mile points, or bridge identifier at which
work is performed for a given Highway Route. See Termini
Reference Table (TERM) for valid values.

Defaults t®efault [blank]. SelectDecrease [D}o record
credit memos.
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Field Description

Partial/Final Ind  Defaults t®efault [blank]. This field is used only when a
purchase order is referenced. Valid values are:

Default [blank]
This will leave this field blank.

Partial [P]
This value is optional (the system knows that the
payment is partial because the payment voucher line
amount is less than the purchase order line amount).

Final [F]
If the total amount expensed equals the purchase
order line amount, then the purchase order line is
closed automatically, and this value is optional.
SelectFinal [F] if the total amount expensediéss
thanthe purchase order amount, but you want to
force a close (the item did not cost as much as
expected) or if the total amount expenseahise
thanthe purchase order amount (the item cost more
than expected).

A maximum limit exists for how much the total amount
expensed can exceed the purchase order amount. (See
discussion of purchase orders in tger's Guide)

Description Optional. Enter a description for this voucher line.
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INVENTORYADJUSTMENT(IA)

2 Batch: Document: 1A 470 00000000000 !E[

Date of Record I ! / Accounting Period I / Budoget FY' |

& New  Modification

Warehouse I
Camments |
Adjust
Stock Adjustrent Quantity Def / Yalue Def £
Item Mumber Code on Hand Ine: # Dec per Unit Inc # Dec
[ S [ [N ol o N o

|
Stack Ikem Description |
|

Adjustrent Code Description

The Inventory Adjustment (I1A) document records adjustments in on-hand quantities
or in unit costs of stock items.

Field Description

Date of Record Default is the date the system accepts the document. Enter the
date (mm dd yythat you want to associate with the
transaction, usually the current date. You cannot enter a future

date.
Accounting Default is inferred from th®ate of Record To record this
Period transaction in another accounting period, enter the desired

period (ensure that it is open) using fiscal month and fiscal
year fnm yy. You cannot enter a future period.
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Field Description

Budget FY Defaults to the budget of the current fiscal year. If you want
this transaction recorded in another fiscal year, enter the
desired fiscal yeawy) and ensure that it is open. You cannot
enter a future budget fiscal year.

New/ Defaults toNew [E]. Valid values are:

{\'/IA\(():(tjich]atlon New [E]

Indicates a new document.

Modification [M]
Indicates that this transaction is modifying a
previously entered document.

Warehouse Required. Enter the warehouse requesting the inventory
adjustment. See Warehouse Management Index (WHSE) for
valid values.

Comments Optional. Enter up to thirty characters of text you want
associated with this document.

Adjust

Stock Item Required. Enter a stock number to identify an item within the

Number warehouse. See Inventory by Stock Item Inquiry (INVI) for
valid values.

Adjustment Required. Enter the reason this adjustment is necessary. See

Code Adjustment Code (ADJC) for valid values.

Quantity on Conditional. Required for a quantity adjustment. Enter the

Hand number of units added to or subtracted from the on-hand

Def/Inc/Dec

quantity of the stock item. If decreasing the on-hand quantity,
you cannot enter a quantity that is greater than the on-hand
quantity.

Default iDefault [blank]. If this transaction is a quantity
adjustment, selet¢hcrease [l], to add the quantity to the on-
hand quantity, oDecrease [D]to subtract from the on-hand
quantity.
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Field

Description

Value per Unit

Def/Inc/Dec

Stock Iltem
Description

Adjustment
Code
Description

Conditional. Required for a value adjustment. Enter the
amount, up to three decimals, that the unit cost is adjusted. If
decreasing an item's unit cost, you cannot enter an amount that
is greater than the current unit cost.

Defaults t®efault [blank]. If this transaction is a value
adjustment, selet¢hcrease [l], to add the amount to the unit
cost of the stock item, @ecrease [D]to subtract the amount
from the unit cost of the stock item.

Display only. This field infers the description for the stock
item code from Inventory (INVN).

Display only. This field infers the description for the
adjustment code from Adjustment Code (ADJC). If the code
used does not exist, this field will remain blank.
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JoB CHARGES(JC)

B Batch: Document: JC 470 TEST1 [_ O] x|
Appropriation D ate ! ! Accounting Period ! Budget Fr* I_

& Mew  Modification

Job Mumber Cammeants I—

Uitz T otal [ Documnent Total I—

Calculated Units Tatal I— Calculated Doc Tatal I—

Fund I— Reporting Category I— =
Agency I— T ermini I—

Organization / Sub I— ! I_ D escription I—

Appr Unit Charge Clazs I_

Activity [ Units [ Def /Inc / Dec

Funation I— Amaount I— [C e

Object / Sub [ ] =

The Job Charges (JC) document records non-accounting charges or billing
adjustments to a job

Field

Description

Appropriation
Date

Accounting
Period

Budget FY

Required. Enter the set-up date for this job. You cannot enter a
date (nm dd yythat is less or greater than the expiration date
of the job.

Defaults to the accounting period of the approval date. Enter
only if you wish to change these transactions to a different
period. You cannot enter future periods.

Required. Defaults to the current fiscal year. If this transaction
is recorded in some other accounting period, enter the desired

open accounting periodnfn yy. You cannot enter future
periods.

Job Charges (JC)
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Field

Description

New/
Modification
[Action]

Job Number

Comments

Units Total

Document Total

Calculated Units

Total

Calculated Doc

Total

Fund

Agency

Organization/
Sub

Defaults toNew [E]. Valid values are:

New [E]
Indicates a new document.

Modification [M]
Indicates an adjustment to a previous charge
document.

Required. Enter the number for this job. See Job Inquiry
(JOB2) for valid values.

Optional. Enter any additional information about the
document.

Default equalB. Required if any units are entered on the
document. Enter the net sum of all units entered (that is,
taking into account increases and decreases).

Default equals Required if any amounts are entered on the
document. Enter the net sum of all dollar amounts entered on
the document. This field is not affected by the amounts
computed from a charge class times units entry.

Display only. The system computed total of all line units is
displayed.

Display only. The system computed total of all line amounts is
displayed.

Required when th&ccount Distribution billing option on
Job Inquiry (JOB2) idManual [M]. Otherwise this field is
optional. Enter a valid fund from Fund Index (FUND).

Required. Enter a valid agency from the Agency Index
(AGCY).

Optional ifAgencyis entered. Sub-Organization is optional if
organization is entered.
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Field

Description

Appr Unit

Activity

Function

Object/Sub
Reporting
Category

Termini

Description

Charge Class

Units

Amount

Def/Inc/Dec

Required. Enter the Program Budget Unit element that will be
charged for this accounting line. See Program Reference
Table (PRFT) for valid values. The Appropriation Program
element and Allotment Program element will be inferred from
PRFT based on Program Budget Unit.

Optional. Enter a valid activity from Activity Index (ACTV).

Optional. If blank, it is inferred from Organization (ORGZ2); or
from Activity (ACT?2), if a function code is not entered in
Organization (ORG2). Enter a valid function from Function
(FUNC).

Conditional. Required if charge clads@T entered;
otherwise optional. Sub-Object is optional if object is entered.

Conditional. Optional ifAgencyis entered. Enter a valid
reporting category from Reporting Category (RPTG).

Conditional. Required ifermini Validation Indicator is
selected on Agency Project (AGPR) for this project. Enter the
mile point, range of mile points, or bridge identifier at which
work is performed for a given Highway Route. See Termini
Reference Table (TERM) for valid values.

Optional. Enter informational text about this line.

Conditional. Required if object is not entered; otherwise
optional. See Charge Class (CHRG) for valid values.

Conditional. Required €harge Classis entered and
Amount is blank; otherwise optional. Enter the number of
units (innnn.nn that this transaction affects.

Conditional. Required €harge ClassandUnits are both
blank; otherwise optional. If entered, this amount overrides
the amount computed based on the charge class times units.

Defaults tdefault [blank]. On a modification transaction,
select eitheincrease [I] or Decrease [D]
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JoB CONTROL(JB)

= Batch: Document: JB 470 00000000000 M[=1E
Buyer and Seller Accts I Biling and Costing Ctls I

Job Mumber I Job Description |
Action MHew - Starting D ate I / / E piration [ ate I ! !

Seller Account
Fund l— Activity l— Rev Srce / Sub I— ! I_
Agency l_ Function I_ Rept Cat l—
Organization #Gub [~ 4] Object/Sub [ 4]

Appropriation Lnit I— BS Account

Buyer Account
Furid [ dpprlnit [T DbectsSub [ (4]
Agency l_ Activity I— Rept Cat l—
Organization # Sub I_ ! I_ Function I_ Job Mumber I—

PO MNumber I I PO Line Mumber I_ Pravider I
Grant I Project I Extended Proj I

The Job Control (JB) document adds a new job to the system, changes the basic
information about the job, or closes an existing job.

Field Description

Job Number Required. Enter a unique code for a new entry, or an existing
job number for an adjustment or closing entry.

Job Description Optional. Enter up to thirty characters of informational text.
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Field Description

Action Required. Valid values are:

New [E]
Sets up a new job on Job Inquiry (JOB2).
Modification [M]
Modifies information on Job Inquiry (JOB2).
Close [C]
Sets the expiration date to the transaction (current)
date and closes the job.
Bill [B]
Indicates that a job with a billing cycle equaBnd
of Job [E] has ended and is ready to receive a bill.

Starting Date Required. Enter the starting datm(dd yYy of the job.

Expiration Date ~ Conditional. Enter the expiration date of the job when it is
originally set up, if known. No charges are accepted for the
job after this date and the job is considered closed. Closed jobs
are purged from the job system one month after they were
closed.

You can add or change this field on a modification
transaction; and leave this field blank on a closing transaction.
WhenAction is Close [C] the system takes the transaction
date as the expiration date.
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Buyer and Seller Accts View

Field

Description

Seller Account

Fund

Agency

Organization/
Sub

Appropriation

Unit

Activity

Function

218

Conditional. Required Job Costis Internal [I] or External
[E]. Default is inferred from Organization (ORG2) based on
the agency and organization entered on this document. See
Fund Index (FUND) for valid values.

Required. See Agency Index (AGCY) for valid values.

Conditional.Organization is required for Internal and
External jobs if theRevenue Budget OrganizatiorOption

on Fund Agency Index (FAGY) i¢ (required for budget and
accounting); otherwise, optional. See Organization Index
(ORGN) for valid values.

Sub-Organizationis optional. See Sub-Organization (SORG)
for valid values.

Required. Enter the Program Budget Unit element for the job.
See Program Reference Table (PRFT) for valid values. The
Appropriation Program element and Allotment Program
element will be inferred from PRFT based on Program Budget
Unit.

Conditional. Required if th®evenue Budget Activity
Option on Fund Agency Index (FAGY) i (required on
budget and accounting) ér(required on accounting);
optional otherwise. See Activity Index (ACTV) for valid
values.

Optional. If blank, it is inferred from Organization (ORG2); or
from Activity (ACT2), if a function code is not entered in
Organization (ORG2). See Function (FUNC) for valid values.
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Field

Description

Object/Sub

BS Account

Rev Srce/Sub

Rept Cat

Buyer Account

Fund

Agency

ConditionaDbject is required ifRevenue Sourceés blank;
otherwise, optional. The object must belong to an object group
defined afRE (reimbursable).

Sub-Objectis required if theSub-Object Required

checkbox is selected [Y] on Expense Budget Inquiry (EXP2 or
EEX2); otherwise, this field is optional. See Sub-Object
(SOBJ) for valid values.

Optional. See Balance Sheet Account Balance (BBAL) for
valid values. If the balance sheet account is entered, ensure
that has an account type @f (asset).

Conditional. Require@ibject is blank. See Revenue Source
Index (RSRC) for valid values.

Sub-Revenue Sourcés required ifSub-Revenue Source
Required is Yes [Y]on Revenue Source (RSR2). Optional
otherwise. See Sub-Revenue Source (SREV) for valid values.

Conditional. Required if tiReporting Category Required
on Revenue Transactiondield on Agency (ACG2) is:

Required on Pre-Encumbrance Transactions [1],
Required on Encumbrances [2], or
Required on Expenditures [3].

Otherwise optional. See Reporting Category (RCAT) for valid
values.

Required iflob Costis Internal [1] ; otherwise, leave blank.
See Fund Index (FUND) for valid values.

Required iflob Costis Internal [1] ; otherwise, leave blank.
See Agency Index (AGCY) for valid values.

Job Control (JB)
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Field

Description

Organization/
Sub

Appr Unit

Activity

Function
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Conditional. IfJob Costis Internal [I] ; Organization is
required if theExpense Budget Organizatioroption isY
(required on budget and accounting)ofrequired on
accounting) on Fund Agency Index (FAGY), and is otherwise
optional. Similarly,Sub-Organization is optional if the
organization is specified; leave blank otherwise.

If Job Costis notinternal [1] ; leave both fields blank.

Conditional. I1fJob Costis Internal [I] ; Program Budget Unit

is required if theAppropriation Control Option is C (full
control) orP (presence control) on Fund Index (FUND). See
Program Reference Table (PRFT) for valid values. The
Appropriation Program element and Allotment Program
element will be inferred from PRFT based on Program Budget
Unit.

If Job Costis notinternal [1] ; leave blank.

Conditional. IfJob Costis Internal [I] ; Activity is required if
theExpense Budget Activity OptionisY (required on budget
and accounting) oA (required on accounting) on Fund
Agency Index (FAGY). Otherwise optional. See Activity
Index (ACTV) for valid values.

If Job Costis notinternal [1] ; leave blank.

Conditional. 1fob Costis Internal [I], andFunction is

blank, it is inferred from Organization (ORGZ2); or from
Activity (ACT?2), if a function code is not entered in
Organization (ORGZ2). Otherwise, required if thepense
Budget Function Optionis Y (required on budget and
accounting) oA (required on accounting) on Fund Agency
Index (FAGY). Otherwise optional. See Function (FUNC) for
valid values.

If Job Costis notinternal [1] ; leave blank.
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Field

Description

Object/Sub

Rept Cat

Job Number

PO Number

PO Line Number

Provider

Grant
Project

Extended Proj

Conditional. Wob Costis Internal [I], Object is required.
See Object Index (OBJT) for valid valu&ib-Objectis
required if theSub-Object Requiredcheckbox is selected
[Y] on Expense Budget Inquiry (EXP2 or EEX2). Otherwise
optional. See Sub-Object (SOBJ) for valid values.

If Job Costis notinternal [1] ; leave both fields blank.

Optional iJob Costis Internal [I] . See Reporting Category
(RPTG) for valid values. Otherwise leave blank.

Optional dob CostisInternal [1] . If entered, ensure that it is
a valid job number. Otherwise leave blank.

Conditional. Required if a purchase order is referenced by this
job. Otherwise optional. For modification transactions, an
asterisk (*) in this field removes this reference from the job.

Optional. See Open Purchase Order Header Inquiry (OPOH)
and Open Purchase Order Line Inquiry (OPOL) for valid
values.

Required iflob Costis External [E]; otherwise, leave blank.
See Customer (CUST) for valid values.

Leave blank. Not used in MARS.
Leave blank. Not used in MARS.
Optional ifob Costis Other [O] or External [E]; otherwise,

leave blank. Enter the extended project for which costs are
accumulated.
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Billing and Costing Ctls View

" Batch: Document: JB 470 00000000000 M= E3
Buyer and Seller ccts ¢ Biling and Costing Ctls i
Job Mumber I Job Description |
Action Mew - Starting D ate I / / E xpiration Date I ! !
Billing Contral
Job Cost IDefault vI Biling Cycle IDefaull "I Biling Lexvel IDefault YI
Billirg Type @ Default © Manual © Automatic Seller Activity & Default © ez © Mo
BilingAcct Dist & Default © Single ¢ Multiple Detai Biling Opt & Default © Yes & Nao
Job Restiction @ Default € Yes Mo I aximum Billing Amt |
Costing Control
Costing Method @ Default " Direct Cost " Cost Plus
Costing Object Clazs 1 I 2 | 3 I 4 I
Rate 1 I 2 I 3 I 4 I Default Rate I
Exclude Object 1 I 2 I 3 | 4 | 5|
Field Description
Billing Controls
Job Cost Defaults tBefault [blank]. Once entered, the job type cannot

be changed. Valid values are:

Default [blank]
These jobs were set to the default.

Internal [1]
These are jobs where one unit within the entity
provides services billable to another unit within the
entity. The seller is identified by a revenue
accounting distribution, and the buyer by an
expenditure accounting distribution.

External [E]
These are jobs where a unit of the entity incurs costs
billable to an outsider. The seller is identified by a
revenue accounting distribution, and the buyer or
customer by a provider code.

Other [O]
These jobs are used for collecting costs and are not
identified with a specific internal or external buyer.

You may, however, associate them with a project
number.
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Field Description

Billing Cycle Defaults taDefault [blank]. Indicates how the system should
select charge transactions for job billing. Valid values are:

Default [blank]

Date Range [D]
The acceptance date of the transaction falls on or
within the user specified date range.

Accounting Period [P]
The accounting period of the transaction equals the
user specified accounting period.

End of Job [E]
The bill is sent when a transaction witBi#l [B]
action is entered.

Billing Level Defaults toDefault [blank]. Determines when a new
receivable or I/D payment voucher is generated. Valid values
are:

Default [blank]

Provider [C]
All jobs with the same provider are accumulated on
one transaction.

Grant [G]
Not used in MARS. All jobs with the same provider/
grant combination are accumulated on one
transaction.

Project [P]
All jobs with the same provider/project combination
are accumulated on one transaction.

Job [J]
All jobs are on separate transactions. Default equals
Job [J].
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Field

Description

Billing Type

SellerActivity

Billing Acct Dist

Detail Billing
Opt

Job Restriction

224

Defaults taDefault [blank]. Valid values are:

Manual [M]
If Job Costis Other [O], youMUSTselect this
value.

Automatic [A]
If Job Costis Internal [I] , internal payment
vouchers are automatically generated at month-end
to record expenses to the buyer and revenue to the
seller. IfJob Costis External [E], receivable
documents are generated and posted at month-end.

Defaults tdDefault [blank]. If set toYes [Y] the activity on
accounting transactions with a job number is inferred from the
seller accounting distribution on the Job Inquiry (JOB2)
screen rather than from Organization (ORG2). When the seller
accounting distribution has a blank activity, the activity is then
inferred from Organization (ORG2).

Defaults taDefault [blank]. Determines how to derive the
billing account distribution. Valid values are:

Single [S]
The Billing Account Distribution is derived from the
Job Inquiry (JOB2) seller distribution. Defaults
equalsSingle [S]

Multiple [M]
The Billing Account Distribution is derived from the
charge transactions.

Defaults toDefault [blank]. Determines how the billing
account lines are summarized. The valid values are:

Yes [Y]
Billing account lines are summarized to the
charge-class/object level.

No [N]
Billing account lines are summarized to the revenue
source level.

Defaults befault [blank]. If set toYes [Y] agency/
organization combinations must be valid on Job Organization
(JORG).
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Field Description

Maximum Conditional. Required for automatic billing. Fully loaded

Billing Amt costs are billed up to this limit and then stopped. For manual
billing, billings in excess of this amount are accepted but are
flagged with a warning message. This amount is used as a
reference job cost estimate. If this field is left blank, no billing
occurs.

Costing Controls

Costing Method  Defaults tbefault [blank]. Valid values are:

Direct Cost [D]
For this costing method, full cost equals direct costs
for the entire job. [Default equaBirect Cost [D].

Cost Plus [P]
This costing method allows you to specify which
overhead rates are automatically applied to some or
all expenditures associated with the job. Full cost on
reports reflect direct cost plus these overhead costs.

For more information on costing methods, sediber’s

Guide

Costing Object  Optional. Leave blank when costing metho®igect Cost

Class (1 - 4), [D]; otherwise, this field is optional. You can specify up to

Rate (1 - 4) four object classes with associated overhead rates. If an object
class is specified, then you must also specify a corresponding
rate f.nnn).

Default Rate Default i4.00Q Leave blank when costing methodisect

Cost [D], otherwise, this field is optional. Enter the default
rate for all accounting transactions that do not fall into one of
the object classes entered above.

Exclude Objects Optional. You can specify up to five object codes that are not

(2-5) included in billings. Charges for these object codes are
included in the full cost computations. On the Job Billing
Report (J001), these object codes are included in the direct
charge amount and the full cost amount but are not included in
the billable amount. For automatic billings, the billable
amount is used on the automatically generated payment
vouchers.
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JOURNALMOUCHERCORRECTION- BFY (JVB)

B Batch: Document: JVE 470 TEST1 M=l E
Date of Record ||/ / Aceounting Period ! Reverzal Date / /
* Mew [ Modification Comments I—
Debit Total [ Credit Total [
Calculated Debit Total [ Calculated Credit Total [
Account Type | Expense / Expendiure =] Ref Doc / Line I_ I_
Budget Fr I_
Fund I_ Job Nurber I—
Agency I_ Reporting Categary I_
Organization / Sub I_ / I_ Termini I—
Appropriation Unit ‘endar / Cust m
Object/Rev/Sub | /[ Vendor Code
Activity I_ Wendor Name |
Funclion I_ Descriplion |
Dehbit &maunt I— Credit Amaount I—

The Journal Voucher Correction - BFY (JVB) document is used to correct previously
posted expenditure or revenue transactions. The JVB document is a generalized
document that records accounting corrections that cannot or should not be made on
other financial system documents. The only difference between a JVB and JVC
document is that on a JVB provides the ability to enter a budget fiscal year on the line.

Debits and credits to expenditures must equal and debits and credits to revenues must
equal on this document.

Field Description

Date of Record Default is the date the system accepts the document. Enter the
date (nm dd yyyou want to associate with this document,
usually the current date.

Accounting Default is inferred fronDate of Record Enter the accounting
Period period you want associated with these lines (it must be open).
Do not enter a future accounting period .
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Field

Description

New/
Modification
[Action]

Comments

Reversal Date

Debit Total

Credit Total

Calculated Debit
Total

Calculated
Credit Total

Account Type

Memo Ref Doc/
Line

Default isNew [E]. UseModification [M] if you want to
reuse a journal voucher number in the same accounting
period. This groups the documents together on the Trial
Balance by Accounting Distribution (A611) report.

Optional. Enter a descriptive note about this document.

Optional. Enter only if you want this journal voucher
automatically reversed. Enter the dater( dd yywhen you
want the reversal to take place. When this date is entered, the
last character of the journal voucher document number must
beE.

Required. Enter the total amount of the debit lines on this
document. This field must equatedit Total, or the
document is rejected.

Required. Enter the total amount of the credit lines on this
document. This field must equakbit Total, or the document
is rejected.

Display only. The system automatically calculates the total
amount of debit lines on this document. This field must equal
Calculated Credit Total, or the document is rejected.

Display only. The system automatically calculates the total
amount of credit lines on this document. This field must equal
Calculated Debit Total, or the document is rejected.

Conditional. Select the account type associated with this
journal voucher transaction. The journal voucher document
has multiple uses. For more information on entering this field,
refer to theUser’s Guide Valid values are:

Expense/Expenditure [22]
Revenue [31]

Required. Enter the transaction code, agency, and number of
the document related to this journal voucher.

Journal Voucher Correction - BFY (JVB)
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Field Description

Budget FY Required. Enter the desired fiscal year. Enter an open year that
is not a future fiscal year.

If the budget fiscal year is left blank, the fund/agency/PBU
will be edited against the Program Reference by Program
Budget Unit Inquiry (PRFB) table. If no combination is
found, no additional errors should be issued. A PRFT error
will have already been issued.

Fund Required. Enter a Fund code valid on FUN2. Default is
inferred from Organization (ORGZ2) based on the agency and
organization entered on this document. Enter the fund if you
want to override the default. See Fund Index (FUND) for valid
values. The Fund code cannot be a Capital Project Fund code.

Agency Required. Enter the agency used on this journal voucher. See
Agency Index (AGCY) for valid values.

Organization/ Required. Enter the organization and sub-organization (if
Sub desired) used on this journal voucher. See Organization Index
(ORGN) and Sub-Organization (SORG).

Appropriation Required. Enter the Program Budget Unit element for the

Unit items listed on this voucher. See Program Reference Table
(PRFT) for valid values. The Appropriation Program element
and Allotment Program element will be inferred from PRFT
based on Program Budget Unit.

Object/Rev/Sub  Conditional. Enter the object and sub-object associated with
this journal voucher OR the revenue source and sub-revenue
source associated with the journal voucher. See Object Index
(OBJT) and Sub-Object (SOBJ) or Revenue Source Index
(RSRC) and Sub-Revenue Source (SREV) for valid values.

Activity Conditional. Enter the activity used on this journal voucher.
See Activity Index (ACTV) for valid values.

Function Conditional. Enter the function used on this journal voucher.
See Function (FUNC) for valid values.

Debit Enter amounts on the debit side if you are reclassifying
expenditures, or revenues.
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Field

Description

Job Number

Rept Cat

Termini

Vendor/Cust

Code

Name

Description

Credit

Conditional. Enter the job number associated with this journal
voucher. See Job Index (JOBT) for valid values.

Conditional. Enter the reporting category associated with this
journal voucher. See Reporting Category (RPTG) for valid
values.

Conditional. Required ifermini Validation Indicator is
selected on Agency Project (AGPR) for this project. Enter the
mile point, range of mile points, or bridge identifier at which
work is performed for a given Highway Route. See Termini
Reference Table (TERM) for valid values.

Default idlone [blank] Required ilVendor Nameis
Required [Y]on System Control Options (SOP2). This field
indicates if the value entered@odeis valid on Vendor
(VENZ2) or Provider (PROV). Valid values are:

Vendor [V]
Provider [P]
None [N]

Conditional. Enter the vendor or provider associated with this
journal voucher. See Vendor Index (VEND) or Provider
(PROV) for valid values.

Default is inferred from Vendor (VEN2) or Provider (PROV)
depending on the value @ode Enter the name of the vendor
or provider for reference purposes.

Optional. Enter a description for this journal voucher line.

Enter amounts on the credit side if you are reclassifying
expenditures, or revenues.

Journal Voucher Correction - BFY (JVB)
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JOURNALVOUCHERCORRECTION(JVC)

2 Batch: Document: JYC 470 00000000000 M=l E3
[rate of Record T Accounting Period IT Budget FY' I_

& Mew  Modification Comments [ PRevealDate | / /
Dehit Tatal [ Credit Tatal I
Calculated Debit Total S Calculated Credi Total i
Account Type | Expense / Expendiure =

Mema Ref Doc/Line I_ | I_

Fund I— Job Mumber I—

Agency I_ Rept Cat I—

Organization / Sub I_ .-"I_ Termini I—

Appropriation Lnit I— Yendor / Cust Im

Object / Rev #Sub [ /[ Code I

Activity I_ Name |

Function I— Description |

Dehit [ Credit I

The Journal Voucher Correction (JVC) document is used to correct previously posted
expenditure or revenue transactions. The Journal Voucher Correction (JVC)
document is a generalized document that records accounting corrections that cannot
or should not be made on other financial system documents.

Debits and credits to expenditures must equal and debits and credits to revenues must
equal on this document.

Field Description

Date of Record Default is the date the system accepts the document. Enter the
date (nm dd yyyou want to associate with this document,
usually the current date.

Accounting Default is inferred fronDate of Record Enter the accounting
Period period you want associated with these lines (it must be open).
Do not enter a future accounting period .
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Field

Description

Budget FY

New/
Modification
[Action]

Comments

Reversal Date

Debit Total

Credit Total

Calculated Debit
Total

Calculated
Credit Total

Account Type

Default is inferred froate of Record If you want these
lines recorded in another fiscal year, enter the desired fiscal
year. Enter an open year that is not a future fiscal year.

Default isNew [E]. UseModification [M] if you want to
reuse a journal voucher number in the same accounting
period. This groups the documents together on the Trial
Balance by Accounting Distribution (A611) report.

Optional. Enter a descriptive note about this document.

Optional. Enter only if you want this journal voucher
automatically reversed. Enter the dater( dd yywhen you
want the reversal to take place. When this date is entered, the
last character of the journal voucher document number must
beE.

Required. Enter the total amount of the debit lines on this
document. This field must equatedit Total, or the
document is rejected.

Required. Enter the total amount of the credit lines on this
document. This field must equakbit Total, or the document
is rejected.

Display only. The system automatically calculates the total
amount of debit lines on this document. This field must equal
Calculated Credit Total, or the document is rejected.

Display only. The system automatically calculates the total
amount of credit lines on this document. This field must equal
Calculated Debit Total, or the document is rejected.

Conditional. Select the account type associated with this
journal voucher transaction. The journal voucher document
has multiple uses. For more information on entering this field,
refer to theUser’s Guide Valid values are:

Expense/Expenditure [22]
Revenue [31]

Journal Voucher Correction (JVC)
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Field

Description

Memo Ref Doc/
Line

Fund

Agency

Organization/
Sub

Appropriation

Unit

Object/Rev/Sub

Activity

Function

Debit

Job Number

Required. Enter the transaction code, agency, and number of
the document related to this journal voucher.

Required. Enter a Fund code valid on FUN2. Default is
inferred from Organization (ORGZ2) based on the agency and
organization entered on this document. Enter the fund if you
want to override the default. See Fund Index (FUND) for valid
values. The Fund code cannot be a Capital Project Fund code.

Required. Enter the agency used on this journal voucher. See
Agency Index (AGCY) for valid values.

Required. Enter the organization and sub-organization (if
desired) used on this journal voucher. See Organization Index
(ORGN) and Sub-Organization (SORG).

Required. Enter the Program Budget Unit element for the
items listed on this voucher. See Program Reference Table
(PRFT) for valid values. The Appropriation Program element
and Allotment Program element will be inferred from PRFT
based on Program Budget Unit.

Conditional. Enter the object and sub-object associated with
this journal voucher OR the revenue source and sub-revenue
source associated with the journal voucher. See Object Index
(OBJT) and Sub-Object (SOBJ) or Revenue Source Index
(RSRC) and Sub-Revenue Source (SREV) for valid values.

Conditional. Enter the activity used on this journal voucher.
See Activity Index (ACTV) for valid values.

Conditional. Enter the function used on this journal voucher.
See Function (FUNC) for valid values.

Enter amounts on the debit side if you are reclassifying
expenditures, or revenues.

Conditional. Enter the job number associated with this journal
voucher. See Job Index (JOBT) for valid values.
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Field

Description

Rept Cat

Termini

Vendor/Cust

Code

Name

Description

Credit

Conditional. Enter the reporting category associated with this
journal voucher. See Reporting Category (RPTG) for valid
values.

Conditional. Required ifermini Validation Indicator is
selected on Agency Project (AGPR) for this project. Enter the
mile point, range of mile points, or bridge identifier at which
work is performed for a given Highway Route. See Termini
Reference Table (TERM) for valid values.

Default idlone [blank] Required ilVendor Nameis
Required [Y]on System Control Options (SOP2). This field
indicates if the value entered@odeis valid on Vendor
(VENZ2) or Provider (PROV). Valid values are:

Vendor [V]
Provider [P]
None [N]

Conditional. Enter the vendor or provider associated with this
journal voucher. See Vendor Index (VEND) or Provider
(PROV) for valid values.

Default is inferred from Vendor (VEN2) or Provider (PROV)
depending on the value @ode Enter the name of the vendor
or provider for reference purposes.

Optional. Enter a description for this journal voucher line.

Enter amounts on the credit side if you are reclassifying
expenditures, or revenues.

Journal Voucher Correction (JVC)
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JOURNALMVOUCHERMASTERLINE OFFSET(JVL)

Document: J¥YL 470 TEST1

Date of Record |/ / Accounting Period / Reversal Date / !

# New  Madification Comments I—

Debit Total [ Credit Total [
Caloulated Dehit Total T Caloulated Credt Total |
Account Tupe [ Bzset x| RefDoc / Line I_ I_
Budnet FY l_ BS Accolnt I—

Fund I_ Job Mumber I—

Agency l_ Reporting Category I—

Organization / Sub I_ / I_ Termini I—

Appropriation Unit “endaor / Cust [None =]

Object/Rev/Sub [ 4 [ Wendor Code

Activity I_ Wendor Mame |

Function l_ [ escription |

Debit Amount I— Credit Amaunt I—

The Journal Voucher Master Line Offset (JVL) document is used for all other types of
Journal Voucher transactions that are not performed on a Journal Voucher Correction
(JVC) or Journal Voucher Transfer (JVT). The JVL is a generalized document that

can record certain

accounting transactions that cannot be recorded using any other

financial system document. Like a JVM document, the JVL will allow correction not

performed on JVC

or JVT documents, except that it will also generate cash offset

lines for each line on the JVL document. This will allow debits and credits within a
fund to be different on the lines entered by the user. Generally you should not use this
document to record corrections to other documents. You should make corrections of
this type by modifying the original document or by processing a JVC.

Field

Description

Date of Record

Default is the date the system accepts the document. Enter the
date (nm dd yyyou want to associate with this document,
usually the current date.
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Field

Description

Accounting
Period

Reversal Date

New/
Modification
[Action]

Comments

Debit Total

Credit Total

Calculated Debit
Total

Calculated
Credit Total

Default is inferred fronDate of Record Enter the accounting
period you want associated with these lines (it must be open).
Do not enter a future accounting period .

Optional. Enter only if you want this journal voucher
automatically reversed. Enter the daten( dd yywhen you
want the reversal to take place. When this date is entered, the
last character of the journal voucher document number must
beE.

Default isNew [E]. UseModification [M] if you want to
reuse a journal voucher number in the same accounting
period. This groups the documents together on the Trial
Balance by Accounting Distribution (A611) report.

Optional. Enter a descriptive note about this document.

Required. Enter the total amount of the debit lines on this
document. This field must equatedit Total, or the
document is rejected.

Required. Enter the total amount of the credit lines on this
document. This field must equakbit Total, or the document
is rejected.

Display only. The system automatically calculates the total
amount of debit lines on this document. This field must equal
Calculated Credit Total, or the document is rejected.

Display only. The system automatically calculates the total
amount of credit lines on this document. This field must equal
Calculated Debit Total, or the document is rejected.

Journal Voucher Master Line Offset (JVL)
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Field

Description

Account Type

Budget FY

Fund

Agency

Organization/
Sub

Appropriation
Unit

Object/Rev/Sub

Conditional. Select the account type associated with this
journal voucher transaction. The journal voucher document
has multiple uses. For more information on entering this field,
refer to theUser’s Guide Valid values are:

Asset [01]
Liability [02]
Fund Balance [03]
Asset Offset to Expenses [11]
Encumbrance [21]
(only allowed under certain circumstances.)
Expense/Expenditure [22]
Expenditure [23]
Expense [24]
Revenue [31]

Default is inferred froate of Record If you want these
lines recorded in another fiscal year, enter the desired fiscal
year. Enter an open year that is not a future fiscal year.

Optional. Enter a Fund code valid on FUNZ2.

Conditional. Required Kppr Unit is entered. Enter the
agency used on this journal voucher. See Agency Index
(AGCY) for valid values.

Optional. Enter the organization and sub-organization (if
desired) used on this journal voucher. See Organization
(ORG2) for valid values.

Optional. Enter the Program Budget Unit element for the
items listed on this voucher. See Program Reference Table
(PRFT) for valid values. The Appropriation Program element
and Allotment Program element will be inferred from PRFT
based on Program Budget Unit.

Conditional. Enter the object and sub-object associated with
this journal voucher OR the revenue source and sub-revenue
source associated with the journal voucher. See Object Index
(OBJT) and Sub-Object (SOBJ) or Revenue Source Index
(RSRC) and Sub-Revenue Source (SREV) for valid values.
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Field

Description

Activity

Function

Debit Amount

Ref Doc/ Line

BS Account

Job Number

Reptoring
Category

Termini

Vendor/Cust

Conditional. Enter the activity used on this journal voucher.
See Activity Index (ACTV) for valid values.

Conditional. Enter the function used on this journal voucher.
See Function (FUNC) for valid values.

Enter amounts on the debit side if you are reclassifying
expenditures, revenue or balance sheet accounts.

Optional. Enter the transaction code, agency, and number of
the document related to this journal voucher.

Conditional. Enter the balance sheet account associated with
this journal voucher. See Balance Sheet Account Index
(BACC) for valid values.

Conditional. Enter the job number associated with this journal
voucher. See Job Index (JOBT) for valid values.

Conditional. Enter the reporting category associated with this
journal voucher. See Reporting Category (RPTG) for valid
values.

Conditional. Required ifermini Validation Indicator is
selected on Agency Project (AGPR) for this project. Enter the
mile point, range of mile points, or bridge identifier at which
work is performed for a given Highway Route. See Termini
Reference Table (TERM) for valid values.

Default idlone [blank] Required ilVendor Nameis
Required [Y]on System Control Options (SOP2). This field
indicates if the value entered@odeis valid on Vendor
(VENZ2) or Provider (PROV). Valid values are:

Vendor [V]
Provider [P]

Quantity [Q]
None [N]

Journal Voucher Master Line Offset (JVL)

MARS0899
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Field

Description

Code

Vendor Name

Description

Credit Amount

Conditional. Enter the vendor or provider associated with this
journal voucher. See Vendor Index (VEND) or Provider
(PROV) for valid values.

The journal voucher document has multiple uses. For more
information on entering this field, refer to thlser's Guide

Default is inferred from Vendor (VEN2) or Provider (PROV)
depending on the value @ode Enter the name of the vendor
or provider for reference purposes.

The journal voucher document has multiple uses. For more
information on entering this field, refer to thiser's Guide

Optional. Enter a description for this journal voucher line.

Enter amounts on the credit side if you are reclassifying
expenditure, revenue or balance sheet accounts.
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JOURNALVOUCHERMASTER(JVM)

E_Batch: Document: JYM 470 00000000000 M= E3

Date of Recard Iﬁ Accounting Period IT

* Mew  Modification Rewversal Date I ! !
Comments I—

Dekit Tatal [ Credit Tatal [

Calculated Debit Total e Calculated Credit Totsl P

Cash Debit Total e Cash Credit Total P

Budget Fy' I_ temo Ref Doc / Line I_ | I_

Aceount Type | Aaset >| Desc |

Fund I_ BS dccount I_

Agency I_ Job Mumber I— Wend / Cust Im

Organization # Sub I_ ! I_ Rept Cat I_ Code I—

Appropniation Lnit l— Termini I— Hame |

Object #Rev /Sub] ¢ BarkCode [ FefFund |

Ackivity I— Cash Indicator Im Ref Agency I_

Function I— Debit I— Credit I—

The Journal Voucher Master (JVM) document is used for all other types of Journal
Voucher transactions that are not performed on a Journal Voucher Correction (JVC)
or Journal Voucher Transfer (JVT). The Journal Voucher Master (JVM) is a
generalized document that can record certain accounting transactions that cannot be
recorded using any other financial system document.

Generally you should not use this document to record corrections to other documents.

You should make corrections of this type by modifying the original document or by
processing a JVC.

Field Description

Date of Record Default is the date the system accepts the document. Enter the

date (nm dd yyyou want to associate with this document,
usually the current date.
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Field

Description

Accounting
Period

New/
Modification
[Action]

Reversal Date

Comments

Debit Total

Credit Total

Calculated Debit
Total

Calculated
Credit Total

Cash Debit Total
Cash Credit

Total

Budget FY

Default is inferred fronDate of Record Enter the accounting
period you want associated with these lines (it must be open).
Do not enter a future accounting period .

Default isNew [E]. UseModification [M] if you want to
reuse a journal voucher number in the same accounting
period. This groups the documents together on the Trial
Balance by Accounting Distribution (A611) report.

Optional. Enter only if you want this journal voucher
automatically reversed. Enter the dater( dd yywhen you
want the reversal to take place. When this date is entered, the
last character of the journal voucher document number must
beE.

Optional. Enter a descriptive note about this document.

Required. Enter the total amount of the debit lines on this
document. This field must equatedit Total, or the
document is rejected.

Required. Enter the total amount of the credit lines on this
document. This field must equakbit Total, or the document
is rejected.

Display only. The system automatically calculates the total
amount of debit lines on this document. This field must equal
Calculated Credit Total, or the document is rejected.

Display only. The system automatically calculates the total
amount of credit lines on this document. This field must equal
Calculated Debit Total, or the document is rejected.

Display only. The system automatically calculates the total of
debits for those lines affecting cash control.

Display only. The system automatically calculates the total of
credits for those lines affecting cash control.

Default is inferred froate of Record If you want these
lines recorded in another fiscal year, enter the desired fiscal
year. Enter an open year that is not a future fiscal year.
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Field

Description

Memo Ref Doc/
Line

Account Type

Desc
Fund

Agency

Organization/
Sub

Appropriation
Unit

Object/Rev/Sub

Optional. Enter the transaction code, agency, and number of
the document related to this journal voucher.

Conditional. Select the account type associated with this
journal voucher transaction. The journal voucher document
has multiple uses. For more information on entering this field,
refer to theUser’s Guide Valid values are:

Asset [01]
Liability [02]
Fund Balance [03]
Asset Offset to Expenses [11]
Encumbrance [21]
(only allowed under certain circumstances.)
Expense/Expenditure [22]
Expenditure [23]
Expense [24]
Revenue [31]

Optional. Enter a description for this journal voucher line.
Optional. Enter a Fund code valid on FUNZ2.

Conditional. Required Kppr Unit is entered. Enter the
agency used on this journal voucher. See Agency Index
(AGCY) for valid values.

Optional. Enter the organization and sub-organization (if
desired) used on this journal voucher. See Organization
(ORG2) for valid values.

Optional. Enter the Program Budget Unit element for the
items listed on this voucher. See Program Reference Table
(PRFT) for valid values. The Appropriation Program element
and Allotment Program element will be inferred from PRFT
based on Program Budget Unit.

Conditional. Enter the object and sub-object associated with
this journal voucher OR the revenue source and sub-revenue
source associated with the journal voucher. See Object Index
(OBJT) and Sub-Object (SOBJ) or Revenue Source Index
(RSRC) and Sub-Revenue Source (SREV) for valid values.

Journal Voucher Master (JVM)
MARS0899

241



Field

Description

Activity

Function

BS Account

Job Number

Rept Cat

Termini

Bank Code

Cash Indicator

242

Conditional. Enter the activity used on this journal voucher.
See Activity Index (ACTV) for valid values.

Conditional. Enter the function used on this journal voucher.
See Function (FUNC) for valid values.

Conditional. Enter the balance sheet account associated with
this journal voucher. See Balance Sheet Account Index
(BACC) for valid values.

Conditional. Enter the job number associated with this journal
voucher. See Job Index (JOBT) for valid values.

Conditional. Enter the reporting category associated with this
journal voucher. See Reporting Category (RPTG) for valid
values.

Conditional. Required ifermini Validation Indicator is
selected on Agency Project (AGPR) for this project. Enter the
mile point, range of mile points, or bridge identifier at which
work is performed for a given Highway Route. See Termini
Reference Table (TERM) for valid values.

Conditional. Enter the bank account associated with this
journal voucher. See Bank Account (BANK) for valid values.

The journal voucher document has multiple uses. For more
information on entering this field, refer to thiser's Guide

Conditional. RequiredI¥ Cash Indicator Required is Yes
[Y] on System Control Options (SOP2); otherwise, select
Default [blank]. Valid values are:

Yes [Y]
This document updates tlmllectedfields on
Agency Project Inquiry (AGPR).

No [N]
This document updates tAecrued fields on
Agency Project Inquiry (AGPR).
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Field

Description

Debit

Vend/Cust

Code

Name

Ref Fund

Ref Agency

Credit

Enter amounts on the debit side if you are reclassifying
expenditures, revenue or balance sheet accounts.

Default idNone [blank] Required ifVendor Nameis
Required [Y]on System Control Options (SOP2). This field
indicates if the value entered@odeis valid on Vendor
(VENZ2) or Provider (PROV). Valid values are:

Vendor [V]
Provider [P]

Quantity [Q]
None [N]

Conditional. Enter the vendor or provider associated with this
journal voucher. See Vendor Index (VEND) or Provider
(PROV) for valid values.

The journal voucher document has multiple uses. For more
information on entering this field, refer to tbiser's Guide

Default is inferred from Vendor (VEN2) or Provider (PROV)
depending on the value @ode Enter the name of the vendor
or provider for reference purposes.

The journal voucher document has multiple uses. For more
information on entering this field, refer to tbiser's Guide

Conditional. If clearing out due to accounts, enter the seller’s
fund. If clearing out due from accounts, enter the buyer’s
fund. See Fund Index (FUND) for valid values.

Conditional. If clearing out due to accounts, enter the
reference agency for the seller. If clearing out due from
accounts, enter the agency for the buyer. See Agency Index
(AGCY) for valid values.

Enter amounts on the credit side if you are reclassifying
expenditure, revenue or balance sheet accounts.

Journal Voucher Master (JVM)
MARS0899
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JOURNALVOUCHERTRANSFER(JVT)

2 Batch: Document: JVT 470 00000000000 - [Ox]

[rate of Record I ! ! Accounting Period I !
@« New  Modification Comments | Reversal Date I / !

Dehit Tatal [ Credit Tatal I
Calculated Debit Total ] Calculated Credit Total ]
Budget FY I_ —
Account Type | Or-Budget Transfer Out =]
Mema Ref DocdLine I_ | I_
Fund I— Job Mumber I—
Agency I_ Rept Cat I—

Organization / Sub | .-"I T errmiri |
Appropriation Lnit | Wendor / Cust | Maone vl
Object / Rev / Sub | .-"I Code |

Activity I MNarne |
Function I Description |
Debit I Credit I [

The Journal Voucher Transfer (JVT) document is used to process all cash transfers,
both on budget and off budget.

Field Description

Date of Record Default is the date the system accepts the document. Enter the
date (mm dd yyyou want to associate with this document,
usually the current date.

Accounting Default is inferred fronDate of Record Enter the accounting
Period period you want associated with these lines (it must be open).
Do not enter a future accounting period .

New/ Default isNew [E]. UseModification [M] if you want to
Modification reuse a journal voucher number in the same accounting
[Action] period. This groups the documents together on the Trial

Balance by Accounting Distribution (A611) report.
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Field

Description

Comments

Reversal Date

Debit Total

Credit Total

Calculated Debit
Total

Calculated
Credit Total

Budget FY

Optional. Enter a descriptive note about this document.

Optional. Enter only if you want this journal voucher
automatically reversed. Enter the daten( dd yywhen you
want the reversal to take place. When this date is entered, the
last character of the journal voucher document number must
beE.

Required. Enter the total amount of the debit lines on this
document. This field must equatedit Total, or the
document is rejected.

Required. Enter the total amount of the credit lines on this
document. This field must equakbit Total, or the document
is rejected.

Display only. The system automatically calculates the total
amount of debit lines on this document. This field must equal
Calculated Credit Total, or the document is rejected.

Display only. The system automatically calculates the total
amount of credit lines on this document. This field must equal
Calculated Debit Total, or the document is rejected.

Default is inferred froate of Record If you want these

lines recorded in another budget fiscal year, enter the desired
budget fiscal year. Enter an open year that is not a future fiscal
year.
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Field

Description

Account Type

Memo Ref Doc/
Line

Fund

Agency

Organization/
Sub

Appropriation
Unit

246

Conditional. Select the account type associated with this
journal voucher transaction. The journal voucher document
has multiple uses. For more information on entering this field,
refer to theUser’s Guide Valid values are:

On-Budget Transfer Out [22]
Off-Budget Transfer Out [24]
Transfer-In [31]

The On-Budget Transfer Outiccount type is used for

transfers charging allotments on appropriated funds and all
transfers on funds not appropriated, as these have no budget.
The Off-Budget Transfer Outaccount type is used for

transfers not charging allotments (i.e., cash transfers) on
appropriated funds. Th@n-Budget Transfer Oufccount

type is not used for any funds not appropriated, as these are to
be completed as th@n-Budget Transfer Outiccount type.

Required. Enter the transaction code, agency, and number of
the document related to this journal voucher.

Required. Enter a Fund code valid on FUN2. Default is
inferred from Organization (ORGZ2) based on the agency and
organization entered on this document. Enter the fund if you
want to override the default.

Required. Enter the agency used on this journal voucher. See
Agency Index (AGCY) for valid values.

Required. Enter the organization and sub-organization (if
desired) used on this journal voucher. See Organization
(ORG2) and Sub-Organization (SORG) for valid values.

Required. Enter the Program Budget Unit element for the
items listed on this voucher. See Program Reference Table
(PRFT) for valid values. The Appropriation Program element
and Allotment Program element will be inferred from PRFT
based on Program Budget Unit.
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Field Description

Object/Rev/Sub  Conditional. Enter the object and sub-object associated with
this journal voucher OR the revenue source and sub-revenue
source associated with the journal voucher. See Object Index
(OBJT) and Sub-Object (SOBJ) or Revenue Source Index
(RSRC) and Sub-Revenue Source (SREV) for valid values.

Activity Conditional. Enter the activity used on this journal voucher.
See Activity Index (ACTV) for valid values.

Function Conditional. Enter the function used on this journal voucher.
See Function (FUNC) for valid values.

Debit Enter debit amount.

Job Number Conditional. Enter the job number associated with this journal
voucher. See Job Index (JOBT) for valid values.

Rept Cat Conditional. Enter the reporting category associated with this
journal voucher. See Reporting Category (RPTG) for valid
values.

Termini Conditional. Required ifermini Validation Indicator is

selected on Agency Project (AGPR) for this project. Enter the
mile point, range of mile points, or bridge identifier at which
work is performed for a given Highway Route. See Termini
Reference Table (TERM) for valid values.

Vendor/Cust Default idlone [blank] Required ilVendor Nameis
Required [Y]on System Control Options (SOP2). This field
indicates if the value entered@odeis valid on Vendor
(VENZ2) or Provider (PROV). Valid values are:

Vendor [V]
Provider [P]
None [N]

Code Conditional. Enter the vendor or provider associated with this
journal voucher. See Vendor Index (VEND) or Provider
(PROV) for valid values.
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Field

Description

Name

Description

Credit

Default is inferred from Vendor (VEN2) or Provider (PROV)
depending on the value @ode Enter the name of the vendor
or provider for reference purposes.

Optional. Enter a description for this journal voucher line.

Enter credit amount.
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MANUAL WARRANT(MW)

2 Batch: Document: MW 470 D0D000000D1 Hi=l

[rate of Record T Accounting Penod If Budget FY' l_

* MNew " Modification Fiecy Fund I_

endor Code I— Comments I—

Wendor Name | Document Tatal I—

Bank Account Cods I— Cash Account I— Calculated Taotal I—
Reference Document I Accounting View | Line Details |

Acct Comm
------- Reference Number-——-- Line Line Wendar Invoice Line Amaunt

I W B s B
& Def O Inc ) Dec Partial / Final IDefauIt -]

A Manual Warrant (MW) document records manually written checks or warrants in
the system. It allows you to reference prior documents (requisition, purchase order, or
payment voucher documents) and record checks or warrants issued by external
systems such as your payroll system.

All MW document IDs, including MW payroll interfaced from the Treasury system,
local field offices and central office must start with the same Bank Account Code that
is to be coded on the MW header, followed by '00’, followed by the 7-digit warrant
number.

Ensure that an ADNT entry with Bank Account Code as the prifix "'WT' is set up for
each MW bank account.
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Field

Description

Date of Record

Accounting
Period

Budget FY

New/
Modification
[Action]

Recv Fund

Vendor Code

Comments

Vendor Name

Document Total

Default is the date the system accepts the document. Enter the
date (mm dd yythat you want to associate with these lines,
usually the current date. Do not enter a future date.

Default is inferred from th®ate of Record If you want to
record these lines in some other accounting period, enter the
desired period (it must be open), using fiscal months and fiscal
years. You cannot enter future periods.

Default is the current fiscal year. If you want to record these
lines in some other fiscal year, enter the desired fiscal year (it
must be open). You cannot enter future budget fiscal years.

Defaults toNew [E]. SelectMoadification [M] if you want to
cancel the document (decrease the document to zero).

Conditional. Required if this document is reporting an internal
purchase/sale concerning two different funds. Enter the fund
that is to receive money as a result of this document. See the
Fund Index (FUND) for valid values.

Conditional. Requiredviéndor/Commaodity Control on
System Control Options (SOPT)B®th Controls in Effect
[Y]. Leave blank iReceiving Fundis entered. Otherwise,
this field is optional. Enter the vendor requesting payment as a
result of this document. Refer to Vendor Index (VEND) for
valid values.

Optional. Enter any general text you want recorded.

Default is inferred from Vendor (VEN2). Requirédeifidor
Codewas not supplied, or if you used a miscellaneous vendor
code. Enter the name written on the check. Leave blank if
Receiving Fundis entered.

Required. Enter the unsigned net amount of all lines on the
document. To compute this amount: add all the increase
amounts and subtract the smaller of these amounts from the
larger, and enter that amount.

EEEEEEEEEEEEEENEEEEEEEEEER
MARS ADVANTAGE User’s Reference - Documents

MARS0899



Field

Description

Bank Account
Code

Cash Account

Calculated Total

Required. Enter the bank account whose checks were used for
the lines recorded on this document. Refer to Bank Account
(BANK) for valid values. Bank Account Code must agree to
the first two characters of the Document ID.

Optional. Enter a cash account only if you want to override the
default cash account on Bank Account (BANK) for the bank
account entered above. The offset cash account represents the
account that is credited as a result of this document. Refer to
Balance Sheet Account Index (BACC) for valid values.

Display only. The system computed total of the line amounts
is displayed.

Manual Warrant (MW)
MARS0899
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Reference Document View

Field

Description

Referenced Documents

Reference
Number

Acct Line

Comm Line

Vendor Invoice

Line

Amount

Def/Inc/Dec

252

Conditional. Required if this line concerns items previously
recorded on a purchase order, or payment voucher; otherwise,
it is blank. Enter the document code, agency and number of
the document being referenced.

If a prior year purchase order is referenced, ensure that all
values in the accounting distribution are valid for the prior
year as well as for the current year.

If the Manual Warrant (MW) document references a Payment
Voucher (PV) document, tHeeference Numbemwill be
populated with th@V Number.

Conditional. Required if this line concerns items previously
recorded on a purchase order or payment voucher document.
(There are no lines on requisitions.) Enter the accounting line
number being referenced.

If the Manual Warrant (MW) document references a Payment
Voucher (PV) document, th&cct Line will be populated
with thePV Line Number.

Required iIEPPV Requirementson EPS System Control
Options (ESOP) is selected][andVendor Invoice is
entered. Enter the commodity line number of the Vendor
Invoice (VI) being referenced.

Optional. Enter the document number for the vendor invoice.
Optional. Enter a uniqgue number for each vendor invoice line.
Required. Enter the amount of the check.

Defaults tefault [blank]. Required if you are modifying

this line. Valid values arBecrease [Dr Increase [l].
Decrease [Djs valid on a new entry as long as a requisition is
not being referenceecrease [D]s used on new entries to
void checks.
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Field Description

Partial/Final Defaults tefault [blank]. Indicates whether the line is
closing out a purchase order line (final payment) or
authorizing partial payment of a purchase order line amount.
Valid values ar@efault [blank], Partial [P] andFinal [F] .

Final payments do not always equal the amount recorded on
the purchase order document. If this manual warrant makes
the total amount expended equal to the purchase order line
amount, then the purchase order line is closed automatically,
and this field is optional.

EnterFinal [F] if this manual warrant makes the total amount
expended more or less than the purchase order amount, but
you want to force a close (the item cost more or did not cost as
much as expected). A maximum limit is set for the amount

that the total amount expended can exceed the purchase order
amount. (For more information, refer to teer’s Guide)
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Accounting View

E_Batch: Document: MW 470 00000000001 M= E3
Date of Recard I ! ! Accounting Period I ! Budget Fr’ |
& New © Modification Recw Fund I
Yendor Code I Comments I
Yendor Name | Cocument Total I
Bank Account Code I Caszh Account I Calculated Total I
Reference Document Accounting Yiew | Line Details |
Appr Job Report BS
Fund  Agow O Lt Activitg  Function Okj Murmber Cat Account
[ | I | | I I |
Termini | Amount I— Def / Inc / Dec (G S

Field Description

Fund Required. Default is inferred from Organization (ORG?2)
based on the agency and organization entered on this
document. See Fund Index (FUND) for valid values.

Agency Required. Enter the agency paying for the item named on this
line. Refer to Agency Index (AGCY) and Fund Agency Index
(FAGY) for valid values.

Org Conditional. Required Expense Budget Organization
Option on Fund Agency Index (FAGY) 18 (required on
budget and accounting) ér(required on accounting). On
entity refunds, this field is governed Bgvenue Budget
Organization Option on Fund Agency Index (FAGY). Refer
to Organization Index (ORGN) for valid values.

Appr Unit Required. Enter the Program Budget Unit element for the
items listed on this voucher. See Program Reference Table
(PRFT) for valid values. The Appropriation Program element
and Allotment Program element will be inferred from PRFT
based on Program Budget Unit.
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Field

Description

Activity

Function

Object

Job Number

Rept Cat

Default is inferred from Organization (ORG?2), if it is included
there. Required iExpense Budget Activity Optionis Y
(required on budget and accounting)ofrequired on
accounting) on Fund Agency Index (FAGY). On refunds, this
field is controlled byRevenue Budget Activity Optionon

Fund Agency Index (FAGY). Optional on balance sheet
transactions. See Activity Index (ACTV) for valid values.

Conditional. If left blank, it is inferred from Organization
(ORG2); or from Activity (ACT?2), if function is not entered
on Organization (ORG2). Requireddkpense Budget
Function Option isY (required on budget and accounting) or
A (required on accounting) on Fund Agency Index (FAGY).
Refer to Function (FUNC) for valid values.

Conditional. This field is required (except on balance sheet
and refund transactions). Optional on balance sheet
transactions. Leave blank on internal refund transactions.
Refer to Object Index (OBJT) for valid values.

Conditional. This field is optional on balance sheet
transactions. I§ob Coston System Control Options (SOP2)
is Yes [Y] you can enter a job number. It is used for reporting
purposes only. Refer to Job Index (JOBT) for valid values.

If the Job Cost Subsystem is not installed, you can enter a
project number. If your installation does not use the job cost or
project accounting modules, you can enter a general reporting
category.

Conditional. Enter a reporting category only if this line is an
expenditure or a balance sheet transaction, or if it references a
payment voucher. If referencing a payment voucher, leave this
field blank or enter the same value a®iffset Liability
Account on Open Payment Voucher Header Inquiry (OPVH).
Required on balance sheet transactiofeiborting
Category Option on Balance Sheet Account Index (BACC) is
Y (required on documents). Refer to Reporting Category
(RPTG) for valid values.

Manual Warrant (MW)
MARS0899
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Field

Description

Termini

Conditional. Required ifermini Validation Indicator is
selected on Agency Project (AGPR) for this project. Enter the
mile point, range of mile points, or bridge identifier at which
work is performed for a given Highway Route. See Termini
Reference Table (TERM) for valid values.
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Line Details View

E_Batch: Document: MW 470 00000000001 M= E3

Date of Record I ! ! Accounting Period I ! Budget FY* |

Reference Document

* New ¢ Modification Recy Fund l—

Yendor Code l— Comments I—
Yendor Mame | Document Total I—
Bank &ccount Code I_ Cash Account I— Calculated Taotal l—

| Accounting Yiew Line Details |

Fund I Agency I Org / Sub I I_ Report Cat I

Referenced Documents | Appr Uit F T BSéccount |
Code I_ Activity | Quantity
Mumber I_I Function I_ &« Def ¢ Inc ) Dec
Acotline | Obfect/Sub [ /[ Amount |
Commline | FevSree/Sub [ /[ & Def e Dec
Vendorlw | dobNumber | | P/Flnd  [Defat x|
Irev Ling I— T ermniti I— Description |

Field

Description

Sub-Org

Sub-Object

Rev Srce/Sub
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Optional. Enter the sub-organization paying for the item
named in this line. Refer to Sub-Organization (SORG) for
valid values. You must enter an organization before you can
enter a sub-organization code.

Conditional. RequiredStib-Object Requiredis selectedY]
on Expense Budget Inquiry (Extended) (EEX2). Refer to Sub-
Object (SORG) for valid values.

Conditiond@Revenue Sources required on internal refund
transactions. WheRevenue Sources entered, leav®bject
andBalance Sheet Accounblank. Enter the revenue source
that is debited as a result of this document. Refer to Revenue
Source Index (RSRC) for valid values.

If a revenue source is entered &ub-Revenue Source
Required on Revenue Source (RSR2)iss [Y] Sub-

Revenue Sources required; otherwise, it is optional. Refer to
Sub-Revenue Source (SREV) for valid values.
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Field

Description

BS Account

Quantity

Def/Inc/Dec

Description

Conditional. Enter a balance sheet account from Balance
Sheet Account Index (BACC). Do not use any of the default
accounts defined on System Special Accounts (SPEC),
however, you can enter the default fund balance account.

If this is a new document, the balance sheet account must be
an assetAccount Typemust be1 (asset) an€ash Account
Indicator must beN (No) on Balance Sheet Account Index
(BACCQ)).

Conditional. Enter the number of items paid for. Required if
EPPV Requirementson EPS System Control Options
(ESOP) is selectedT, an invoice is entered, and a purchase
order is referenced.

Default iDefault [blank]. Required on modification
documents iQuantity is entered. Valid values ahecrease
[I] andDecrease [D]

Optional. Enter a general description for this document.
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MANUAL WARRANTFEDWRE (MWW)

E_Batch: Document: MWW 470 00000000000 M= E3
Date of Record I ! ! Accounting Period | ! Budget FY |
* New ¢ Modification Settlement Date I / /
Yendor Code I Comments I
Yendor Mame | Document Total I
Bank &ccount Code I Cazh Account I Calculated Tatal I

Reference Document I Accounting Yiew | Line Details I

--------------------------------- Feferenced DoCUMERt g
At Carnm
------- Fieference Mumber-——-—- Line Line Vendar Invaice Line Amaunt
& Def C Ine 0 Dec Fartial # Final |Default ~|

A Manual Warrant / FedWire (MWW) is a manual warrant document used

exclusively to record FedWire transfers.

The MWW document ID should have the following format: WTnhnnnnnnnn; where
'nnnnnnnnn’ is free format (e.g., starts with agency code followed by anything or

uses and ADNT entry.)

If an ADNT entry is used, make sure the prifix 'WT’ is set up for the MWW

document.
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Field Description

Date of Record Default is the date the system accepts the document. Enter the
date (mm dd yythat you want to associate with these lines,
usually the current date. Do not enter a future date.

Accounting Default is inferred from th®ate of Record If you want to

Period record these lines in some other accounting period, enter the
desired period (it must be open), using fiscal months and fiscal
years. You cannot enter future periods.

Budget FY Default is the current fiscal year. If you want to record these
lines in some other fiscal year, enter the desired fiscal year (it
must be open). You cannot enter future budget fiscal years.

New/ Defaults toNew [E]. SelectMoadification [M] if you want to
Modification cancel the document (decrease the document to zero).
[Action]

Settlement Date  Enter the date which the actual wire is to take place.

Vendor Code Conditional. Requiredviéndor/Commaodity Control on
System Control Options (SOPT)B®th Controls in Effect
[Y]. Leave blank iReceiving Fundis entered. Otherwise,
this field is optional. Enter the vendor requesting payment as a
result of this document. Refer to Vendor Index (VEND) for
valid values.

Comments Optional. Enter any general text you want recorded.

Vendor Name Default is inferred from Vendor (VEN2). Requirédeifidor
Codewas not supplied, or if you used a miscellaneous vendor
code. Enter the name written on the check. Leave blank if
Receiving Fundis entered.

Document Total  Required. Enter the unsigned net amount of all lines on the
document. To compute this amount: add all the increase
amounts and subtract the smaller of these amounts from the
larger, and enter that amount.
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Field

Description

Bank Account
Code

Cash Account

Calculated Total

Required. Enter the bank account whose checks were used for
the lines recorded on this document. Refer to Bank Account
(BANK) for valid values.

Optional. Enter a cash account only if you want to override the
default cash account on Bank Account (BANK) for the bank
account entered above. The offset cash account represents the
account that is credited as a result of this document. Refer to
Balance Sheet Account Index (BACC) for valid values.

Display only. The system computed total of the line amounts
is displayed.

Manual Warrant/FedWire (MWW)
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Reference Document View

Field

Description

Referenced Documents

Reference
Number

Acct Line

Comm Line

Vendor Invoice

Line

Amount

Def/Inc/Dec

262

Conditional. Required if this line concerns items previously
recorded on a purchase order, or payment voucher; otherwise,
it is blank. Enter the document code, agency and number of
the document being referenced.

If a prior year purchase order is referenced, ensure that all
values in the accounting distribution are valid for the prior
year as well as for the current year.

If the Manual Warrant (MW) document references a Payment
Voucher (PV) document, tHeeference Numbemwill be
populated with th@V Number.

Conditional. Required if this line concerns items previously
recorded on a purchase order or payment voucher document.
(There are no lines on requisitions.) Enter the accounting line
number being referenced.

If the Manual Warrant (MW) document references a Payment
Voucher (PV) document, th&cct Line will be populated
with thePV Line Number.

Required iIEPPV Requirementson EPS System Control
Options (ESOP) is selected][andVendor Invoice is
entered. Enter the commodity line number of the Vendor
Invoice (VI) being referenced.

Optional. Enter the document number for the vendor invoice.
Optional. Enter a uniqgue number for each vendor invoice line.
Required. Enter the amount of the check.

Defaults tefault [blank]. Required if you are modifying

this line. Valid values arBecrease [Dr Increase [l].
Decrease [Djs valid on a new entry as long as a requisition is
not being referenceecrease [D]s used on new entries to
void checks.
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Field Description

Partial/Final Defaults tefault [blank]. Indicates whether the line is
closing out a purchase order line (final payment) or
authorizing partial payment of a purchase order line amount.
Valid values ar@efault [blank], Partial [P] andFinal [F] .

Final payments do not always equal the amount recorded on
the purchase order document. If this manual warrant makes
the total amount expended equal to the purchase order line
amount, then the purchase order line is closed automatically,
and this field is optional.

EnterFinal [F] if this manual warrant makes the total amount
expended more or less than the purchase order amount, but
you want to force a close (the item cost more or did not cost as
much as expected). A maximum limit is set for the amount

that the total amount expended can exceed the purchase order
amount. (For more information, refer to teer’s Guide)
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Accounting View

E_Batch:

D ate of Record

Document: MWW 470 00000000000 M=l B3

I ! /! Accounting Period | ! Budget FY |

& New © Modification

Wendor Code

Wendor Mame

I Comments I

Settlement Date I / !

Document Total I

Bank &ccount Code I_ Cazh Account I Calculated Tatal I
Reference Document Accounting Yiew | Line Details I
Appr Job Report BS
Fund Aagcy Org Unit Activity  Function Ohj MHurnber Cat Accaunt
| [ & | | | | | | |
T et I Amourt I Def /Inc / Dec O S &

Field Description

Fund Required. Default is inferred from Organization (ORG?2)
based on the agency and organization entered on this
document. See Fund Index (FUND) for valid values.

Agcy Required. Enter the agency paying for the item named on this
line. Refer to Agency Index (AGCY) and Fund Agency Index
(FAGY) for valid values.

Org Conditional. Required Expense Budget Organization
Option on Fund Agency Index (FAGY) 18 (required on
budget and accounting) ér(required on accounting). On
entity refunds, this field is governed Bgvenue Budget
Organization Option on Fund Agency Index (FAGY). Refer
to Organization Index (ORGN) for valid values.

Appr Unit Required. Enter the Program Budget Unit element for the

items listed on this voucher. See Program Reference Table
(PRFT) for valid values. The Appropriation Program element
and Allotment Program element will be inferred from PRFT
based on Program Budget Unit.
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Field

Description

Activity

Function

Obj

Job Number

Report Cat

Default is inferred from Organization (ORG?2), if it is included
there. Required iExpense Budget Activity Optionis Y
(required on budget and accounting)ofrequired on
accounting) on Fund Agency Index (FAGY). On refunds, this
field is controlled byRevenue Budget Activity Optionon

Fund Agency Index (FAGY). Optional on balance sheet
transactions. See Activity Index (ACTV) for valid values.

Conditional. If left blank, it is inferred from Organization
(ORG2); or from Activity (ACT?2), if function is not entered
on Organization (ORG2). Requireddkpense Budget
Function Option isY (required on budget and accounting) or
A (required on accounting) on Fund Agency Index (FAGY).
Refer to Function (FUNC) for valid values.

Conditional. This field is required (except on balance sheet
and refund transactions). Optional on balance sheet
transactions. Leave blank on internal refund transactions.
Refer to Object Index (OBJT) for valid values.

Conditional. This field is optional on balance sheet
transactions. I§ob Coston System Control Options (SOP2)
is Yes [Y] you can enter a job number. It is used for reporting
purposes only. Refer to Job Index (JOBT) for valid values.

If the Job Cost Subsystem is not installed, you can enter a
project number. If your installation does not use the job cost or
project accounting modules, you can enter a general reporting
category.

Conditional. Enter a reporting category only if this line is an
expenditure or a balance sheet transaction, or if it references a
payment voucher. If referencing a payment voucher, leave this
field blank or enter the same value a®iffset Liability
Account on Open Payment Voucher Header Inquiry (OPVH).
Required on balance sheet transactiofeiborting
Category Option on Balance Sheet Account Index (BACC) is
Y (required on documents). Refer to Reporting Category
(RPTG) for valid values.

Manual Warrant/FedWire (MWW)
MARS0899

265



266

Field

Description

BS Account

Termini

Conditional. Enter a balance sheet account from Balance
Sheet Account Index (BACC). Do not use any of the default
accounts defined on System Special Accounts (SPEC),
however, you can enter the default fund balance account.

If this is a new document, the balance sheet account must be
an assetAccount Typemust be1 (asset) an€ash Account
Indicator must beN (No) on Balance Sheet Account Index
(BACCQ)).

Conditional. Required ifermini Validation Indicator is
selected on Agency Project (AGPR) for this project. Enter the
mile point, range of mile points, or bridge identifier at which
work is performed for a given Highway Route. See Termini
Reference Table (TERM) for valid values.
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Line Details View

E_Batch: Document: MWW 470 00000000000 M= E3
D ate of Recaord I ! ! Accounting Period | ! Budget FY |
& New © Modification Settlement Date I ! !
Wendor Code I Comments I
“Wendor Mame | Diocument Total I
Bank Account Code I_ Cazh Account I Calculated Tatal I
Reference Document I Accounting Yiew Line Details I
Fund | Aagency | Org # Sub | ! I— Repart Cat |
Referenced Documents ) appr Unit | BS Account I_
Code I_ Activity Guantity I
Mumber I I Funiction I & Def C Inc ) Dec
dootline | Dbject/Sub | /T Amount |
Comm Line I Fev Srce / Sub I / I_ & Def Clnc Dec
Wendor [nv I Job Mumber | F#FInd | Default vl
I Line I T ermini | Description |
Field Description
Sub-Org Optional. Enter the sub-organization paying for the item
named in this line. Refer to Sub-Organization (SORG) for
valid values. You must enter an organization before you can
enter a sub-organization code.
Sub-Object Conditional. RequiredStib-Object Requiredis selectedY]
on Expense Budget Inquiry (Extended) (EEX2). Refer to Sub-
Object (SORG) for valid values.
Rev Srce/Sub Conditiond@Revenue Sources required on internal refund

transactions. WheRevenue Sources entered, leav®bject
andBalance Sheet Accounblank. Enter the revenue source
that is debited as a result of this document. Refer to Revenue
Source Index (RSRC) for valid values.

If a revenue source is entered &ub-Revenue Source
Required on Revenue Source (RSR2)iss [Y] Sub-
Revenue Sources required; otherwise, it is optional. Refer to
Sub-Revenue Source (SREV) for valid values.

Manual Warrant/FedWire (MWW)
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Field

Description

Quantity

Def/Inc/Dec

Description

Conditional. Enter the number of items paid for. Required if
EPPV Requirementson EPS System Control Options
(ESOP) is selectedT, an invoice is entered, and a purchase
order is referenced.

Default iDefault [blank]. Required on modification
documents iQuantity is entered. Valid values ahecrease
[I] andDecrease [D]

Optional. Enter a general description for this document.
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MANUAL WARRANTINVESTMENT(MWI)

B Batch: Document: MWl 470 00000000000 M=l

Date of Recard I / / Accounting Period I ! Budget FY' I

& Mew " Modification

Wendor Code I Comments |

Yendaor Mame | Documnent Tatal |

Bank Account Cods | Calculated Tatal |

Appr BS Rept
Fund  Ageoy  Ong/ Sub Oig Lmit Account  Activity  Function  Cat Termini

I | | A | I I I |
Description |

Amount I Def f Ine # Dec (O S -

A Manual Warrant/Investment (MWI) document is used exclusively for investment
purposes. The Manual Warrant/Investment (MWI) document records manually
created fedwires, for the purchase of investment securities.

The MWI document ID should have the following format: WInnnnnnnnn; where

'nnnnnnnnn’ is free format (e.g., starts with agency code followed by anything or
uses and ADNT entry.)

If an ADNT entry is used, then the prefix '"WI' must be set up for the MWI document.

Field Description

Date of Record Default is the date the system accepts the document. Enter the
date (nm dd yythat you want to associate with these lines,
usually the current date. Do not enter a future date.
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Field

Description

Accounting
Period

Budget FY

New/
Modification
[Action]

Vendor Code

Comments

Vendor Name

Document Total

Bank Account
Code

Calculated Total

Fund

Agey

Org/Sub-Org

Default is inferred from th®ate of Record If you want to
record these lines in some other accounting period, enter the
desired period (it must be open), using fiscal months and fiscal
years. You cannot enter future periods.

Default is the current fiscal year. If you want to record these
lines in some other fiscal year, enter the desired fiscal year (it
must be open). You cannot enter future budget fiscal years.

Defaults toNew [E]. SelectModification [M] if you want to
cancel the document (decrease the document to zero).

Required. Enter the vendor requesting payment as a result of
this document. Refer to Vendor Index (VEND) for valid
values.

Optional. Enter any general text you want recorded.

Default is inferred from Vendor (VENZ2). Requiredeiidor
Codewas not supplied, or if you used a miscellaneous vendor
code.

Required. Enter the unsigned net amount of all lines on the
document.

Required. Enter the bank account whose checks were used for
the lines recorded on this document. Refer to Bank Account
(BANK) for valid values.

Display only. The system computed total of the line amounts
is displayed.

Required. Enter a Fund code valid on FUN2.

Required. Enter the agency used on this transaction. See
Agency Index (AGCY) for valid values.

Required. Enter the organization used on this transaction. See
Organization (ORG2) for valid values.
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Field

Description

Appr Unit

BS Account

Activity

Function

Rept Cat

Termini

Description
Amount

Def/Inc/Dec

Required. Enter the Program Budget Unit element for the
items listed on this voucher. See Program Reference Table
(PRFT) for valid values. The Appropriation Program element
and Allotment Program element will be inferred from PRFT
based on Program Budget Unit.

Conditional. Enter the balance sheet account associated with
this transaction. See Balance Sheet Account Index (BACC)
for valid values.

Conditional. Enter the activity used on this transaction. See
Activity Index (ACTV) for valid values.

Conditional. Enter the function used on this transaction. See
Function (FUNC) for valid values.

Conditional. Enter a reporting category only if this line is an
expenditure or a balance sheet transaction, or if it references a
payment voucher. If referencing a payment voucher, leave this
field blank or enter the same value a®iifset Liability
Account on Open Payment Voucher Header Inquiry (OPVH).
Required on balance sheet transactiofejorting
Category Option on Balance Sheet Account Index (BACC) is
Y (required on documents). Refer to Reporting Category
(RPTG) for valid values.

Conditional. Required ifermini Validation Indicator is
selected on Agency Project (AGPR) for this project. Enter the
mile point, range of mile points, or bridge identifier at which
work is performed for a given Highway Route. See Termini
Reference Table (TERM) for valid values.

Enter a general description for this document.
Required. Enter the amount of the check.

Defaults tdefault [blank]. Required if you are modifying
this line. Valid values arBecrease [Dpr Increase [].
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MULTIPLE VENDORPAYMENTVOUCHER (MP)

EEEEEEEEEEEEEEN
B Batch: Document: MP 470 TESTI1 M=l E
['ate of Record |/ / Acctg Peniod / Budget Fr' I_
Oftset Liability Acct I_ Documnent Tatal I— Calc Doc Tatal I—
Fund I_ Activity I_ Job / Project I—
Agency I_ Function I_ Fept Categaory I—
Organization / Sub l—f I_ Object / Sub l— ! I_ BS Account I—
Appropriation Uit Rev Sice / Sub I_ ! I_
Termini I— Line Description |
Wendor Code Wendor Mame |
Woucher Mumber l— Vendor Address |
Schedule Pap Date / / |
Irvenice Mumber I—
Check Category I_ Country |
Line Amount I— Digcount Type I_ Application Type I_
Line [ | SingleCheck | Defaut =  EFT [Defaul =]

The Multiple Vendor Payment Voucher (MP) allows you to enter payments for
multiple vendors with the same accounting attributes. When processed, this document
generates a Multi-Payee Payment Voucher Detail (PVV) for each entry.

Field Description

Date of Record Defaults to the date the document is accepted by the system.

Enter the datenim dd yyyou want to associate with this
document, usually the current date. You cannot enter a future
date.
Acctg Period Default is inferred froMate of Record If you want to record
these lines in another accounting period, enter the appropriate
period (it must be open), using fiscal months and fiscal years.
You cannot enter future periods.
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Field Description

Budget FY Defaults to the current fiscal year's budget. If you want these
lines recorded in some other fiscal year, enter the desired
fiscal year (it must be open). You cannot enter future budget
fiscal years.

Offset Liability =~ Default uses the value recordedviouchers Payableon

Acct System Special Accounts (SPEC). Enter the balance sheet
account credited for the liability created by this voucher. Refer
to Balance Sheet Account Index (BACC) for valid values.

Document Total  Required. Enter the unsigned net amount of all lines on the
document (the value entered should equal the value displayed
in Calculated Document Tota).

Calc Doc Total Display only. This value is the system computed total of the
line amounts.
Fund Required. Default is inferred from Organization (ORG?2)

based on the agency and organization entered on this
document. If this is a modification to a previously entered
document, fund is inferred from the original document. See
Fund Index (FUND) for valid values.

Agency Required. Enter the agency paying for the item named on this
line. Refer to Agency Index (AGC2) and Fund Agency Index
(FAGY) for valid values.

This field is optional on balance transactions.

Organization/ Organization is required ifExpense Budget Organization

Sub Option or Expense Budget Activity Optionon Fund Agency
Index (FAGY) isY (required budget and accounting)for
(required on accounting). On internal refunds, organization is
governed byRevenue Budget Organization OptionRefer
to Organization Index (ORGN) for valid values. Optional on
balance sheet transactions.
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Field

Description

Appropriation

Unit

Termini

Activity

274

Sub-Organization is optional on balance sheet transactions.
You cannot enter a sub-organization unless you have entered
an organization. Required for expenditure transactio8slif
Organization Required on Spendingon Organization

(ORG2) is:

Required [Y]
Required on Expenditure Transactions [3]

Required for revenue transaction&ifb-Organization
Required on Revenuen Organization (ORG2) Required
[Y].

Enter the sub-organization paying for the item named in this
line. Refer to Sub-Organization (SORG) for valid values.

Required. Enter the Program Budget Unit element for the
items listed on this voucher. See Program Reference Table
(PRFT) for valid values. The Appropriation Program element
and Allotment Program element will be inferred from PRFT
based on Program Budget Unit.

Conditional. Required ifermini Validation Indicator is
selected on Agency Project (AGPR) for this project. Enter the
mile point, range of mile points, or bridge identifier at which
work is performed for a given Highway Route. See Termini
Reference Table (TERM) for valid values.

Default is inferred from Organization (ORG?2), if it is included
there.

Required ifExpense Budget Activity Optionis Y (required

on budget and accounting) Ar(required on accounting) on
Fund Agency Index (FAGY). On internal refunds, this field is
controlled byRevenue Budget Activity Optionon Fund
Agency Index (FAGY). Optional on balance sheet
transactions. See Activity Index (ACTV) for valid values.

Values on documents override the values on Organization
(ORG2). If this is a modification document, this field is
optional. If entered, it must match the original document.
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Field Description

Function Default is inferred from Organization (ORG2); or from
Activity (ACT?2), if function is not entered on Organization
(ORG2). Refer to Function (FUNC) for valid values.

Required ifExpense Budget Function Option orFund
Agency Index (FAGY) isY (required on budget and
accounting) oA (required on accounting).

If this line references another document, the value entered in
this field must match the one on the other document.

Object/Sub ConditionaDbject is optional on balance sheet transactions.
Otherwise, it is required. Refer to Object Index (OBJT) for
valid values. Note: If the object code entered is a 1099
reportable code, théendor Code cannot béMiscellaneous

LeaveSub-Objectblank ifObject is not enteredSub-Object
is required ifSub-Object Requiredis selectedY] on
Expense Budget Inquiry (Extended) (EEX2). Refer to
Sub-Object (SOBJ) for valid values.

Rev Srce/Sub Conditional. Enter the revenue source debited as a result of
this document. Refer to Revenue Source Index (RSRC) for
valid values. IfRevenue Sources entered, leav®bject and
BS Accountblank.

Sub-Revenuecannot be entered Revenue Sourcés not
entered. This field is required $ub-Revenue Sourcen
Revenue Source (RSR2)Yss [Y] If the option isNo [N],
thenSub-Revenue Sourcés optional. Refer to Sub-Revenue
Source (SREV) for valid values.

Line Description  Optional. If entered, this description appealBeBtription
on the Multi-Payee Payment Voucher Detail (PVV).

Job Number Conditional. Organizations and activities can be defined to
require the entry of a job number. Refer to Organization
(ORG2) or Activity (ACT?2) for details.

Otherwise, this field is optional. Jfob Costis Yes [Y]on

System Control Options (SOP2), enter a job nhumber. See Job
Index (JOBT) for valid values. [fob Costis No [N] on

System Control Options (SOPZ2), enter a project number or
general reporting category.
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Field Description

Rept Category Conditional. Required on expenditure transactions if
Reporting Categoryon Agency (AGC2) iRRequired on
Expenditure Transactions [3].

Required on revenue transactionR#porting Category
Required on Revenue Transactions Required [Y]on
Agency (AGC?2). Required on balance sheet transactions if
Reporting Category Option on Balance Sheet Account
Index (BACC) isY (required on documents). Refer to
Reporting Category (RPTG) for valid values.

BS Account Conditional. Required if this line is an expense transaction. If
the expense transaction is a transfer of funds between two
balance sheet accounts, le@Mgect blank. Refer to Balance
Sheet Account Index (BACC) for valid values. Do not use
default accounts from System Special Accounts (SPEC).
However, you can use the default fund balance account.

Vendor Code Conditional. Requiredviéndor/Commaodity Control on
System Control Options (SOPT)B®th Controls in Effect
[Y]. Otherwise, this field is optional.

Used on vouchers for outside vendors, if your installation
requires vendor codes. Enter the vendor paid as a result of this
document. Refer to Vendor Index (VEND) for valid values.
Note:Vendor Code cannot beMiscellaneousf the Object

Codeis 1099 reportable.

Voucher Required. Enter the agency and unique number used to
Number identify this voucher. Voucher numbers may be automatically
generated using Automatic Document Numbering (ADNT).
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Field

Description

Schedule Pay
Date

Invoice Number

Check Category

Line Amount

Line

Default assigns a date according to the following rules:

If Scheduled Payment Days entered on Vendor (VEN2)
for this document's vendor, that value is used. This field
defines the day in the month that this vendor is paid. The
system assigns the payment date using this day and the
current month, or, if the resulting date has already passed,
the next month.

System Payment Lagn System Control Options (SOP2)

is used for all payment vouchers and vendors, when no
other date or payment day is specified. The payment lag is
the number of days from the voucher date when the
payment is issued.

Enter the date that the check for this payment voucher is
issued. If a date is entered, it overrides the date assigned by
the system.

Note: You can change the scheduled payment dates on
payment voucher modifying transactions or through
Payment Voucher Scheduling (SCHD). For further
details, refer to the discussion of Automated
Disbursements in theser’s Guide

Optional. Enter the Vendor Invoice (VI) number, if one is
available.

Optional. This field specifies the category where the check for
this voucher is printed. Vouchers are summed by vendor and
check category. The use of check categories is optional. Refer
to Check Category (CCAT) for valid values.

Required. Enter the line amount. If adding a new line, enter
the dollar amount of the item(s) described on this line. Enter
two digits for cents; the decimal point is optional. Do not enter
dollar signs or commas.

Optional. Enter the line number of the referenced invoice. The
line number entered must be a valid Vendor Invoice (VI) line
number.

Multiple Vendor Payment Voucher (MP)
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Field Description

Vendor Name Default is inferred from Vendor (VENZ2). Required when
Vendor Codeis blank or a miscellaneous vendor is entered.
Enter the name you want printed on checks. You can enter the
name here for your own reference.

Vendor Address  Default is obtained from Vendor (VENZ2). Required on
vouchers for outside vendors whéendor Codeis blank, or
a miscellaneous vendor is entered. Enter the address you want
printed on checks. You can enter the address here for your
own reference.

Country Default is obtained from Vendor (VEN2). Required on
vouchers for outside vendors whéendor Codeis blank, or
a miscellaneous vendor is entered. Enter the country you want
printed on checks. You can enter the country here for your
own reference.

Discount Type Optional. If a vendor discount policy applies to this voucher
line, enter the appropriate discount type from Discount Type
(DISC). The cash disbursement process determines whether
the discount is taken at the time the check is printed.

Application Conditional. Required EEFT is set toYes [Y] The application

Type type is a two-character code representing the intended
application, or use, of the funds being electronically
transferred. See Electronic Funds Transfer Application Type
(EFTA) for valid values.

When blank andEFT is set toves [Y] the application type is
automatically taken from the referenced Vendor Invoice (VI),
as long as the application types on all of the Vendor Invoice
(VI) documents referenced on this payment voucher are the
same.

If EFT is set toves [Y]and there are no Vendor Invoice (VI)
documents to take the application type from, the application
type infers from Electronic Funds Transfer (1 of 2) (EFTT).
Otherwise, the user must supply this field.
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Field

Description

Single Check

EFT

Default iDefault [blank]. Default is based on the Vendor (1
of 2) (VEN2) the single check feature, but can be overridden
here. SelecYes [Y]if you want a single check printed for the
referenced voucher. Otherwise, all voucher amounts are
summed by vendor (and check category) and are printed on a
total check.

Default is inferred from Vendor (VEN2). Selésif the
cash advance is to be paid by Electronic Funds Transfer
(EFT). AnApplication Type must be entered Wesis
selected.

Multiple Vendor Payment Voucher (MP)
MARS0899
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NAME AND ADDRESSCHANGE (NAC)

E_Batch: Document: NAC 470 00000000000 M=l E3
Transaction Date T Bank éccount Code I_
Check ID [ CheckAmount P
Reference Number I—
Oid
Marne |
Address 1 |
Address 2 |
City I Sl W=nitoden
Covntry |
e
Narne |
Address 1 |
Address 2 |
City | State [ ZpCode [
Country |

The Name and Address Change (NAC) document will record all the name and
address changes and post the changes to Open Check Header Inquiry (OPCH), Open
Check by Name (OPCN), Warrant Reconciliation (WREC), and Name and Address
Change Activity (NACA).The document processor will also determine whether the

changes are for 1099 reportable payments. This document will allow changes for
check writer only.

Field Description

Transaction Date  Enter the transaction daten(dd yy.

Bank Account Required. Enter the bank account code. See Open Check
Code Header Inquiry (OPCH) for valid values.

Check ID Required. Enter the check number. See Open Check Header
Inquiry (OPCH) for valid values.
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Field

Description

Check Amount

Reference

Number

Old Name

Old Address 1

Old Address 2

old City

Old State

Old Zip Code

Old Country

New Name

New Address 1

New Address 2

New City

The amount of the check is displayed from the Open Check
Header Inquiry (OPCH).

Optional. Enter th®ayment Voucher Number

The old name is displayed from the Open Check Header
Inquiry (OPCH).

The old address is displayed from the Open Check Header
Inquiry (OPCH).

The old address is displayed from the Open Check Header
Inquiry (OPCH).

The old city is displayed from the Open Check Header Inquiry
(OPCH).

The old state is displayed from the Open Check Header
Inquiry (OPCH).

The old zip code is displayed from the Open Check Header
Inquiry (OPCH).

Default is obtained from Vendor (VENZ2). Required on
vouchers for outside vendors whéendor Codeis blank, or

a miscellaneous vendor is entered. Enter the country you want
printed on checks. You can enter the country here for your
own reference.

Conditional. Either New Name or New Address field must be
entered. Enter the new name.

Conditional. Either New Name or New Address field must be
entered. Enter the new address.

Conditional. Either New Name or New Address field must be
entered. Enter the new address.

Conditional. Either New Name or New Address field must be
entered. Enter the new city.
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Field

Description

New State

New Zip Code

New Country

Conditional. Either New Name or New Address field must be
entered. Enter the new state.

Conditional. Either New Name or New Address field must be
entered. Enter the new zip code.

Default is obtained from Vendor (VEN2). Required on
vouchers for outside vendors whéendor Codeis blank, or
a miscellaneous vendor is entered. Enter the country you want
printed on checks. You can enter the country here for your
own reference.
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NON-SUFFICIENT FUNDS (NF)

Document: NF 470 NF:. =10l x|

Date of Record W Accounting Period If Budget FY' I_
Bank &ccount I_ Cash Account I— Custarner Code I—
Hame I | Comments I—
Document Tatal I— Calculated Document Total I—
MSF Check Charge

[~ Waive Charges RE Mumber I— I— Fund I—

Agency I_ Org / Sub I_ r'l_ Activity I_ Function I_

Rewvenue Source I_ Appropriation L nit I— Aot I—

RE Murber Lire: Aot
0 | )

The Non-Sufficient Funds (NF) document backs out a Cash Receipt (CR) document
and assesses fees when a customer's check is returned because the customer's acco

does not have enough money to cover the amount of the check.

Field Description

Default is the current date. Enter the datedd yy of the
non-sufficient funds document.

Date of Record

Accounting Defaults to the current accounting period. Enter an open
Period accounting period. You cannot enter future periods.
Budget FY Default is current fiscal year. Enter a current, open budget

fiscal year. You cannot enter future fiscal years.
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Field Description

Bank Account Required. This represents the bank account in which the cash
was deposited. You must ensure that all the lines recorded on
the Non-Sufficient Funds (NF) document are deposited into
the same bank account. See Bank Account (BANK) for valid
values.

Cash Account Default is inferred from Bank Account (BANK) if it is entered
there. Enter the cash account code representing the account
line that is debited as a result of the transaction. This cash
account applies to all lines of the document.

Customer Code Required. Identifies the customer who paid with the check
showing non-sufficient funds. See Customer Name Inquiry
(CUSN) for valid values. All of the receivables listed on the
Non-Sufficient Funds (NF) document must reference the
customer specified here.

Name Display only. The corresponding customer name is inferred
from Customer (CUS2).

Comments Optional. Enter notes about this document.

Document Total  Required. Enter the unsigned net amount of all lines entered
on the document. To compute this, add together all of the line
amounts.

Note: The non-sufficient funds check charge is not included
in the document total.

Calculated Display only. The system computes the total of the line
Document Total amounts.

NSF Check Charge

Waive Charges Default is clearfd]. Selec{Y] to waive the non-sufficient
funds check charge on this document. Leave cldafetb
assess the non-sufficient funds check charge.
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Field

Description

RE Number

Fund

Agency

Org/Sub

Activity

Function

Revenue Source

Default is the first receivable from the Non-Sufficient Funds
(NF) document lines Waive Chargesis clearedN] and this
is left blank. Enter the receivable to which the non-sufficient
funds check charge is applied. The check charge is added to
the Receivable (RE) using a line numbeN&T.

Required. Default is inferred from the first line of the non-
sufficient funds check charge receivable. See Fund Index
(FUND) for valid values.

Required. Default is inferred from the agency on the first line
of the Receivable (RE) referenced in M®F Check Charge
group. Enter the agency that you want to receive the non-
sufficient funds check charge. See Agency Index (AGCY) and
Fund Agency Index (FAGY) for valid values.

Default is inferred from the first line of the non-sufficient
funds check charge receivab@rganization is required if
Revenue Budget Organization Optioron Fund Agency
Index (FAGY) isY (required for budget and accounting)for
(required on accounting). Otherwise, the organization is used
for reporting purposes onlgub-Organization is required if
Sub-Organization Required on Revenu®n Organization
(ORG2) isRequired [Y] See Organization Index (ORGN)
and Sub-Organization (SORG) for valid values.

Default is inferred from the first line of the non-sufficient

funds check charge receivable. Requird@df/enue Budget
Activity Option on Fund Agency Index (FAGY) ¥

(required on budget and accounting)fofrequired on
accounting). Otherwise, used for reporting purposes only. See
Activity Index (ACTV) for valid values.

Default is inferred from the first line of the non-sufficient
funds check charge receivable.

Display only. Revenue source is inferredNi®fmCharge
Revenue Sourcen Revenue Options (ROPT).

Non-Sulfficient Funds (NF)
MARS0899
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Field

Description

Appropriation
Unit

Amount

RE Number

Line

Amount

Default is inferred from the first line of the non-sufficient

funds check charge receivable. Enter the Program Budget Unit
element for the items listed on this document. See Program
Reference Table (PRFT) for valid values. The Appropriation
Program element and Allotment Program element will be
inferred from PRFT based on Program Budget Unit.

Display only. Amount is inferred froMSF Check Charge

on Revenue Option by Agency and Revenue Source (ROAR)
in the case where the agency has entered data in ROAR.
Otherwise, Amount is inferred froMSF Charge Revenue
Sourceon Revenue Options (ROPT).

Required. Document number of a receivable to which cash
from the non-sufficient funds check was applied.

Ensure that all of the receivables referenced on the Non-
Sufficient Funds (NF) document lines are for the same
customer and billing code.

Conditional. Required if cash from the non-sufficient funds
check was applied to a specific Receivable (RE) document
line. Enter the Receivable (RE) document line numbd&Bf
Number is entered antine is blank, the Cash Receipt (CR)
is reversed out in sequential receivables line order.

Note: If the Receivable (RE) was closed by a Cash Receipt
(CR) with an over/under amount within the defined
tolerance, then you must leave this field blank.

Required. Amount of the non-sufficient funds check that was
applied to the specified receivable or receivable line.

286
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OBLIGATION PLAN (OB)

2 Batch: Document: OB 470 00000000000 Hi=l
[rate of Record I /! /! Accounting Penod I ! Budget FY' I
Plan Fy’ I_ Plan Type Total Increasze £ Decrease Amaunt |
# Bass Calculated Increaze / Decrease Amount I
" Maodification
Intemal  Ref Job
Fund  Agey Fund  Agoy Omg  / Sub Appr Unit Aty Fune Object / Sub MHumber
I [ [ 4 | | I 4 1
Rept Categom I Temmini I
Plan Periad Aot Def £ Ine / Dec
I_ I— o

The Obligation Plan (OB) document establishes spending targets by planning periods
within user-defined planning units. It also modifies existing plans.

Field

Description

Date of Record

Accounting
Period

Budget FY

Required. Enter the daten(dd yythat you want to associate
with these lines, usually the current date. If blank, the system
uses the date it accepts the document.

Default is inferred fronDate of Record Enter the accounting
period. If you want these lines recorded in another accounting
period, enter the desired and open period, using fiscal months

and fiscal years. You cannot enter

future period.

Required. Enter the last two digits of the fiscal year to which

this document applies.

Obligation Plan (OB)
MARS0899
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Field

Description

Plan FY

Plan Type

Total Increase/
Decrease
Amount

Calculated
Increase/
Decrease
Amount

Fund

Agcy

Fund (Internal

Ref)

Agcy (Internal
Ref)

Default is the budget fiscal year. Enter the plan fiscal year. Do
not enter a plan year that is less than the budget fiscal year.

Optional. Enter the appropriate value depending on which
plan type you are creating, adding to, or changing. Valid
values ardBase [B]andModification [M]. All changes made
to the base plan are reflected in the modified (current) plan.

Required. Enter the total of the increase/decrease amount
column.

Display only. This is a system-computed total of all line
amounts.

Required. Default is inferred from Organization (ORG?2)
based on the agency and organization entered on this
document. If this is a modification to a previously entered
document, fund is inferred from the original document.

Required. Enter the code for the fund to which this plan
transaction applies (the buyer if internal). Refer to Agency
Index (AGCY) and Fund Agency Index (FAGY) for valid
values for both the planning and the budget fiscal years
specified on this document. If you are changing previously
entered lines, this code must match the new agency code.

Default is inferred from Organization (ORG2) based on the
agency and organization entered on this document. If this is a
modification to a previously entered document, fund is
inferred from the original document.

Conditional. Required if planning for internal purchases and
sales. Enter the agency of the seller. Refer to Agency Index
(AGCY) and Fund Agency Index (FAGY) for valid values for
both the plan and budget fiscal years specified on this
document. If you are changing previously entered lines, this
agency must match the original entry.
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Field

Description

Org/Sub

Appr Unit

Actv

Func

Object/Sub

Job Number

Rept Category

Termini

Optional. Refer to Organization (ORG2) and Sub-
Organization (SORG) for valid values.

Optional. Enter the program budget unit for the items listed on
this document. See Program Reference Table (PRFT) for valid
values.

Default is inferred from Organization (ORG2), if it is included
there. If you want to override the value on Organization
(ORG2), enter a valid activity from Activity (ACT2).

Optional. Refer to Function (FUNC) for valid values.

Optional. Enter the object/sub-object combination from
Object Index (OBJT) and Sub-Object (SOBJ) that best
describes the item named on this line.

Optional. This field is used for job costindolh Coston
System Control Options (SOP2)Yss [Y] refer to Job Index
(JOBT) for valid values.

You can enter a project number. If you do not use job cost or
project accounting, you can enter a general reporting code.

Optional. Refer to Reporting Category (RPTG) for valid
values for the agency entered for this document.

Conditional. Required ifermini Validation Indicator is
selected on Agency Project (AGPR) for this project. Enter the
mile point, range of mile points, or bridge identifier at which
work is performed for a given Highway Route. See Termini
Reference Table (TERM) for valid values.

Obligation Plan (OB)
MARS0899
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Field

Description

Plan Period

Amount

Def/Inc/Dec

Required. Enter the two-digit representation for the period that
this line applies to. Valid values depend on the value entered
in Plan Frequencyon Fund Agency Index (FAGY) for the
fund you have entered. Valid values are:

01

Enter if Plan FrequencyisY (yearly).
01,02,03 0r 04/1, 2, 3, or 4

Enter if Plan Frequencyis Q (quarterly).
01...13/1...13

Enter if Plan Frequencyis M (monthly).

Required. Enter the amount of change being made to the plan.
If you are establishing a new line, this is the new amount of
this line. Enter amounts in whole dollars.

Defaults tdefault [blank]. Required if making changes to
existing lines. Valid values af@efault [blank], Increase [I]
andDecrease [D] If blank for new lines, defaults tacrease

[
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OUT OF STATHOUT OF COUNTRYEXPENSE
VOUCHER(TP)

Document: TP 470 TFPDODO01 3850 M=l &3
[timerary ] Expenses ] Surnmary ]

Date / ! Accounting Period ! Budget FY' I_
&+ New " Modification
Traveler ID |
Address |

I
City / State / Zip |
Fesp Agcy / Org I— I—
Travel Policy ID I—
Originating TE 1D
otk Lacation | |
Purpoze | |

Meal Reimbursement Type I Per Diem

The Expense Voucher (TP) is used to request reimbursement for travel expenses
when a traveler has returned from a business related trip. The Expense Voucher (TP)
reflects the actual cost of the trip.

Trip View
Field Description
Date Default is the system date (usually the current date). Enter the

date (nm dd yythe travel was authorized.
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Field

Description

Accounting
Period

Budget FY

New/
Modification
[Action]

Traveler ID

Traveler Name

Address

City/State/Zip

Resp Agcy/Org

Travel Policy ID

Originating TE
ID

Default is the current accounting periadn( yy. If this
document is to be recorded in another accounting period, enter
a valid, open period. Future periods cannot be entered.

Defaults to the current budget fiscal year. If this document is
to be recorded in another accounting period, enter a valid,
open period. Future periods cannot be entered.

Required. Valid values are:

New [E]
This document is new.
Modification [M]
This document is modifying a previous document.

Key field. Enter the employee ID or the vendor code that
identifies the traveler. See Vendor Index (VEND) for valid
values.

Display only. The traveler name is inferred from Vendor
(VEN2) based on the value entered in the Traveler ID field.

Display only. The traveler’s street address is inferred from
Vendor (VEN2).

Display only. The traveler’s city, State and Zip Code is
inferred from Vendor (VEN2).

Required. Enter a responsible agency code and organization
code. These fields allow users to decentralize billing for travel
documents and provide higher security by establishing an
audit trail. See Agency Index (AGCY) and Organization
Index (ORGN) for valid values.

Required. Enter the identification number of the appropriate
travel policy to regulate this trip. See Travel Policy (TVPL)
for valid values.

Display only. The document ID of the originating TE that
began the travel document chain is displayed.
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Field

Description

Work Location

Work Location
Description

Purpose

Purpose
Description

Meal
Reimbursement

Type

Required. Enter the valid destination code for the traveler’s
work location. See Destination Functionality (DEST) for valid
values.

Display only. This field identifies the traveler’s work location,
inferred automatically from Destination Functionality
(DEST), based on the value entered in the Work Location
Code field.

Required. Enter the code that corresponds to the reason for the
trip. See Travel Purpose (PURP) for valid values.

Display only. This field identifies the name of the reason for
the trip, inferred from Travel Purpose (PURP) based on the
value entered in the Purpose Code field.

Default is inferred from Travel Policy (TVPL). Valid values
are:

Per Diem
Actual and Necessary
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Itinerary View

2 Batch: Document: TP 470 TPO0D00013850 |- [O]=]
Trip : : Erpenses ] Surnmary ]
Destinations
1] | DvernightSta_l,ll vI =
Fram / To / / : Per Diem I
2 I I Overmight Staw | |
From / Tao dood : Per Diem |
3 | Orvernight Stay | vI
From / Tao / / : Per Diem I
4 I | Overnight Stay | vI
From / Tao [ : Per Diem |
] I | DvernightStayl vI -
4| | »
Calculated Per Diem I Tatal Per Diem Reimburzement I
Per Diem Adjustment I
Explanation |
Field Description
Itinerary Details

Destination 1

Destination (2-
10)

Destination
Description (1-
10)

Overnight Stay

Required. Enter the code for the appropriate first destination
of the trip. This field will be used in calculating per diem
reimbursement amounts for the traveler. See Destination
Functionality (DEST) for valid values.

Optional. Enter any additional codes describing the
destinations on this trip. See Destination Functionality
(DEST) for valid values.

Display only. The appropriate name of the destination is
inferred from Destination Functionality (DEST).

Optional. Sele¥esif an overnight stay at this destination is
anticipated. Seledto if no overnight stay is anticipated.
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Field Description

From Date(1-10) Conditional. Required if the Per Diem option button is
selected. Enter the date the traveler will arrive at this
destination for this leg of the trip. This field will be used in
calculating per diem reimbursement amounts for the traveler.

From Time (1- Conditional. Enter the timénfi mn) the travel began.
10)

To Date(1-10) Conditional. required if the Per Diem option button is
selected. Enter the date the traveler will leave this destination
for this leg of the trip. This field will be used in calculating per
diem reimbursement amounts for the traveler.

To Time (1-10) Conditional. Enter the timigh(mn) that travel ended.

Per Diem Display Only. The amount of Per Diem reimbursement
calculated for this destination is displayed.

Calculated Per  Display only. This is the per diem reimbursement amount

Diem calculated by the system from the Destination information.
First Day Travel Total + Full Days Travel Total + Last Travel
Days = Calculated Per Diem Reimbursement.

Total Per Diem  Display only. The Calculated Per Diem + any Per Diem
Reimbursement Adjustment amounts.

Per Diem Enter any adjustments (+/-) to the Calculated Per Diem.

Adjustment

Explanation Optional. Enter any explanation for Per Diem Adjustment
amount.
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Expenses View

B Batch: Document: TP 470 TPOODO13850 |- (O] =]

Trip ] Itinerary Surnmary ]

Expenze Detail
Lire Humber I Date P Amount I
Expense Type | |
Description | Payment Method I Out of Pocket VI
Location I & Def ¢ lnc ¢ Dec Rate/Cap I

Funding Strip

Fund  Agency Org #Sub Appr Unit Activity  Function  Object £ Sub Job / Project

. [l 8
Rept Category I Termnini I

tdileage Detail
Origit | | Trip Mileage |
Explanation [if necessary) | Wicinity Mileage I
D estination | | Tatal Milzage |
Explanation [if necessan] | Calc Mileage |

Caloulated Total I Waucher Total I

Field

Description

Expense Detail

Line Number

Date

Amount

Expense Type

Expense Type
Name

Description

Required, key field. Enter unique number for the expense line.
This value must be two digits.

Default is the system date. Enter the date ¢d yy}hat the
expense occurred.

Required. Enter the amount of the expense (in dollars).

Required. Enter the type of expense. See Expense Type Code
(EXTC) for valid values.

Display only. This field indicates the name of the given
Expense Type based on the value entered in the Expense Type
Code field.

Conditional. Required if the Expense Type Indicatgras
EXTS. If required, enter descriptive information about the
incurred expense.
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Field

Description

Payment Method

Location

Def/Inc/Dec

Rate/Cap

Funding Strip

Fund

Agency

Org

Sub-Org

Required. Select the payment method of the expense line.
Default isOut of Pocketexcept for Internal Resource
expenses (State Parks and Motor Pool). Selettiegnal
Bill will not include the amount in the “Amount Due
Traveler” field. This amount will be recorded in OTLT with
other trip expenses, but will not be reimbursed to the traveler.
Valid values are Airline Advances, Registration Advances,
Hotel Advances, Internal Bill Per Diem Out of Pocket.

Enter the location where the expense was incurred. See
Destination Functionality (DEST) for valid values.

Default igDefault]. Required on modified documents if
Advance Amountfield has been altered. If increasing the
amount of the advance, seléut; if decreasing, selefec

Display only. This field identifies either the mileage rate or
expense cap depending on expense type selected. Both
mileage rate and expense cap are inferred from Travel Policy
(TVPL) and the related Rate Schedule (RTSC) table.

The default value is inferred from Organization (ORG2).
Enter the fund that will pay for this trip. See Fund Index
(FUND) for valid values.

Enter the Agency that is paying for this trip. See Agency
Index (AGCY) and Fund Agency Index (FAGY) for valid
values.

Conditional. Organization is requireddkpense Budget
Organization option isY (required on budget and accounting)
on Fund Agency Index (FAGY); otherwise, field is optional
and used for reporting purposes only. See Organization Index
(ORGN) for valid values.

Optional. Enter a sub-organization if desired. See Sub-
Organization (SORG) for valid values.
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Field

Description

Appr Unit

Activity

Function

Object

Sub-Object

Job/Project

Rept Category

Termini

Mileage Details

Origin

Required. Enter the last four bytes of the Appropriation Unit.
The last four bytes represent the Program Budget Unit. The
first five bytes are display only.

The default value is inferred from Organization (ORG2).
However, values entered on documents override the values
entered in Organization (ORG2). See Activity Index (ACTV)
for valid values.

Conditional. Required Expense Budget Functioroption is

Y (required on budget and accounting)ofrequired on
accounting) on Fund Agency Index (FAGY); otherwise, field
is optional. See Function (FUNC) for valid values.

Display only. The code that describes the resource being
expensed is displayed.

Conditional. Sub-Object is require8ifb-Object Required
isY on Expense Budget Inquiry (EXP2) or Expense Budget
Inquiry (Extended) (EEX2); otherwise, field is optional. See
Function (FUNC) for valid values.

Enter the Job or Project Code valid for this Fund Agency
combination. If entering Project (5 characters), the Sub-
Project (2 characters) and Project Phase (1 character) must
also be provided. See Job Table (JOBT) for valid Jobs and
Project Budget Line Table (PRBL) for valid Project, Sub-
Project, and Project Phase values.

Enter a Reporting Category that is valid within the agency.
See Reporting Category (RPTG) for valid values.

Optional. This field is used by the Department of
Transportation to record termini or bridge identifiers for DOT
projects. This is an unedited field.

Conditional. Required if expense type is “POV Mileage”.
Enter the destination code of the of the starting location for the
POV Mileage expense. This will be validated against DEST.
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Field

Description

Origin
Description

Trip Mileage

Explanation (if
necessary)

Vicinity Mileage

Destination

Destination
Description

Total Mileage
Explanation (if
necessary)

Calc Mileage

Authorization
Total

Calculated Total

Display only. This field is inferred from the Destination
Functionality (DEST) table based on the value entered in the
Origin Code field.

Optional. Required if the expense type is “POV Mileage”.
This value is the actual mileage between Origin and
Destination on the expense line.

Optional. Free text explanation of the origin may be entered if
necessary.

Optional. Entered by the user, this value is the difference
between the mileage calculated by a mileage calculator tool
and the actual mileage incurred by the traveler.

Conditional. Required if expense type is “POV Mileage”.
Enter the destination code of the ending location for POV
Mileage. This will be validated against DEST.

Display only. This field is inferred from the Destination
Functionality (DEST) table based on the value entered in the
Destination Code field.

Entered by the user, this field identifies the sum of the Trip
and Vicinity mileages entered on this expense line.

Optional. Free text explanation of the destination may be
entered if necessary.

Display only. This field identifies the official mileage between
destinations, inferred from Point-to-Point (PTOP).

Enter the total amount of the travel authorization, including
per diem estimates and all expense estimate lines. This value
is validated against the sum of all the lines to ensure that all
information was entered.

Display only. The amount calculated by the system for the
transaction.
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Summary Tab

B Batch: Document: TP 470 TPOODO13850 |- (O] =]
Trip ] Itinerary Erpenses
Trip Summary
Purpoze | Total Ladging I—
Destinations 1 | 2| 3 4] & |
E | | 8| a] 10
Total Mileage I— Total Per Diem I—

Total Dut of Pocket Expenzes I

Advances Summary
Hatel Tatal
FieqistrationT otal

Airling Tatal

Total Third Party Advances I

| Scheduled Hatel Deposit Prat I
| Scheduled Reagistrations Fee Pt |
I Scheduled Airline Advance Pt I

Fayment Sumrmary

Amount Due Traveler

I lzzue Individual Check I - I Category I

EFT Indicator I Drefault hd I Appl Type I

Field

Description

Trip Summary

Purpose

Total Lodging

Destinations (1-

10)

Total Mileage

Total Per Diem

Total Out of

Display only. This field is inferred from the Purpose
Description field on the Trip Tab.

Display Only. The sum of all lodging expenses on the
document is displayed.

Display only. This field is inferred from the Destination
Description fields on the Trip Tab.

Display only. This field is the total mileage as entered on the
Expenses Tab.

Display only. This field is inferred from the Total Per Diem
Reimbursement field on the Per Diem Tab.

Display only. The system calculates this value which includes

Pocket Expenses all trip expenses on this Travel Authorization.
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Field

Description

Advances Summary

Hotel Deposit
Advance

Registration Fee
Advance

Airline Advance

Scheduled Hotel
Deposit Pmt

Scheduled
Registrations
Fee Pmt

Scheduled
Airline Advance
Pmt

Total Third Party

Display only. This field is inferred from the Hotel Deposit
Advance Amountfield on the Advances Tab.

Display only. This field is inferred from the Registration Fee
Advance Amountfield on the Advances Tab.

Display only. This field is inferred from the Airlidelvance
Amount field on the Advances Tab

Display only. This field is inferred from Hotel Advance
Schedule Payment Amount on Open Trip Header Inquiry (2 of
3) (OTH2) if referencing a Travel Authorization (TE).

Display only. This field is inferred from Registration Fee
Scheduled Payment Amount on Open Trip Header Inquiry (2
of 3) (OTH?2) if referencing a Travel Authorization (TE).

Display only. This field is inferred from Registration Fee
Scheduled Payment Amount on Open Trip Header Inquiry (2
of 3) (OTH?2) if referencing a Travel Authorization (TE).

Display only. This field identifies the sum of all third party

Advances advances on this Travel Authorization.

Payment Summary

Amount Due Display only. This field indicates the amount due the traveler
Traveler calculated by the system.

Issue Individual
Check

Category

SelectYes [Y] if a separate check is to be issued for this
amount. Seledtlo [N] to add this amount together with other
advances for the same recipient to produce a combined check.

Optional. Enter the check category associated with this
document. See Check Category (CCAT) for valid values. If
the user leaves this value blank, the system will default the
check category to the value default check category defined in
the Travel Special Accounts (TSPC) table.
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Field

Description

EFT Indicator

Appl Type

Defaults t®efault [blank] . Required if you want the current
payment voucher paid by Electronic Funds Transfer (EFT).
SelectYes [Y] and enter a valid application type to select this
voucher for electronic funds payment.Dfefault [blank] is
selected, this field defaults ¥es [Y] when EFT Status is
Active [A] on Vendor (VEN2); otherwise, this field defaults
toNo [N] .

Default is inferred from Electronic Funds Transfer (EFTT).
Enter the application type for this electronic funds transfer.
See Electronic Funds Transfer Type (EFTA) for valid values.
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OuUT OF STATE TRAVELAUTHORIZATION(TEO)

E_Batch: Document: TED 470 TEOO0D0DDDO1 Hi=l
Trip I Itinerary I Expenzes I Advances | Summary I
Date W Accounting Period If Budget FY' I_
&+ New ' Modification
Traveler 1D | |
Address |
|
City / State / Zip |
|

Phaone

Purpoge

Resp Agey / Og I I
Trawvel Policy |D I

‘work Location | |

Meal Reimbursement Type IF'er Diem

An Out

of State Travel Authorization (TEO) is used to request approval for a

business-related trip that is considered out of the state. In this document, the traveler
indicates trip destination(s), purpose, and dates of travel and requests advance checks
In response, the TEO records trip information and schedules advance checks. Third-
party travel advances are divided into three categories: hotel deposits, registration
fees, and airline advances.

There is one Travel Authorization document for each type of travel. These documents

are TE,

TEO, and TEC, representing In-State, Out-of-State, and Foreign Travel

Authorizations respectively.

EEEEEEEENEEEEEENEEEEEEEEEE
Out of State Travel Authorization (TEO) 303

MARS0899



304

Trip View

Field Description
Date Default is the system date (usually the current date). Enter the
date (mm dd yythe travel was authorized.
Accounting Default is the current accounting periadni yy. If this
Period document is to be recorded in another accounting period, enter
a valid, open period. Future periods cannot be entered.
Budget FY Defaults to the current budget fiscal year. If this document is
to be recorded in another accounting period, enter a valid,
open period. Future periods cannot be entered.
New/ Required. Valid values are:
Modification
[Action] New [E]
This document is new.
Modification [M]
This document is modifying a previous document.
Traveler ID Key field. Enter the employee ID or the vendor code that

Traveler Name

Address

City/State/Zip

Phone

Resp Agcy/Org

identifies the traveler. See Vendor Index (VEND) for valid
values.

Display only. The traveler name is inferred from Vendor
(VEN2) based on the value entered in the Traveler ID field.

Display only. The traveler’s street address is inferred from
Vendor (VEN2).

Display only. The traveler’s city, State and Zip Code is
inferred from Vendor (VEN2).

Display only. The traveler’s phone number is inferred from
Vendor (VEN2).

Required. Enter a responsible agency code and organization
code. These fields allow users to decentralize billing for travel
documents and provide higher security by establishing an
audit trail. See Agency Index (AGCY) and Organization
Index (ORGN) for valid values.
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Field

Description

Travel Policy ID

Work Location

Work Location
Description

Purpose

Purpose
Description

Meal
Reimbursement

Type

Required. Enter the identification number of the appropriate
travel policy to regulate this trip. See Travel Policy (TVPL)
for valid values.

Required. Enter the valid destination code for the traveler’s
work location. See Destination Functionality (DEST) for valid
values.

Display only. This field identifies the traveler’s work location,
inferred automatically from Destination Functionality
(DEST), based on the value entered in the Work Location
Code field.

Required. Enter the code that corresponds to the reason for the
trip. See Travel Purpose (PURP) for valid values.

Display only. This field identifies the name of the reason for
the trip, inferred from Travel Purpose (PURP) based on the
value entered in the Purpose Code field.

Default is inferred from Travel Policy (TVPL). Valid values
are:

Per Diem
Actual and Necessary

Out of State Travel Authorization (TEO)
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Itinerary View

E_Batch: Document: TED 470 TEDOODOODO M= E3

Tiip Itirer ary |

Expenses I Advances | Summary I

Destinations

-

Calculated Per Diem

Per Diem Adjustment I

Total Per Diem Reimbursement

Explanation |

Field

Description

Itinerary Details

Destination 1

Destination (2-
10)

Destination
Description (1-
10)

Overnight Stay

Required. Enter the code for the appropriate first destination
of the trip. This field will be used in calculating per diem
reimbursement amounts for the traveler. See Destination
Functionality (DEST) for valid values.

Optional. Enter any additional codes describing the
destinations on this trip. See Destination Functionality
(DEST) for valid values.

Display only. The appropriate name of the destination is
inferred from Destination Functionality (DEST).

Optional. Sele¥esif an overnight stay at this destination is
anticipated. Seledto if no overnight stay is anticipated.

EEEEEEEEEEEEEEEEEEEEEEEEEER
MARS ADVANTAGE User’s Reference - Documents

MARS0899



Field Description

From (1-10) Conditional. Required if the Per Diem option button is
selected. Enter the date the traveler will arrive at this
destination for this leg of the trip. This field will be used in
calculating per diem reimbursement amounts for the traveler.

From Time (1- Conditional. Enter the timénfi mn) the travel began.
10)

To (1-10) Conditional. required if the Per Diem option button is
selected. Enter the date the traveler will leave this destination
for this leg of the trip. This field will be used in calculating per
diem reimbursement amounts for the traveler.

To Time (1-10) Conditional. Enter the timigh(mn) that travel ended.

Per Diem Display Only. The amount of Per Diem reimbursement
calculated for this destination is displayed.

Calculated Per  Display only. This is the per diem reimbursement amount

Diem calculated by the system from the Destination information.
First Day Travel Total + Full Days Travel Total + Last Travel
Days = Calculated Per Diem Reimbursement.

Total Per Diem  Display only. The Calculated Per Diem + any Per Diem
Reimbursement Adjustment amounts.

Per Diem Enter any adjustments (+/-) to the Calculated Per Diem.

Adjustment

Explanation Optional. Enter any explanation for Per Diem Adjustment
amount.
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Expenses View

P Batch: Document: TED 470 TEST1 M=l 3

Trip ] Itimerary Advances ] Summary ]

Expenze Detail
Line Mumber I Date ! / Armount I
Expenze Tupe | |
Dezcription | Payment Method | Ot of Pocket vl
Location I & Def " |nc  Dec FRae/Cap I

Funding Stripe

Fund  Agency Org / Sub Appr Unit Activity  Function  Object / Sub Job # Project

. [l [
Rept Category I Termini I

tileage Detail
Origin | | Trip Milzage I
Explanation (if necessam) | Yicinity Mileage |
Dlestination | | Total Mileage I
Explanation [if necessary) | Calc Mileage I

Calculated Total | Autharization Tatal |

Field

Description

Expense Detail

Line Number

Date

Amount

Expense Type

Expense Type
Name

Description

Required, key field. Enter unique number for the expense line.
This value must be two digits.

Default is the system date. Enter the date ¢d yy}hat the
expense occurred.

Required. Enter the amount of the expense (in dollars).

Required. Enter the type of expense. See Expense Type Code
(EXTC) for valid values.

Display only. This field indicates the name of the given
Expense Type based on the value entered in the Expense Type
Code field.

Conditional. Required if the Expense Type Indicatgras
EXTS. If required, enter descriptive information about the
incurred expense.
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Field

Description

Payment Method

Location

Def/Inc/Dec

Rate/Cap

Funding Strip

Fund

Agency

Org

Sub-Org

Required. Select the payment method of the expense line.
Default isOut of Pocketexcept for Internal Resource
expenses (State Parks and Motor Pool). Selettiegnal
Bill will not include the amount in the “Amount Due
Traveler” field. This amount will be recorded in OTLT with
other trip expenses, but will not be reimbursed to the traveler.
Valid values are Airline Advances, Registration Advances,
Hotel Advances, Internal Bill Per Diem Out of Pocket.

Enter the location where the expense was incurred. See
Destination Functionality (DEST) for valid values.

Default igDefault]. Required on modified documents if
Advance Amountfield has been altered. If increasing the
amount of the advance, seléut; if decreasing, selefec

Display only. This field identifies either the mileage rate or
expense cap depending on expense type selected. Both
mileage rate and expense cap are inferred from Travel Policy
(TVPL) and the related Rate Schedule (RTSC) table.

The default value is inferred from Organization (ORG2).
Enter the fund that will pay for this trip. See Fund Index
(FUND) for valid values.

Enter the Agency that is paying for this trip. See Agency
Index (AGCY) and Fund Agency Index (FAGY) for valid
values.

Conditional. Organization is requireddkpense Budget
Organization option isY (required on budget and accounting)
on Fund Agency Index (FAGY); otherwise, field is optional
and used for reporting purposes only. See Organization Index
(ORGN) for valid values.

Optional. Enter a sub-organization if desired. See Sub-
Organization (SORG) for valid values.
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Field Description

Appr Unit Required. Enter the last four bytes of the Appropriation Unit.
The last four bytes represent the Program Budget Unit. The
first five bytes are display only.

Activity The default value is inferred from Organization (ORG2).
However, values entered on documents override the values
entered in Organization (ORG2). See Activity Index (ACTV)
for valid values.

Function Conditional. Required Expense Budget Functioroption is
Y (required on budget and accounting)ofrequired on
accounting) on Fund Agency Index (FAGY); otherwise, field
is optional. See Function (FUNC) for valid values.

Object Enter the code that describes the resource being requisitioned.
See Object Index (OBJT) for valid values.

Sub-Object Conditional. Sub-Object is require8ifb-Object Required
isY on Expense Budget Inquiry (EXP2) or Expense Budget
Inquiry (Extended) (EEX2); otherwise, field is optional. See
Function (FUNC) for valid values.

Job/Project Enter the Job or Project Code valid for this Fund Agency
combination. If entering Project (5 characters), the Sub-
Project (2 characters) and Project Phase (1 character) must
also be provided. See Job Table (JOBT) for valid Jobs and
Project Budget Line Table (PRBL) for valid Project, Sub-
Project, and Project Phase values.

Rept Category Enter a Reporting Category that is valid within the agency.
See Reporting Category (RPTG) for valid values.

Termini Optional. This field is used by the Department of
Transportation to record termini or bridge identifiers for DOT
projects. This is an unedited field.
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Field

Description

Mileage Details

Origin

Origin

Description

Trip Mileage

Explanation (if
necessary)

Vicinity Mileage

Destination

Destination

Description

Total Mileage

Explanation (if

necessary)

Calc Mileage

Conditional. Required if expense type is “POV Mileage”.
Enter the destination code of the of the starting location for the
POV Mileage expense. This will be validated against
Destination Functionality (DEST).

Display only. This field is inferred from the Destination
Functionality (DEST) table based on the value entered in the
Origin Code field.

Optional. Required if the expense type is “POV Mileage”.
This value is the actual mileage between Origin and
Destination on the expense line.

Optional. Free text explanation of the origin may be entered if
necessary.

Optional. Entered by the user, this value is the difference
between the mileage calculated by a mileage calculator tool
and the actual mileage incurred by the traveler.

Conditional. Required if expense type is “POV Mileage”.
Enter the destination code of the ending location for POV
Mileage. This will be validated against Destination
Functionality (DEST).

Display only. This field is inferred from the Destination
Functionality (DEST) table based on the value entered in the
Destination Code field.

Entered by the user, this field identifies the sum of the Trip
and Vicinity mileages entered on this expense line.

Optional. Free text explanation of the destination may be
entered if necessary.

Display only. This field identifies the official mileage between
destinations, inferred from Point-to-Point (PTOP).
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Field Description

Authorization Enter the total amount of the travel authorization, including

Total per diem estimates and all expense estimate lines. This value
is validated against the sum of all the lines to ensure that all
information was entered.

Calculated Total  Display only. The system calculated total for the transaction is
displayed.
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Advances Tab

B Batch: Document: TED 470 TEST1 M=l &3
Trip ] [tirerary ] Expenzes Surmary ]
Fegiztration Fee
Yendor |
Advance Aot I @ Def  Inc 1 Dec SchedCheck Date ¢ /
Category I lzzue Individual Check I 'I EFT Indicatar I Diefault vi Appl Tpe I
Tatal
Total Third Party ddvances I
Field Description

Registration Fee

Vendor

Vendor Name

Advance
Amount

Def/Inc/Dec

Sched Check
Date

Required. Enter the appropriate code for the vendor to whom
payment will be made. See Vendor Index (VEND) for valid
values.

Display only. Default is inferred from Vendor Index (VEND)
based on the value Wendor Code Required if a
miscellaneous vendor code was entered.

Optional. If an advance is required, enter the amount in dollars
and cents.

Default i§Default]. Required on modified documents if
Advance Amountfield has been altered. If increasing the
amount of the advance, seléut; if decreasing, selefec

Default is the system date. Enter the date the advance check is
to be written.

Out of State Travel Authorization (TEO)
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Field Description

Category Optional. Enter the check category associated with this
document. See Check Category (CCAT) for valid values. If
the user leaves this field blank, the system will default the
check category to the default check category defined in the
Travel Special Accounts (TSPC) table.

Issue Individual SelectYesif a separate check should be issued for this

Check amount. Seledio to add this advance amount together with
other advances for the same vendor to produce a combined
check.

EFT Indicator Default is inferred from Vendor (VEN2). Selgesif the
cash advance is to be paid by Electronic Funds Transfer
(EFT). AnApplication Type must be entered Wesis
selected.

Appl Type Default is inferred from Electronic Funds Transfer (EFTT).
Enter the application type for this electronic funds transfer.
See Electronic Funds Transfer Type (EFTA) for valid values.

Total Third Party Display only. This value, calculated by the system, is the sum
Advances of the Hotel Deposit Advance Amount, the Registration Fee
Advance Amount, and the Airline Advance Amount.
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Summary Tab

E_Batch: Document: TEO 470 TEODOODOODO M= E3
Trip | [tinerary I Expenzes I Advances Summary I
Trip Sunrnany
Purpose | Taotal Ladaging I—
Destinations 1 | 2| 3| 4] 5|
6| 7] 8 9| 10|
Tatal Milzags I—
Total Per Diem I—
Total Out of Pocket Expenzes I—
Advances Summary
Hotel Dieposit Advance I—
Registration Fee Advance I—
Airline &dvance Amount I—
Total Third Party Advances I—

Field

Description

Trip Summary

Purpose

Total Lodging

Destinations (1-

10)

Total Mileage

Total Per Diem

Total Out of

Display only. This field is inferred from the Purpose
Description field on the Trip Tab.

Display Only. The sum of all lodging expenses on the
document is displayed.

Display only. This field is inferred from the Destination
Description fields on the Trip Tab.

Display only. This field is the total mileage as entered on the
Expenses Tab.

Display only. This field is inferred from the Total Per Diem
Reimbursement field on the Per Diem Tab.

Display only. The system calculates this value which includes

Pocket Expenses all trip expenses on this Travel Authorization.
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Field

Description

Advances Summary

Hotel Deposit
Advance

Registration Fee
Advance

Airline Advance

Total Third Party
Advances

Display only. This field is inferred from the Hotel Deposit
Advance Amountfield on the Advances Tab.

Display only. This field is inferred from the Registration Fee
Advance Amountfield on the Advances Tab.

Display only. This field is inferred from the Airlidelvance
Amount field on the Advances Tab

Display only. This field identifies the sum of all third party
advances on this Travel Authorization.
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OVERTHE COUNTER(OC)

IEEEEEEEEEEEEEEER
2 Batch: Document: OC 470 00000000000 Hi=l
Date of Record I / / Aoty Period I Z Budget FY' I
& Mew ¢ Maodification " Cancellation
‘Warehouse I Requesting Org I Allows Drefault I Default 53
Requested by | Job Type |
Comments | Document Taotal |
Accounting Details I Caormmadity D etails |
Line Fund Agoy Org / Sub Appr Lnit Activitg Function  Object / Sub Rept Job Hurber
[ 1 [ A I | | | | =
Cost Cat I Termini | Amaount | Def £ Inc / Dec I Diefault
[ 1 [ o I | | i1 |
Cost Cat I Termini | Armount | Def / Inc / Dec IDefauIt
[ 1 | | A I | | i1 |
Cost Cat I Termini | Armount | Def / Inc / Dec IDefauIt
[ 1 | | ‘U I | | ‘1 | L
Cast Cat I Temnini | Arnourt | Def # Inc / Dec IDefauIt -
4] | LlJ

The Over the Counter (OC) document recognizes the direct issue of goods from
inventory to the requestor. It records an expenditure for the buyer and a revenue/
expense credit for the seller.

Note: You can generate Over The Counter (OC) documents using Over the Counter
Generation (OCGN).

Field Description

Date of Record Default is the date the system accepts the document. Enter the
date (mm dd yythat you want to associate with the
transaction, usually the current date. You cannot enter a future

date.
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Field

Description

Acctg Period

Budget FY

New/
Modification/
Cancellation
[Action]

Warehouse

Requesting Org

Allow Default

Requested by

Default is inferred from tiiate Record If you want this
transaction recorded in another accounting period, enter the
desired period (ensure that it is open), using fiscal months and
fiscal years. You cannot enter future periods.

Defaults to the budget of the current fiscal year. If you want
this transaction recorded in another fiscal year, enter the
desired fiscal year (ensure that it is open). You cannot enter
future budget fiscal years.

Defaults toNew [E]. Valid values are:

New [E]
Indicates a new document.

Modification [M]
Indicates that this transaction modifies a previous
document. Adds lines to a previous document,
changes the quantities or prices of existing lines (not
codes), or cancels a line (decrease a line to zero). On
modify transactions, all codes must match the
original document.

Cancellation [X]
Cancels an existing document.

Required. Enter the warehouse where the goods are requested
from. See Warehouse Management Index (WHSE) for valid
values.

Required. Enter the organization within the requesting agency.
See Organization Index (ORGN) for valid values.

Defaults tdDefault [blank]. SelectYes [Y]if you want the
accounting distribution to default from Agency Account
(AACT) when no accounting distribution is entered on this
document. Seledtio [N] if you do not want the accounting
distribution to default from Agency Account (AACT). On a
modification transaction, you cannot selges [Y]

Required. Enter the person to whom you want questions
addressed regarding the order.
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Field

Description

Job Type

Comments

Document Total

Conditional. Optional if you have installed the Work Order
Subsystem; otherwise, leave blank. Enter the job type you
want defaulted to commodity lines. You cannot enter this field
on a modification. See Work Order Job Type (JOBS) for valid
values.

Optional. Enter up to thirty characters of text you want
associated with this order.

Display only. The system computed document total is
displayed in this field.

Over the Counter (OC)
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Accounting Details View

Field

Description

Accounting Details

Line

Fund

Agcy

Org/Sub

Appr Unit

320

Required. Enter a different number for each line on the
document. Number@1to 99 are valid. This number is
referenced from the item lines of this transaction.

Default is inferred from Organization (ORG2) based on the
agency and organization entered on this document. Enter the
fund charged. See Fund Index (FUND) for valid values.

Required. Enter the agency charged. See Agency Index
(AGCY) and Fund Agency Index (FAGY) for valid values.

ConditionalOrganization is required if theExpense Budget
Organization Option on Fund Agency Index (FAGY) ¢
(required on budget and accounting). Otherwise, this field
used for reporting purposes only. Enter the code of the
organization charged. See Organization Index (ORGN) for
valid values.

Sub-Organization s required if the&Sub-Organization
Required on Spendindfield on Organization (ORG2) is:

Required [Y],
Required on Pre-Encumbrance Transactions [1], or
Required on Encumbrance Transactions [2].

Otherwise Sub-Organization is optional. See
Sub-Organization (SORG) for valid values. You must enter an
organization before you can enter a sub-organization.

Optional. Enter the Program Budget Unit element for the
items listed on this document. See Program Reference Table
(PRFT) for valid values. The Appropriation Program element
and Allotment Program element will be inferred from PRFT
based on Program Budget Unit.
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Field Description

Activity Default is inferred from Organization (ORG?2), if it is included
there. Otherwise, required if tliexpense Budget Activity
Option on Fund Agency Index (FAGY) i¥ (required on
budget and accounting), Ar(required on accounting). Enter
the code of the activity you want to charge. See Activity Index
(ACTV) for valid values.

Function Default is inferred from Organization (ORG2); or from
Activity (ACT?2), if a function code is not entered in
Organization (ORG2). Otherwise, required if Ewpense
Budget Function Option on Fund Agency Index (FAGY) is
Y (required on budget and accounting)Aqirequired on
accounting). Enter the code of the function you want to
charge. See Function (FUNC) for valid values.

Object/Sub Object is required. Enter the code from Object Index (OBJT)
that best describes the requested item. You cannot enter a
personal services object.

Sub-Objectis requiredSub-Object Requiredis selectedY]

on Expense Budget Inquiry (EEX2). Otherwise, optional.
Enter the code from Sub-Object (SOBJ) that best describes the
item.

Rept Conditional. Required if tHReporting Category Required
on Spendingfield on Agency (AGC?2) is:

Required on Pre-Encumbrance Transaction [1], or
Required on Encumbrance Transactions [2].

Otherwise, it is optional. See Reporting Category Index
(RPTG) for valid values.

Job Number Conditional. Organizations and activities can be defined to
require the entry of a job number. Refer to Organization
(ORG2) or Activity (ACT?2) for details.

Otherwise, this field is optional. Job Costis Yes [Y]on

System Control Options (SOP2), enter a job humber. See Job
Index (JOBT) for valid values. [fob Costis No [N] on

System Control Options (SOP2), enter a project number or
general reporting category.
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Field

Description

Cost Cat

Termini

Amount

Def/Inc/Dec

Conditional. Optional if the Work Order Subsystem is
installed. Enter this field when a work order number is entered
in the Job Numberfield, but is inferred from th&tores
Default Cost Categoryof the Work Order Branch (WOBT) if
blank. See Work Order Cost Category (COST) for valid
values.

Conditional. Required ifermini Validation Indicator is
selected on Agency Project (AGPR) for this project. Enter the
mile point, range of mile points, or bridge identifier at which
work is performed for a given Highway Route. See Termini
Reference Table (TERM) for valid values.

Display only. The system computes and displays the cost that
is charged to this account distribution from the item lines.

Display only. Valid values abeefault [blank], Decrease [D]
andIncrease [l].
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Commodity Details View

P Batch: Document: OC 470 00000000000 - (O]
Drate of Record I oY Acctg Period I / Eudget Fy I_
& Mew  Modification " Cancellation
Warehouse I Requesting Org I Allows Drefault I Default =]
Requested by | Job Type I
Comments | Document Total I
Accounting Details Carnmadity O etails |
Stack Requested Det / (=0T Def/  FRefbcclg
Line Item Mumber Quantity Ine A Dec  Unit Unit Price Inc /Dec  Line
- | cicicl Slellel
Tatal |
Description | Job Type | Bir Mumber |
Field Description
Line Required. Enter the item line number associated with this
item.
Stock Item Required. Enter the stock item code that identifies the goods
Number requested. See Inventory Inquiry (INVN) for valid values.
Requested Required. Enter the quantity of goods requested.
Quantity
Def/Inc/Dec Conditional. Required on a modification transaction when

Requesting Quantityis entered. Valid values abefault
[blank], Increase [l], or Decrease [D]

Issue Unit Display only. This field is inferred from Inventory Inquiry
(INVN). Do not enter data in this field.

Unit Price Display only. This field is inferred fro@urrent Unit Price
on Inventory Inquiry (INVN).
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Field

Description

Def/Inc/Dec

Ref Accounting
Line
Total

Description

Job Type

Bin Number

Defaults tdefault [blank]. If this is a modification
transaction antnit Price is entered, valid values are
Increase [I] or Decrease [D]reflects the change in quantity
ordered).

Defaults to the first account distribution line entered on the
document. Enter the line number of the account distribution
charged for this item.

Display only. The total amount (unit price times the quantity)
computed by the system is displayed.

Display only. The default description is inferred from
Inventory Inquiry (INVN).

Conditional. Required if the Work Order Subsystem is
installed and the job number of the referenced accounting line
requires a job type. If left blank, this field defaults to the job
type entered on the header. See Work Order Job Type (JOBS)
for valid values.

Display only. The location of the item in the warehouse is
displayed.
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PAYMENTVOUCHER (PV)

2 Batch: Document: PY 470 00000000000 - [Ox]
Date of Record W Accounting Period If Budget Fv' I_
& New O Modification Document Total I—
Wendor Code I— Use Tax Total I—
Narne | Calculated Total I—
Other Attributes | Seller I Accounting I Ref Document I Line Details |
Wendor Addre: Papment Option
Single Check. [Defaut =]
Check Categary I_
EFT Im Application Type I—
I Scheduled Pay Date Iﬁ
Freight Papment Hold Indicator I_
Charge Basgis Im Calculated
Amount Def # lne / Dec Armnount Woucher Type I_
Freight I— (O Sl Fived Azeet Ind | Mo Change =]
e | & O © Offset Liabilty Acct [
Oty « OO Tax Code I—

The Payment Voucher (PV) authorizes the spending of money. You can use it to pay
an outside vendor or to transfer money within your entity.

324

Field

Description

Date of Record

Default is the date the document is accepted. Enter the date
(mm dd yythat you want to associate with these documents,
usually the current date. You cannot enter a future date.

Accounting Default is inferred fronDate of Record If you want these

Period transactions recorded in another accounting period, enter the
desired open period, using fiscal month and fiscal year. You
cannot enter future periods.

Budget FY Default is the current fiscal year. If you want these

transactions recorded in another fiscal year, enter the desired
open fiscal year. You cannot enter future budget fiscal years.
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Field Description

New/ Default isNew [E]. Valid values are:
Modification
[Action] New [E]

Indicates that this is a new entry (hnew document).
Modification [M]
This allows you to add lines to a previous document,
change the amounts on existing lines (nhot codes), or
cancel a line (decrease a line amount to zero). To
change codes in an existing line, you must cancel that
line and reenter a new line. You can record both
these lines on the same document by entering
Modification [M].

Document Total  Required. Enter the net amount of all lines on the document,
not including tax if the tax codes used on the documendt are
(use tax) on Tax Code (TAXT). To compute this amount:

1. Add all the increase amounts.
2. Add all the decrease amounts.
3. Subtract the smaller of these amounts from the larger.

4. If the tax codes used are markéduse tax) on Tax Code
(TAXT), add together all the adjustment amounts on the lines
(pay attention to signs) and subtract that amount from the
result of #3

5. Enter that amount.

Vendor Code Conditional. Required on vouchers for outside vendors if your
installation requires vendor codes (for exampl¥®eiidor/
Commodity Control on System Control Options (SOPT) is
Both Controls in Effect [Y]) Leave blank on internal
vouchers. Enter the code for the vendor you want paid as a
result of this document. See Vendor Index (VEND) for valid
values. NoteVendor Code cannot béMiscellaneousif the
Object Codeis 1099 reportable.

Use Tax Total Display only. This field shows the total amount of tax
calculated for this document if the tax codes used on the
document are use tax. This amount plus the document total
entered by the user must equal the calculated document total.
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Field

Description

Name

Calculated Total

Required on vouchers for outside vendors when vendor code
is blank or if a miscellaneous vendor code is used. Enter the
name you want printed on checks. Otherwise, the name for
checks is inferred from Vendor (VEN2).

Display only. This field contains the system-computed total of
the line amounts.
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Other Attributes View

Field Description
Vendor Address
(no label) Required on vouchers for outside vendors when vendor code

is blank or if a miscellaneous vendor code is used. Enter the
address you want printed on checks. Otherwise, the address
for checks is inferred from Vendor (VEN2).

Payment Options

Single Check Defaults tbefault [blank]. Only specify a choice here if a
vendor elects to receive payments in a different manner than
already specified on Vendor (VEN2).

SelectYes [Y]if you want a separate check printed
specifically for this voucher. INo [N] is selected, the system
adds this voucher’s amounts together with other vouchers for
the same vendor (by check category) to obtain a combined
voucher check amount. On a modification document, select
No Change

Check Category  Optional. This field specifies the category that this check
voucher is printed under. Vouchers are summed by vendor
and check category. The use of check categories is optional.
See Check Category (CCAT) for valid values.
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Field Description

EFT Defaults tdefault [blank]. Required if you want the current
payment voucher paid by Electronic Funds Transfer (EFT).
SelectYes [Y]and enter a valid application type to select this
voucher for electronic funds paymentDiéfault [blank] is
selected, this field defaults ¥@s [Y]whenEFT Statusis
Active [A]on Vendor (VEN2); otherwise, this field defaults to
No [N].

When the vendor is eligible for electronic funds transfer, this
field is inferred from the referenced Vendor Invoice (VI) as
long asEFT is set toYes [Y]on all of the invoices referencing
this payment voucher.

If EFT is not set tores [Y]on any of the related Vendor

Invoice (VI) documents or one or more payment voucher lines
do not reference Vendor Invoice (V1) documents, you must
manually seEFT to Yes [Y]on this document. When entering
internal vouchers, seleBPefault [blank] in this field.

Application Conditional. Required iEFT is set toYes [Y] The

Type application type is a two-character code representing the
intended application, or use, of the funds being electronically
transferred. See Electronic Funds Transfer Application Type
(EFTA) for valid values.

When blank andEFT is set toYes [Y] the application type is
automatically taken from the referenced Vendor Invoice (VI),
as long as the application types on all of the Vendor Invoice
(VI) documents referenced on this payment voucher are the
same.

If EFT is set toves [Y]and there are no Vendor Invoice (VI)
documents to take the application type from, the application
type infers from Electronic Funds Transfer (1 of 2) (EFTT).
Otherwise, the user must supply this field.
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Field Description

Scheduled Pay Default automatically assigns a date according to the
Date following rules:

If Vendor (VEN2) has a value recordedScheduled
Payment Dayfor this document's vendor, that value is
used. The payment day is the day of the month when you
want to pay this vendor. The system assigns the payment
date using this day and the current month, or, if the
resulting date has already passed, the next month.

The System Payment Lagon System Control Options
(SOPT) is used when no other date or payment day is
specified. The payment lag is the number of days from the
voucher date when you want to issue payment.

When bothScheduled Payment Dayn Vendor (VEN2)
andSystem Payment Lagon System Control Options
(SOPT) are blank, the system date will be used.

Applies only to vouchers for outside vendors. Enter the date
when you want the check for this payment voucher issued, if
you want to override the system computed date.

Note: You can change scheduled payment dates on payment
voucher modifying transactions or through Payment
Voucher Scheduling (SCHD). For further details, see
the discussion of Automated Disbursements in the
User’s Guide

Payment Hold Display only. Used when processing documents off-line to
Indicator allow for the specification of the following values:

Unspecified [Spaces]
Indicates that a voucher is a candidate to cut a check.
Hold Payment [H]
Indicates hold payment. This value is set on Payment
Voucher Scheduling (SCHD) to prevent a voucher
from being disbursed.
Cash Override [O]
Indicates cash override.
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Field

Description

Freight

Charge Basis

Freight
(Amount)

Freight
(DeflInc/Dec)

Defaults efault [blank]. To use this field, you must install
the Extended Purchasing Subsystem (EPS) and turn linking
on. This code indicates whether or not freight charges factor
into the total cost of this commodity and what method is used
to calculate those charges. Valid values are:

Default [blank]
If this document references another document with a
freight indicator value, this field is set By
Commaodity [C] Otherwise, freight is not included on
this document.

By Quantity [Q]
Prorate the freight total for the current document
across all commodity lines by quantity.

By Line [D]
Prorate the freight total for the current document
across all commodity lines by pre-tax-amount.

By Commaodity [C]
Allow users the option of entering freight on
individual commodity lines.

No Freight Allowed [N]
Do not include freight on this document. Freight is
not inferred if another document is referenced.

No Change

Default total freight charge for this document is calculated by
the system. To use this field, you must install the Extended
Purchasing Subsystem (EPS) and turn on linkinGhlirge
Basisis By Quantity [Q]or By Line [D], this amount is
required. IfCharge Basisis By Commodity [C]the freight

total for the document is supplied by the system when this
field is blank. If a value is entered, regardless of the value in
Charge Basis it must equal the sum of all commodity line
freight amounts.

Defaults toDefault [blank]. Required when modifying
Freight Amount; selectDefault [blank] or Increase [I]
during a new entry; seleBtefault [blank] whenFreight
Amount is blank.
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Field Description

Line (Amount) Conditional. To use this field, you must install the Extended
Purchasing Subsystem (EPS) and turn linking on. Required if
Charge Basisis By Line [D] and leave blank if the freight
indicator is any other value. Enter total cost of all commodity
lines on this document before tax and freight, but after
discounts are factored in.

Line Defaults toDefault [blank]. To use this field, you must install

(DeflInc/Dec) the Extended Purchasing Subsystem (EPS) and turn linking
on. Required if modifyind.ine Amount; leave blank or enter
Increase [I] during a new entry; and leave blank wiéme
Amount is blank.

Line (Calculated Display only. System calculated pre-tax, pre-freight, and post-
Amount) discount total amount for the document is displayed. This
amount is used to verify thhtne Amount is correct and is
only calculated iCharge Basisis By Line [D].

Qty (Amount) Conditional. Required @harge Basisis By Quantity [Q}
leave blank ifCharge Basisis any other value. To use this
field, you must install the Extended Purchasing Subsystem
(EPS) and turn linking on. Enter the total quantity for the

document.
Qty Defaults toDefault [blank]. Required when modifying
(Def/Inc/Dec) Quantity Amount; selectDefault [blank] or Increase [I]

during a new entry; seleBtefault [blank] whenQuantity
Amount is blank.

Qty (Calculated Display only. System calculated total quantity for the

Amount) document. This quantity is used to verify that the user
supplied total quantity is correct and is only calculated if
Charge Basisis By Quantity [Q].
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Field

Description

Voucher Type

Fixed Asset Ind

Default i4. Required for internal transactions. Valid values
are:

1
This document concerns payment to an outside
vendor.
2
This document concerns an internal purchase/sale,
involving different funds.
3
This document concerns an internal purchase/sale
that involves the same fund for the buyer and seller.
4
This document concerns an internal reimbursement
(for example, inter- or intra- fund).
5

This document concerns an internal transfer (for
example, inter- or intra-fund). If you are using
NACUBO reporting, transfers can only occur within
the same fund group.

On vouchers for outside vendors, this field is optional and
user-defined. For outside vendors, the field is used for
reporting purposes only. Type a one-character alphanumeric
value.

Default isSlo Change [blank] Valid values are:

Create One Shell [F]
The system will create one Fixed Asset Acquisition
(FA) document for each line on this document.
Create Multiple Shells [Q]
The system will create the quantity of Fixed Asset
Acquisition (FA) documents specified @uantity
for each line on this document.
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Field Description

Offset Liability Default assigns an account code according to the following:

Acct Vouchers for outside vendor.

The system uses the value entereddachers
Payableon System Special Accounts (SPEC).
Internal vouchers involving two different funds (Type 2)
The code used depends on the value entered in
Internal Cash Voucheron System Control Options
(SOPT). If the value i¥es [Y] the system uses the
balance sheet account inferred from the fund and
bank account codes. If the valueNis [N], the
system uses the value entere®ire to Fundon
System Special Accounts (SPEC).

Internal vouchers that are within the same fund (Type 3)
No account code is used because within fund
vouchers do not create a liability.

Enter the balance sheet account you want credited for the
liability created by this voucher. See Balance Sheet Account
Index (BACC) for valid values.

Tax Code Conditional. To use this field, you must install the Extended
Purchasing Subsystem (EPS) and turn linking on. Enter the
tax rate used for this document. See Tax Code (TAXT) for
valid values. This field is used to calculate tax on each line. If
this field is left blank and all line tax codes are the same, the
tax code is inferred but not displayed.
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Seller View

E._ Batch: Document: PY 470 00000000000 H=] E3
Date of Record I / /! Accounting Period | ; Budget FY' I_
@« New  Modification Docurnent Tatal
“endor Code Use Tax Total
Mame Calculated Total
Other Attributes Seller I Accounting | Ref Document | Line Details I
Seller Account
Fuind | Rev Srce / Sub | .fl_ Job Mumber |
Agency | Appr Lnit | Repaort Categary |
Org / Sub I .-"I— Function I BS Account I
Achivity | Object # Sub | 4 OffsetRecvfcct |
Termnini I
Field Description
Seller Account
Fund Required. Default is inferred from Organization (ORG?2)
based on the agency and organization entered on this
document. See Fund Index (FUND) for valid values.
Agency Required. Enter the code of the agency that is selling the
goods or services listed in this document. See Agency Index
(AGCY) and Fund Agency Index (FAGY) for valid values.
Org/Sub ConditionalOrganization may be required, depending on the
Revenue Budget Organization Optioron Fund Agency
Index (FAGY).
Activity Conditional. Default is inferred from Organization (ORG?2), if

it is included there. May be required, depending on the
Revenue Budget Activity Optionon Fund Agency Index
(FAGY). See Activity Index (ACTV) for valid values.
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Field

Description

Rev Srce/Sub

Appr Unit

Function

Object/Sub

Termini

Job Number

ConditiondRevenue Sourcas required ifVoucher Typeis
2 (internal sale - different funds) 8r(internal sale - same
funds). For NACUBO reporting whevoucher Typeis 5
(internal transfer), enter a revenue source with a revenue
group of TR (transfer) or a reporting categoryMf
(mandatory transfer) T (non-mandatory transfer). See
Revenue Source Index (RSRC) for valid values.

Sub-Revenuemay be required, depending on the
Sub-Revenue Source Requiredption on Revenue Source
(RSR2). See Sub-Revenue Source (SREV) for valid values.

Required. Enter the Program Budget Unit element for the
items listed on this voucher. See Program Reference Table
(PRFT) for valid values. The Appropriation Program element
and Allotment Program element will be inferred from PRFT
based on Program Budget Unit.

Optional. Default is inferred from Organization (ORG2); or
from Activity (ACT2), if a function is not entered in
Organization (ORG2). Otherwise, enter a valid function. See
Function (FUNC) for valid values.

Conditional. Required if this is a type 4 (internal
reimbursement) voucher. Enter an object code for any object
groupSub-Obijectis required ifObject is entered and further
description is required. See Object Index (OBJT) and Sub-
Object (SOBJ) for valid values. Note: If the object code
entered is a 1099 reportable code \tbador Codecannot be
Miscellaneous

Conditional. Required ifermini Validation Indicator is
selected on Agency Project (AGPR) for this project. Enter the
mile point, range of mile points, or bridge identifier at which
work is performed for a given Highway Route. See Termini
Reference Table (TERM) for valid values.

Conditional. May be required on a type 4 voucher, depending
on theJob Number Required on Spendingoption on
Organization (ORG2).

Payment Voucher (PV)
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Field

Description

Report Category

BS Account

Offset Recv Acct

Conditional. May be required on expenditure transactions,
depending on thReporting Categoryoptionon Agency
(AGC2). May be required on revenue transactions, depending
on theReporting Category Required on Revenue
Transaction option on Agency (AGC2).

Enter the reporting category of the seller. See Reporting
Category (RPTG) for valid values.

Conditional. Required if this is an expense transaction for the
seller (for example, fixed assets, consumption-based
inventories, or a balance sheet document). See Balance Sheet
Account Index (BACC) for valid values.

Default account used depends on the valueohal Cash
Voucher Option on System Control Options (SOPT). If the
field is Yes [Y] the balance sheet account is inferred from the
seller's fund and bank account. If the fieldNis [N], the
system useBue From Fundon System Special Accounts
(SPEC).

Enter an account only if you want to override the default
account. See Balance Sheet Account Index (BACC) for valid
values.
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Accounting View

P Batch: Document: PY 470 00000000008 - (O]

Date of Record I / / Accounting Penod I / Budget FY* l_

@ New O Modiication Document Total

Yendor Code I Use Tax Total

Hame | Calculated Tatal I

Other Attributes I Seller Accougtmg Ref Document I Line D etails |
Line Fund  Agency Org Appr Unit Activity Function Object  Job Mumber Rept Cat
| & | I | | I I I I
Termnini | Arnaunt | Defflnc ADec &+ 0

Field Description

Line Required. Enter a different two-digit number for each line on
the document. Numbef®to 99 are valid. This number is a
key field on Open Payment Voucher Line Inquiry (OPVL). It
uniquely identifies the line from all other lines on the voucher.

Fund Required. Default is inferred from Organization (ORG?2)
based on the agency and organization entered on this
document. Otherwise, enter the fund paying for the item on
this line. See Fund Index (FUND) for valid values.

Note: this fund value may be the same or different from the
Seller fund regardless of fund type.

Agency Required. Enter the agency paying for the item on this line.
See Agency Index (AGCY) and Fund Agency Index (FAGY)
for valid values.

Org Conditional. Enter an organizatiorBkpense Budget

Organization Option on Fund Agency Index (FAGY) ¢
(required on budget and accounting). On internal refunds, this
field is required ifRevenue Budget Organization Optionis

Y (required on budget and accounting). For transactions that
require a balance sheet account code, this field is optional. See
Organization Index (ORGN) for valid values.

Payment Voucher (PV)
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Field Description

Appr Unit Required. Enter the Program Budget Unit element for the
items listed on this voucher. See Program Reference Table
(PRFT) for valid values. The Appropriation Program element
and Allotment Program element will be inferred from PRFT
based on Program Budget Unit.

Activity Default is inferred from Organization (ORG?2), if it is included
there. Otherwise, enter an activitygkpense Budget
Activity Option isY (required on budget and accounting) or
A (required on accounting) on Fund Agency Index (FAGY).
On internal refunds, this field is requirediévenue Budget
Activity Option isY (required on budget and accounting) or
A (required on accounting). For transactions that require a
balance sheet account code, this field is optional. See Activity
Index (ACTV) for valid values.

Function Default is inferred from Organization (ORG2); or from
Activity (ACT?2), if a function is not entered in Organization
(ORG2). Otherwise enter a valid function.

Object Conditional. For transactions that require a balance sheet
account code, this field is optional. For internal refunds, this
field must be blank. Otherwise, enter the object that best
describes the item named on this line. See Object Index
(OBJT) for valid values.Note: If the object code entered is a
1099 reportable code, tMendor Code cannot be
Miscellaneous

Job Number Conditional. Organizations and activities can be defined to
require the entry of a job number. Refer to Organization
(ORG2) or Activity (ACT?2) for details.

Otherwise, this field is optional. Job Costis Yes [Y]on

System Control Options (SOP2), enter a job nhumber. See Job
Index (JOBT) for valid values. [fob Costis No [N] on

System Control Options (SOP2), enter a project number or
general reporting category.
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Field Description

Rept Cat Conditional. This field is required on expenditure transactions
if Reporting Categoryon Agency (AGC2) iRRequired on
Expenditure Transactions [3]

This field is required on revenue transactiorlRéporting
Category Required on Revenue Transactionis Required

[Y]. For transactions that require a balance sheet account code,
this field is required iReporting Category Optionis Y

(required) on Balance Sheet Account Index (BACC).
Otherwise, this field is optional. See Reporting Category
(RPTG) for valid values.

Termini Conditional. Required ifermini Validation Indicator is
selected on Agency Project (AGPR) for this project. Enter the
mile point, range of mile points, or bridge identifier at which
work is performed for a given Highway Route. See Termini
Reference Table (TERM) for valid values.

Amount Required. Enter the line amount for this payment voucher
document. If adding a new line, enter the dollar amount of the
item(s) described on this line. If modifying a previous
document, enter the amount of change over (under) the
previous amount. Record two digits for cents; the decimal
point is optional. Do not enter dollar signs or commas.

Def/Inc/Dec Defaults t®efault [blank] on a new document. Indicates
whether the amount is dncrease [I] or Decrease [D]
Decrease [Djs valid on new entries as long as the discount
type is blank and a requisition is not being referenced.
Decrease [D]Js used on new entries to record credit memos.

You cannot reference a requisition when this indicator is
Decrease [D]even on modifying transactions. If you are
modifying a previous purchase order that had a requisition
reference, do not type the reference on the modifying
transaction. The requisition reference is not stored in Open
Purchase Order Line Inquiry (OPOL).
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Reference Document View

E_Batch: Document: PY 470 00000000000 M= E3
Drate of Record | ! ! Accounting Period | /! Budget FY' |
@ New O Modification Docurnent Tatal
Yendor Code Uze Tax Total
Mame Calculated Total

Other Attributes I Seller I Accounting Ref Document I Line Details

Carmm I
Line - Reference Mumber-—— Line Line Wendor Invoice Line: Amount
Def # Inc / Dec + " " Patial/Final I Default =]

Field Description

Referenced Documents

Reference
Number

Line

340

Conditional. Required if this line concerns items previously
recorded on a purchase order or payment voucher; otherwise,
it is blank. Enter the document code, agency, and number of
the document being referenced.

If a prior year purchase order is referenced, ensure that all
values in the accounting distribution are valid for the prior
year as well as for the current year.

Conditional. Required if this line concerns items previously
recorded on a purchase order; leave blank for requisition
documents. Enter the purchase order line number from the
purchase order document of the item being referenced.
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Field

Description

Comm Line

Vendor Invoice

Inv Line

Conditional. Required #V Update Inventory on EPS

System Control Options (ESOP) is seledtédand for

payment vouchers referencing EPS purchase orders with a
warehouse code. This field is used to update Inventory (INV2)
for the item the purchase order line number points to.

Required ifReceiver Accrualon EPS System Control
Options (ESOP) is select@d] . Also required iFixed Asset
Indicator is Create One Shell [Fpr Create Multiple Shells
[Q]. Otherwise, this field is optional.

Optional. Enter the vendor invoice number, if one is available.

Conditional. Required EPPV Requirementson EPS

System Control Options (ESOP) is seledtédand a Vendor
Invoice is referenced. Enter the commodity line number of the
Vendor Invoice (VI) referenced.

Payment Voucher (PV)
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Line Details View

E_Batch: Document: PY 470 00000000000 M= E3

Drate of Record Iﬁ Accounting Period If Budget FY' l_

& Mew  Maodiication Document T otal

Yendor Code | Uze Tax Total

MHame Calculated Total

Other Attributes I Seller I Accounting I Ref Document Line Details |
Line ]= Referenced Document:
Totalamt [ || RefCode I_ MHumber I_I— Acct Line I_
Taxtémt [ . | CommlLine I_ Invoice I— Invaice Line I_
fad I Rev Srce / Sub I— £ I_ Freight I—
Agency I: Job Number I— @ Def © Ine ¢ Dec
Ora/ Su.b —'Jl— Rept Categaory [ BS Account I— Amount I—
izEL;mt e Temini @ Def © Inc © Dec
: S— Dizcount Type l_ Tax Code I_

Fur?ctlon Quantity | Partial / Final Im
Obi 7 5ub I / I— & Def e € Dec Desc |

Field Description

Total Amt The total line amount calculated by the system is displayed.
This value is reached by adding the adjustment amount,
including freight and/or tax, to the amount entered.

Tax Amt The tax amount for this line is displayed. This calculation is
performed with the amount entered and the tax rate associated
with the tax code applied to this line.

Sub-Org ConditionalOrganization must be entered before you can
enter this field. Enter a sub-organization on expenditure
transactions iSub-Organization Required on Spendingn
Organization (ORG2) is:

Required [Y], or
Required on Expenditure Transactions [3].

Required on revenue transactionSifb-Organization
Required on Revenueon Organization (ORG2) Required
[Y]. Otherwise, this field is optional. See Sub-Organization
(SORG) for valid values.
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Field Description

Sub-Obj ConditionalObject must be entered before you can enter this
field. Enter the sub-object on expenditure documergsili-
Object Required is selectedY] on Expense Budget Inquiry
(Extended) (EEX2). See Sub-Object (SOBJ) for valid
values.Note: If the object code entered is a 1099 reportable
code, the/endor Code cannot beMiscellaneous

Rev Srce/Sub Conditional. Enter a revenue source on an internal refund
transaction; otherwise, leave blank. When revenue source is
enteredObject andBalance Sheet Accouninust be blank.

Enter the revenue source credited as a result of this document.
See Revenue Source Index (RSRC) for valid values.

Enter a sub-revenue sourc&iévenue Sources entered and
Sub-Revenue Source Requirei Yes [Y]on Revenue
Source (RSR2). IBub-Revenue Source Requirets No [N],
sub-revenue source is optional. See Sub-Revenue Source
(SREV) for valid values.

BS Account Conditional. If this line references an EPS purchase order that
contains a warehouse code, default is inferred from
Warehouse (WHS?2). Enter a balance sheet account if this is an
expense transaction (fixed assets, consumption-based
inventories, pre-paid items) or if this transaction transfers
funds between two balance sheet accounts.

If the latter is the cas@bject must be blank. See Balance

Sheet Account Index (BACC) for valid values. You cannot

enter a balance sheet account that is used as a default account
on System Special Accounts (SPEC). However, you can enter
the default fund balance account.

Discount Type Conditional. Required if a vendor discount policy applies to
this voucher line. A valid value will hau@iscount Flagset to
N (no) on Discount Type (DISC). The cash disbursement
process determines whether the system can take the discount
at the time the check is generated.

Note: This field is blank on balance sheet transactions and
refunds.
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Field

Description

Quantity

Def/Inc/Dec

Freight

Def/Inc/Dec

Tax Code

Conditional. Required for payment vouchers referencing EPS
purchase orders with a warehouse codePiPV

Requirementsis selectedY] on EPS System Control Options
(ESOP), or ifrixed Asset Indicatoris Create Multiple Shells

[Q]. Otherwise, this field is optional. Enter the number of
items paid for.

Default iDefault [blank]. On a modification document,
selectincrease [I] if Quantity is increasing, oDecrease [D]
if Quantity is decreasing.

This field can only be useddktended Purchasingon
System Control Options (SOP2)istalled with Linking [L].
If Charge Basisis By Quantity [Q]or By Line [D], this field
is automatically calculated by the systenCHarge Basisis
By Commodity [C] enter the amount of freight on this
commodity line.

Default iDefault [blank]. On a modification document,
selectincrease [l]if Freight is increasing, oDecrease [D]f
Freight is decreasing.

This field can only be usedittended Purchasingon

System Control Options (SOP2)iistalled with Linking [L].
Default is inferred from the header tax code, but is not
displayed. Enter the tax code representing the tax rate used on
this line only. A valid tax code will have the same tax type as
the tax code in the header. See Tax Code (TAXT) for valid
values.
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Field Description

Partial/Final Defaults tefault [blank]. This field is used only when a
purchase order is referenced. Valid values are:

Default [blank]
This will leave this field blank.

Partial [P]
This value is optional (the system knows that the
payment is partial because the payment voucher line
amount is less than the purchase order line amount).

Final [F]
If the total amount expensed equals the purchase
order line amount, then the purchase order line is
closed automatically, and this value is optional.
SelectFinal [F] if the total amount expensediéss
thanthe purchase order amount, but you want to
force a close (the item did not cost as much as
expected) or if the total amount expenseahise
thanthe purchase order amount (the item cost more
than expected).

A maximum limit exists for how much the total amount
expensed can exceed the purchase order amount. (See
discussion of purchase orders in tger's Guide)

Desc Default is inferred for the referenced vendor invoice check
description on Open Vendor Invoice Header Inquiry (OVIH).
If that description is blank, then the referenced vendor invoice
line description is inferred from Open Vendor Invoice Line
Inquiry (OVIL). If both descriptions are blank or a Vendor
Invoice (V1) document is not referenced, the description is
inferred from Open PO Commodity Line Inquiry (OPPC).
Enter the general descriptive information you want recorded
with this document.
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PAYMENTVOUCHERFOR PROCUREMENTCARD

(PVC)

E_Batch: PYC 470 123032 Document: PYC 470 0-99292700
Drate of Record Iﬁ Accounting Period If Budget FY' I_
& Mew  Maodiication Biling Code I— Diocument Total [
Yendor Code | Use Tax Total
Mame Calculated Total
Other Attributes | Seller I Accounting I Ref Document I Line Details |
endar Addre Fayrment Optiok
Single Check [Defaut =]
Check Category I_
EFT I Drefault ~| Application Type I_
I Scheduled Pay Date W
Freight Papment Hold Indicator |_
Charge Bazis Im Caleulated
Amaournt Def / lne £ Dec Aot Woucher Type [
Freight [ Sl Fized Asset Ind | Mo Change =
ne [ & o© o [ | OffsetlihiitpAect [
[ty I— (OIS I— Tax Code I_

The Payment Voucher for Procurement Card (PVC) is created by Procurement
Desktop (PD) for Procurement Card (ProCard) purchases. The Procurement Card
(PVC) document is interfaced with MARS ADVANTAGE as a Payment Voucher to

the cardholder.

Field

Description

Date of Record

Accounting
Period

Default is the date the document is accepted. Enter the date
(mm dd yythat you want to associate with these documents,
usually the current date. You cannot enter a future date.

Default is inferred fronDate of Record If you want these
transactions recorded in another accounting period, enter the
desired open period, using fiscal month and fiscal year. You
cannot enter future periods.
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Field

Description

Budget FY

New/
Modification
[Action]

Billing Code

Document Total

Default is the current fiscal year. If you want these
transactions recorded in another fiscal year, enter the desired
open fiscal year. You cannot enter future budget fiscal years.

Default isNew [E]. Valid values are:

New [E]
Indicates that this is a new entry (new document).
Modification [M]
This allows you to add lines to a previous document,
change the amounts on existing lines (nhot codes), or
cancel a line (decrease a line amount to zero). To
change codes in an existing line, you must cancel that
line and reenter a new line. You can record both
these lines on the same document by entering
Modification [M].

The billing code from the Procurement Desktop for the
Procurement Card purchase is displayed. The billing code is
equivalent to the administrator’s ID and is used to determine
the proper account to credit.

Required. Enter the net amount of all lines on the document,
not including tax if the tax codes used on the documendt are
(use tax) on Tax Code (TAXT). To compute this amount:

1. Add all the increase amounts.
2. Add all the decrease amounts.
3. Subtract the smaller of these amounts from the larger.

4. If the tax codes used are markéduse tax) on Tax Code
(TAXT), add together all the adjustment amounts on the lines
(pay attention to signs) and subtract that amount from the
result of #3

5. Enter that amount.
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Field

Description

Vendor Code

Use Tax Total

Name

Calculated Total

Conditional. Required on vouchers for outside vendors if your
installation requires vendor codes (for exampl¥®eiidor/
Commodity Control on System Control Options (SOPT) is
Both Controls in Effect [Y]) Leave blank on internal
vouchers. Enter the code for the vendor you want paid as a
result of this document. See Vendor Index (VEND) for valid
values. NoteVendor Code cannot béMiscellaneousif the
Object Codeis 1099 reportable.

Display only. This field shows the total amount of tax
calculated for this document if the tax codes used on the
document are use tax. This amount plus the document total
entered by the user must equal the calculated document total.

Required on vouchers for outside vendors when vendor code
is blank or if a miscellaneous vendor code is used. Enter the
name you want printed on checks. Otherwise, the name for
checks is inferred from Vendor (VEN2).

Display only. This field contains the system-computed total of
the line amounts.
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Other Attributes View

Field Description
Vendor Address
(no label) Required on vouchers for outside vendors when vendor code

is blank or if a miscellaneous vendor code is used. Enter the
address you want printed on checks. Otherwise, the address
for checks is inferred from Vendor (VEN2).

Payment Options

Single Check Defaults tbefault [blank]. Only specify a choice here if a
vendor elects to receive payments in a different manner than
already specified on Vendor (VEN2).

SelectYes [Y]if you want a separate check printed
specifically for this voucher. INo [N] is selected, the system
adds this voucher’s amounts together with other vouchers for
the same vendor (by check category) to obtain a combined
voucher check amount. On a modification document, select
No Change

Check Category  Optional. This field specifies the category that this check
voucher is printed under. Vouchers are summed by vendor
and check category. The use of check categories is optional.
See Check Category (CCAT) for valid values.
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Field Description

EFT Defaults tdefault [blank]. Required if you want the current
payment voucher paid by Electronic Funds Transfer (EFT).
SelectYes [Y]and enter a valid application type to select this
voucher for electronic funds paymentDiéfault [blank] is
selected, this field defaults ¥@s [Y]whenEFT Statusis
Active [A]on Vendor (VEN2); otherwise, this field defaults to
No [N].

When the vendor is eligible for electronic funds transfer, this
field is inferred from the referenced Vendor Invoice (VI) as
long asEFT is set toYes [Y]on all of the invoices referencing
this payment voucher.

If EFT is not set tores [Y]on any of the related Vendor

Invoice (VI) documents or one or more payment voucher lines
do not reference Vendor Invoice (V1) documents, you must
manually seEFT to Yes [Y]on this document. When entering
internal vouchers, seleBPefault [blank] in this field.

Application Conditional. Required iEFT is set toYes [Y] The

Type application type is a two-character code representing the
intended application, or use, of the funds being electronically
transferred. See Electronic Funds Transfer Application Type
(EFTA) for valid values.

When blank andEFT is set toYes [Y] the application type is
automatically taken from the referenced Vendor Invoice (VI),
as long as the application types on all of the Vendor Invoice
(VI) documents referenced on this payment voucher are the
same.

If EFT is set toves [Y]and there are no Vendor Invoice (VI)
documents to take the application type from, the application
type infers from Electronic Funds Transfer (1 of 2) (EFTT).
Otherwise, the user must supply this field.
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Field Description

Scheduled Pay Default automatically assigns a date according to the
Date following rules:

If Vendor (VEN2) has a value recordedScheduled
Payment Dayfor this document's vendor, that value is
used. The payment day is the day of the month when you
want to pay this vendor. The system assigns the payment
date using this day and the current month, or, if the
resulting date has already passed, the next month.

The System Payment Lagon System Control Options
(SOPT) is used when no other date or payment day is
specified. The payment lag is the number of days from the
voucher date when you want to issue payment.

When bothScheduled Payment Dayn Vendor (VEN2)
andSystem Payment Lagon System Control Options
(SOPT) are blank, the system date will be used.

Applies only to vouchers for outside vendors. Enter the date
when you want the check for this payment voucher issued, if
you want to override the system computed date.

Note: You can change scheduled payment dates on payment
voucher modifying transactions or through Payment
Voucher Scheduling (SCHD). The schedule payment
date may be set to a date that is prior to the current
date. For further details, see the discussion of
Automated Disbursements in thiser’s Guide

Payment Hold Display only. Used when processing documents off-line to
Indicator allow for the specification of the following values:

Unspecified [Spaces]
Indicates that a voucher is a candidate to cut a check.
Hold Payment [H]
Indicates hold payment. This value is set on Payment
Voucher Scheduling (SCHD) to prevent a voucher
from being disbursed.
Cash Override [O]
Indicates cash override.
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Field

Description

Freight

Charge Basis

Freight
(Amount)

Freight
(DeflInc/Dec)

Defaults efault [blank]. To use this field, you must install
the Extended Purchasing Subsystem (EPS) and turn linking
on. This code indicates whether or not freight charges factor
into the total cost of this commodity and what method is used
to calculate those charges. Valid values are:

Default [blank]
If this document references another document with a
freight indicator value, this field is set By
Commaodity [C] Otherwise, freight is not included on
this document.

By Quantity [Q]
Prorate the freight total for the current document
across all commodity lines by quantity.

By Line [D]
Prorate the freight total for the current document
across all commodity lines by pre-tax-amount.

By Commaodity [C]
Allow users the option of entering freight on
individual commodity lines.

No Freight Allowed [N]
Do not include freight on this document. Freight is
not inferred if another document is referenced.

No Change

Default total freight charge for this document is calculated by
the system. To use this field, you must install the Extended
Purchasing Subsystem (EPS) and turn on linkinGhlirge
Basisis By Quantity [Q]or By Line [D], this amount is
required. IfCharge Basisis By Commodity [C]the freight

total for the document is supplied by the system when this
field is blank. If a value is entered, regardless of the value in
Charge Basis it must equal the sum of all commodity line
freight amounts.

Defaults toDefault [blank]. Required when modifying
Freight Amount; selectDefault [blank] or Increase [I]
during a new entry; seleBtefault [blank] whenFreight
Amount is blank.
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Field Description

Line (Amount) Conditional. To use this field, you must install the Extended
Purchasing Subsystem (EPS) and turn linking on. Required if
Charge Basisis By Line [D] and leave blank if the freight
indicator is any other value. Enter total cost of all commodity
lines on this document before tax and freight, but after
discounts are factored in.

Line Defaults toDefault [blank]. To use this field, you must install

(DeflInc/Dec) the Extended Purchasing Subsystem (EPS) and turn linking
on. Required if modifyind.ine Amount; leave blank or enter
Increase [I] during a new entry; and leave blank wiéme
Amount is blank.

Line (Calculated Display only. System calculated pre-tax, pre-freight, and post-
Amount) discount total amount for the document is displayed. This
amount is used to verify thhtne Amount is correct and is
only calculated iCharge Basisis By Line [D].

Qty (Amount) Conditional. Required @harge Basisis By Quantity [Q}
leave blank ifCharge Basisis any other value. To use this
field, you must install the Extended Purchasing Subsystem
(EPS) and turn linking on. Enter the total quantity for the

document.
Qty Defaults toDefault [blank]. Required when modifying
(Def/Inc/Dec) Quantity Amount; selectDefault [blank] or Increase [I]

during a new entry; seleBtefault [blank] whenQuantity
Amount is blank.

Qty (Calculated Display only. System calculated total quantity for the

Amount) document. This quantity is used to verify that the user
supplied total quantity is correct and is only calculated if
Charge Basisis By Quantity [Q].
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Field

Description

Voucher Type

Fixed Asset Ind

Default i4. Required for internal transactions. Valid values
are:

1
This document concerns payment to an outside
vendor.
2
This document concerns an internal purchase/sale,
involving different funds.
3
This document concerns an internal purchase/sale
that involves the same fund for the buyer and seller.
4
This document concerns an internal reimbursement
(for example, inter- or intra- fund).
5

This document concerns an internal transfer (for
example, inter- or intra-fund). If you are using
NACUBO reporting, transfers can only occur within
the same fund group.

On vouchers for outside vendors, this field is optional and
user-defined. For outside vendors, the field is used for
reporting purposes only. Type a one-character alphanumeric
value.

Default isSlo Change [blank] Valid values are:

Create One Shell [F]
The system will create one Fixed Asset Acquisition
(FA) document for each line on this document.
Create Multiple Shells [Q]
The system will create the quantity of Fixed Asset
Acquisition (FA) documents specified @uantity
for each line on this document.
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Field Description

Offset Liability Default assigns an account code according to the following:

Acct Vouchers for outside vendor.

The system uses the value entereddachers
Payableon System Special Accounts (SPEC).
Internal vouchers involving two different funds (Type 2)
The code used depends on the value entered in
Internal Cash Voucheron System Control Options
(SOPT). If the value i¥es [Y] the system uses the
balance sheet account inferred from the fund and
bank account codes. If the valueNis [N], the
system uses the value entere®ire to Fundon
System Special Accounts (SPEC).

Internal vouchers that are within the same fund (Type 3)
No account code is used because within fund
vouchers do not create a liability.

Enter the balance sheet account you want credited for the
liability created by this voucher. See Balance Sheet Account
Index (BACC) for valid values.

Tax Code Conditional. To use this field, you must install the Extended
Purchasing Subsystem (EPS) and turn linking on. Enter the
tax rate used for this document. See Tax Code (TAXT) for
valid values. This field is used to calculate tax on each line. If
this field is left blank and all line tax codes are the same, the
tax code is inferred but not displayed.
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Seller View

E_Batch: PYC 470 123032 Document: PYC 470 0-99292700

Drate of Record | ! ! Accounting Period | ! Budget FY'
& Mew  Maodiication Biling Code | Document Total
Yendor Code Use Tax Total
MHame Calculated Total
Other Attributes Seller | Accounting I Ref Document I Line Details
Seller Account
Fund Rewv Sice / Sub | ! | Job Mumber |

I—
Aagency | Appr Lnit | Fiepart Category |
Org / Sub | ! I_ Function | BS Account |
Activity | Object # Sub | A OffsetRecvicet |

T ermini I

Field Description
Seller Account
Fund Required. Default is inferred from Organization (ORG?2)

based on the agency and organization entered on this
document. See Fund Index (FUND) for valid values.

Agency Required. Enter the code of the agency that is selling the
goods or services listed in this document. See Agency Index
(AGCY) and Fund Agency Index (FAGY) for valid values.

Org/Sub ConditionalOrganization may be required, depending on the
Revenue Budget Organization Optioron Fund Agency
Index (FAGY).

Activity Conditional. Default is inferred from Organization (ORG?2), if

it is included there. May be required, depending on the
Revenue Budget Activity Optionon Fund Agency Index
(FAGY). See Activity Index (ACTV) for valid values.
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Field

Description

Rev Srce/Sub

Appr Unit

Function

Object/Sub

Termini

Job Number

ConditiondRevenue Sourcas required ifVoucher Typeis
2 (internal sale - different funds) 8r(internal sale - same
funds). For NACUBO reporting whevoucher Typeis 5
(internal transfer), enter a revenue source with a revenue
group of TR (transfer) or a reporting categoryMf
(mandatory transfer) T (non-mandatory transfer). See
Revenue Source Index (RSRC) for valid values.

Sub-Revenuemay be required, depending on the
Sub-Revenue Source Requiredption on Revenue Source
(RSR2). See Sub-Revenue Source (SREV) for valid values.

Required. Enter the Program Budget Unit element for the
items listed on this voucher. See Program Reference Table
(PRFT) for valid values. The Appropriation Program element
and Allotment Program element will be inferred from PRFT
based on Program Budget Unit.

Optional. Default is inferred from Organization (ORG2); or
from Activity (ACT2), if a function is not entered in
Organization (ORG2). Otherwise, enter a valid function. See
Function (FUNC) for valid values.

Conditional. Required if this is a type 4 (internal
reimbursement) voucher. Enter an object code for any object
group.Sub-Objectis required ifObject is entered and further
description is required. See Object Index (OBJT) and Sub-
Object (SOBJ) for valid values. Note: If the object code
entered is a 1099 reportable code \tbador Codecannot be
Miscellaneous

Conditional. Required ifermini Validation Indicator is
selected on Agency Project (AGPR) for this project. Enter the
mile point, range of mile points, or bridge identifier at which
work is performed for a given Highway Route. See Termini
Reference Table (TERM) for valid values.

Conditional. May be required on a type 4 voucher, depending
on theJob Number Required on Spendingoption on
Organization (ORG2).
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Field

Description

Report Category

BS Account

Offset Recv Acct

Conditional. May be required on expenditure transactions,
depending on thReporting Categoryoptionon Agency
(AGC2). May be required on revenue transactions, depending
on theReporting Category Required on Revenue
Transaction option on Agency (AGC2).

Enter the reporting category of the seller. See Reporting
Category (RPTG) for valid values.

Conditional. Required if this is an expense transaction for the
seller (for example, fixed assets, consumption-based
inventories, or a balance sheet document). See Balance Sheet
Account Index (BACC) for valid values.

Default account used depends on the valueohal Cash
Voucher Option on System Control Options (SOPT). If the
field is Yes [Y] the balance sheet account is inferred from the
seller's fund and bank account. If the fieldNis [N], the
system useBue From Fundon System Special Accounts
(SPEC).

Enter an account only if you want to override the default
account. See Balance Sheet Account Index (BACC) for valid
values.
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Accounting View

E_Batch: PYC 470 123032 Document: PYC 470 0-99292700
Drate of Record | ! ! Accounting Period | ! Budget FY'
& Mew  Maodiication Biling Code | Document Total
Yendor Code Use Tax Total
MHame Calculated Total
Other Attributes I Seller Accounting | Ref Document I Line Details |
Line Fund  Agency Org Appr Unit Activity Function Object  Job Mumber Rept Cat
| | | | | | | | |
Termini | Amnount | Defflne /Dec & O O

Field Description
Line Required. Enter a different two-digit number for each line on

the document. Numbefto 99 are valid. This number is a
key field on Open Payment Voucher Line Inquiry (OPVL). It
uniquely identifies the line from all other lines on the voucher.

Fund Required. Default is inferred from Organization (ORG?2)
based on the agency and organization entered on this
document. Otherwise, enter the fund paying for the item on
this line. See Fund Index (FUND) for valid values.

Agency Required. Enter the agency paying for the item on this line.
See Agency Index (AGCY) and Fund Agency Index (FAGY)
for valid values.

Org Conditional. Enter an organizatiorBkpense Budget
Organization Option on Fund Agency Index (FAGY) %
(required on budget and accounting). On internal refunds, this
field is required ifRevenue Budget Organization Optioris
Y (required on budget and accounting). For transactions that
require a balance sheet account code, this field is optional. See
Organization Index (ORGN) for valid values.
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Field Description

Appr Unit Required. Enter the Program Budget Unit element for the
items listed on this voucher. See Program Reference Table
(PRFT) for valid values. The Appropriation Program element
and Allotment Program element will be inferred from PRFT
based on Program Budget Unit.

Activity Default is inferred from Organization (ORG?2), if it is included
there. Otherwise, enter an activitygkpense Budget
Activity Option isY (required on budget and accounting) or
A (required on accounting) on Fund Agency Index (FAGY).
On internal refunds, this field is requirediévenue Budget
Activity Option isY (required on budget and accounting) or
A (required on accounting). For transactions that require a
balance sheet account code, this field is optional. See Activity
Index (ACTV) for valid values.

Function Default is inferred from Organization (ORG2); or from
Activity (ACT?2), if a function is not entered in Organization
(ORG2). Otherwise enter a valid function.

Object Conditional. For transactions that require a balance sheet
account code, this field is optional. For internal refunds, this
field must be blank. Otherwise, enter the object that best
describes the item named on this line. See Object Index
(OBJT) for valid values. Note: If the object code entered is a
1099 reportable code, tMendor Code cannot be
Miscellaneous

Job Number Conditional. Organizations and activities can be defined to
require the entry of a job number. Refer to Organization
(ORG2) or Activity (ACT?2) for details.

Otherwise, this field is optional. Job Costis Yes [Y]on

System Control Options (SOP2), enter a job nhumber. See Job
Index (JOBT) for valid values. [fob Costis No [N] on

System Control Options (SOP2), enter a project number or
general reporting category.
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Field Description

Rept Cat Conditional. This field is required on expenditure transactions
if Reporting Categoryon Agency (AGC2) iRRequired on
Expenditure Transactions [3]

This field is required on revenue transactiorlRéporting
Category Required on Revenue Transactionis Required

[Y]. For transactions that require a balance sheet account code,
this field is required iReporting Category Optionis Y

(required) on Balance Sheet Account Index (BACC).
Otherwise, this field is optional. See Reporting Category
(RPTG) for valid values.

Termini Conditional. Required ifermini Validation Indicator is
selected on Agency Project (AGPR) for this project. Enter the
mile point, range of mile points, or bridge identifier at which
work is performed for a given Highway Route. See Termini
Reference Table (TERM) for valid values.

Amount Required. Enter the line amount for this payment voucher
document. If adding a new line, enter the dollar amount of the
item(s) described on this line. If modifying a previous
document, enter the amount of change over (under) the
previous amount. Record two digits for cents; the decimal
point is optional. Do not enter dollar signs or commas.

Def/Inc/Dec Defaults t®efault [blank] on a new document. Indicates
whether the amount is dncrease [I] or Decrease [D]
Decrease [Djs valid on new entries as long as the discount
type is blank and a requisition is not being referenced.
Decrease [D]Js used on new entries to record credit memos.

You cannot reference a requisition when this indicator is
Decrease [D]even on modifying transactions. If you are
modifying a previous purchase order that had a requisition
reference, do not type the reference on the modifying
transaction. The requisition reference is not stored in Open
Purchase Order Line Inquiry (OPOL).
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Reference Document View

E_Batch: PYC 470 123032 Document: PYC 470 0-99292700

Drate of Record | ! ! Accounting Period | ! Budget FY'

& Mew  Maodiication Biling Code | Document Total

Yendor Code Use Tax Total

MHame Calculated Total
Other Attributes I Seller I Accounting Ref Document | Line Details

Carnm I
Line - Reference Mumber-—— Lire Lire Yendor [hvoice Line Amount
[ B 0§ B B [

Def ! Inc / Dec &  Patial ! Final IDefauIt -]

Field Description

Referenced Documents

Reference Conditional. Required if this line concerns items previously

Number recorded on a purchase order, or payment voucher; otherwise,
it is blank. Enter the document code, agency and number of
the document being referenced.

If a prior year purchase order is referenced, ensure that all
values in the accounting distribution are valid for the prior
year as well as for the current year.

Line Conditional. Required if this line concerns items previously
recorded on a purchase order; leave blank for requisition
documents. Enter the purchase order line number, from the
purchase order document, of the item being referenced.
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Field

Description

Comm Line

Vendor Invoice

Inv Line

Conditional. Required #V Update Inventory on EPS

System Control Options (ESOP) is selectépddnd for

payment vouchers referencing EPS purchase orders with a
warehouse code. This field is used to update Inventory (INV2)
for the item the purchase order line number points to.

Required ifReceiver Accrualon EPS System Control
Options (ESOP) is selected][. Also required ifFixed Asset
Indicator is Create One Shell [Fpr Create Multiple Shells
[Q]. Otherwise, this field is optional.

Optional. Enter the vendor invoice number, if one is available.

Conditional. Required EPPV Requirementson EPS

System Control Options (ESOP) is selectépddnd a Vendor
Invoice is referenced. Enter the commodity line number of the
Vendor Invoice (VI) referenced.
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Line Details View

Yendor Code

E_Batch: PYC 470 123032 Document: PYC 470 0-99292700

Drate of Record | ! ! Accounting Period | ! Budget FY'

& Mew O Modfication

Biling Code I Document Total

Use Tax Total

MHame

Other Attributes I Seller I Accounting I Ref Document Line Details |

Calculated Total

Total Amt
Tax Amt

Line ]_
Camnm Line | Ivoice | Irvoice Line |

Referenced Docurnent:

Ref Code I_ Mumber I I Acet Ling I_

Furd |
Agency I—
OrgdSub |
Appr Lnit
Achivity

Function

Rev Srcex’Subl— II_ Freight I—

Job Murnber I— @ Def Colne O Dec
—JI_ ReptCategory | BS Account I— Amaurit I

Temit | @ Def C Inc © Dec

Dizcount Type I “end Code I Tax Cade I
0bj # Sub I / I
ek @ Def € Inc O Dec Desc |

[ uantity | Partial / Final | L ef ault vl

Field

Description

Total Amt

Tax Amt

Sub-Org
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The total line amount calculated by the system is displayed.
This value is reached by adding the adjustment amount,
including freight and/or tax, to the amount entered.

The tax amount for this line is displayed. This calculation is
performed with the amount entered and the tax rate associated
with the tax code applied to this line.

ConditionalOrganization must be entered before you can
enter this field. Enter a sub-organization on expenditure
transactions iSub-Organization Required on Spendingn
Organization (ORG2) is:

Required [Y], or
Required on Expenditure Transactions [3].

Required on revenue transactionSifb-Organization
Required on Revenueon Organization (ORG2) Required
[Y]. Otherwise, this field is optional. See Sub-Organization
(SORG) for valid values.
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Field Description

Sub-Obj ConditionalObject must be entered before you can enter this
field. Enter the sub-object on expenditure documergsili-
Object Required is selectedY] on Expense Budget Inquiry
(Extended) (EEX2). See Sub-Object (SOBJ) for valid values.
Note: If the object code entered is a 1099 reportable code, the
Vendor Code cannot beMiscellaneous

Rev Srce/Sub Conditional. Enter a revenue source on an internal refund
transaction; otherwise, leave blank. When revenue source is
enteredObject andBalance Sheet Accountnust be blank.

Enter the revenue source credited as a result of this document.
See Revenue Source Index (RSRC) for valid values.

Enter a sub-revenue sourc&iévenue Sources entered and
Sub-Revenue Source Requirei Yes [Y]on Revenue
Source (RSR2). IBub-Revenue Source Requirets No [N],
sub-revenue source is optional. See Sub-Revenue Source
(SREV) for valid values.

BS Account Conditional. If this line references an EPS purchase order that
contains a warehouse code, default is inferred from
Warehouse (WHS?2). Enter a balance sheet account if this is an
expense transaction (fixed assets, consumption-based
inventories, pre-paid items) or if this transaction transfers
funds between two balance sheet accounts.

If the latter is the cas@bject must be blank. See Balance

Sheet Account Index (BACC) for valid values. You cannot

enter a balance sheet account that is used as a default account
on System Special Accounts (SPEC). However, you can enter
the default fund balance account.

Discount Type Conditional. Required if a vendor discount policy applies to
this voucher line. A valid value will haw@O Discount Flag
set toN (no) on Discount Type (DISC). The cash
disbursement process determines whether the system can take
the discount at the time the check is generated.

Note: This field is blank on balance sheet transactions and
refunds.
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Field

Description

Vendor Code

Quantity

Def/Inc/Dec

Freight

Def/Inc/Dec

Tax Code

366

Th&endor Codeis displayed from the Procurement Card
document.This allows 1099 information to be captured for all
vendors that are “true” vendors of the Commonwealth.

Conditional. Required for payment vouchers referencing EPS
purchase orders with a warehouse codePiPV

Requirementsis selectedY] on EPS System Control Options
(ESOP), or ifrixed Asset Indicatoris Create Multiple Shells

[Q]. Otherwise, this field is optional. Enter the number of
items paid for.

Default iDefault [blank]. On a modification document,
selectincrease [I] if Quantity is increasing, oDecrease [D]
if Quantity is decreasing.

This field can only be useddktended Purchasingon
System Control Options (SOP2)istalled with Linking [L].
If Charge Basisis By Quantity [Q]or By Line [D], this field
is automatically calculated by the systenCHarge Basisis
By Commodity [C] enter the amount of freight on this
commodity line.

Default iDefault [blank]. On a modification document,
selectincrease [l]if Freight is increasing, oDecrease [D]f
Freight is decreasing.

This field can only be usedittended Purchasingon

System Control Options (SOP2)iistalled with Linking [L].
Default is inferred from the header tax code, but is not
displayed. Enter the tax code representing the tax rate used on
this line only. A valid tax code will have the same tax type as
the tax code in the header. See Tax Code (TAXT) for valid
values.
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Field Description

Partial/Final Defaults tefault [blank]. This field is used only when a
purchase order is referenced. Valid values are:

Default [blank]
This will leave this field blank.

Partial [P]
This value is optional (the system knows that the
payment is partial because the payment voucher line
amount is less than the purchase order line amount).

Final [F]
If the total amount expensed equals the purchase
order line amount, then the purchase order line is
closed automatically, and this value is optional.
SelectFinal [F] if the total amount expensediéss
thanthe purchase order amount, but you want to
force a close (the item did not cost as much as
expected) or if the total amount expenseahise
thanthe purchase order amount (the item cost more
than expected).

A maximum limit exists for how much the total amount
expensed can exceed the purchase order amount. (See
discussion of purchase orders in tger's Guide)

Desc Default is inferred for the referenced vendor invoice check
description on Open Vendor Invoice Header Inquiry (OVIH).
If that description is blank, then the referenced vendor invoice
line description is inferred from Open Vendor Invoice Line
Inquiry (OVIL). If both descriptions are blank or a Vendor
Invoice (V1) document is not referenced, the description is
inferred from Open PO Commodity Line Inquiry (OPPC).
Enter the general descriptive information you want recorded
with this document.
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PAYMENTVOUCHERFROM PROCUREMENT
DeEskTOP(PVP)

2 Batch: Document: PYP 470 00000000000 - [O]x]
Date of Record T Accounting Period If Budget F' I_
& New O Modification Document Tatal I—
Wendor Code I— Lse Tax Tatal I—
Name | Calculated Total I—
Other Attributes | Seller I Accounting I Ref Document I Line Details I
Wendor Addre: Payment Option
Single Check [Defaut =
Check Category I_
EFT [Defaul v Application Type |
I Scheduled Pay Date Iﬁ
Freight Payment Hold [ndicatar I_
Charge B aziz Im Calculated
Amount Def / Inc: / Dec Arnount Waucher Type I_
Freight (O N Fixed Aszet Ind | Mo Charoe =]
Line & ¢ ¢ [ | Ofsetlabliyhost |
Gty o & & D Tax Code I—

The Payment Voucher from Procurement Desktop (PVP) is created by Procurement
Desktop (PD). The Procurement Card document is interfaced with MARS
ADVANTAGE as a Payment Voucher.

Field

Description

Date of Record Default is the date the document is accepted. Enter the date

(mm dd yythat you want to associate with these documents,
usually the current date. You cannot enter a future date.

Accounting Default is inferred fronDate of Record If you want these

Period

transactions recorded in another accounting period, enter the
desired open period, using fiscal month and fiscal year. You
cannot enter future periods.
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Field

Description

Budget FY

New/
Modification
[Action]

Billing Code

Document Total

Default is the current fiscal year. If you want these
transactions recorded in another fiscal year, enter the desired
open fiscal year. You cannot enter future budget fiscal years.

Default isNew [E]. Valid values are:

New [E]
Indicates that this is a new entry (new document).
Modification [M]
This allows you to add lines to a previous document,
change the amounts on existing lines (nhot codes), or
cancel a line (decrease a line amount to zero). To
change codes in an existing line, you must cancel that
line and reenter a new line. You can record both
these lines on the same document by entering
Modification [M].

The billing code from the Procurement Desktop for the
Procurement Card purchase is displayed. The billing code is
equivalent to the administrator’s ID and is used to determine
the proper account to credit.

Required. Enter the net amount of all lines on the document,
not including tax if the tax codes used on the documendt are
(use tax) on Tax Code (TAXT). To compute this amount:

1. Add all the increase amounts.
2. Add all the decrease amounts.
3. Subtract the smaller of these amounts from the larger.

4. If the tax codes used are markéduse tax) on Tax Code
(TAXT), add together all the adjustment amounts on the lines
(pay attention to signs) and subtract that amount from the
result of #3

5. Enter that amount.
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Field

Description

Vendor Code

Use Tax Total

Name

Calculated Total

Conditional. Required on vouchers for outside vendors if your
installation requires vendor codes (for exampl¥®eiidor/
Commodity Control on System Control Options (SOPT) is
Both Controls in Effect [Y]) Leave blank on internal
vouchers. Enter the code for the vendor you want paid as a
result of this document. See Vendor Index (VEND) for valid
values. NoteVendor Code cannot béMiscellaneousif the
Object Codeis 1099 reportable.

Display only. This field shows the total amount of tax
calculated for this document if the tax codes used on the
document are use tax. This amount plus the document total
entered by the user must equal the calculated document total.

Required on vouchers for outside vendors when vendor code
is blank or if a miscellaneous vendor code is used. Enter the
name you want printed on checks. Otherwise, the name for
checks is inferred from Vendor (VEN2).

Display only. This field contains the system-computed total of
the line amounts.
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Other Attributes View

Field Description
Vendor Address
(no label) Required on vouchers for outside vendors when vendor code

is blank or if a miscellaneous vendor code is used. Enter the
address you want printed on checks. Otherwise, the address
for checks is inferred from Vendor (VEN2).

Payment Options

Single Check Defaults tbefault [blank]. Only specify a choice here if a
vendor elects to receive payments in a different manner than
already specified on Vendor (VEN2).

SelectYes [Y]if you want a separate check printed
specifically for this voucher. INo [N] is selected, the system
adds this voucher’s amounts together with other vouchers for
the same vendor (by check category) to obtain a combined
voucher check amount. On a modification document, select
No Change

Check Category  Optional. This field specifies the category that this check
voucher is printed under. Vouchers are summed by vendor
and check category. The use of check categories is optional.
See Check Category (CCAT) for valid values.
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Field Description

EFT Defaults tdefault [blank]. Required if you want the current
payment voucher paid by Electronic Funds Transfer (EFT).
SelectYes [Y]and enter a valid application type to select this
voucher for electronic funds paymentDiéfault [blank] is
selected, this field defaults ¥@s [Y]whenEFT Statusis
Active [A]on Vendor (VEN2); otherwise, this field defaults to
No [N].

When the vendor is eligible for electronic funds transfer, this
field is inferred from the referenced Vendor Invoice (VI) as
long asEFT is set toYes [Y]on all of the invoices referencing
this payment voucher.

If EFT is not set tores [Y]on any of the related Vendor

Invoice (VI) documents or one or more payment voucher lines
do not reference Vendor Invoice (V1) documents, you must
manually seEFT to Yes [Y]on this document. When entering
internal vouchers, seleBPefault [blank] in this field.

Application Conditional. Required iEFT is set toYes [Y] The

Type application type is a two-character code representing the
intended application, or use, of the funds being electronically
transferred. See Electronic Funds Transfer Application Type
(EFTA) for valid values.

When blank andEFT is set toYes [Y] the application type is
automatically taken from the referenced Vendor Invoice (VI),
as long as the application types on all of the Vendor Invoice
(VI) documents referenced on this payment voucher are the
same.

If EFT is set toves [Y]and there are no Vendor Invoice (VI)
documents to take the application type from, the application
type infers from Electronic Funds Transfer (1 of 2) (EFTT).
Otherwise, the user must supply this field.
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Field Description

Scheduled Pay Default automatically assigns a date according to the
Date following rules:

If Vendor (VEN2) has a value recordedScheduled
Payment Dayfor this document's vendor, that value is
used. The payment day is the day of the month when you
want to pay this vendor. The system assigns the payment
date using this day and the current month, or, if the
resulting date has already passed, the next month.

The System Payment Lagon System Control Options
(SOPT) is used when no other date or payment day is
specified. The payment lag is the number of days from the
voucher date when you want to issue payment.

When bothScheduled Payment Dayn Vendor (VEN2)
andSystem Payment Lagon System Control Options
(SOPT) are blank, the system date will be used.

Applies only to vouchers for outside vendors. Enter the date
when you want the check for this payment voucher issued, if
you want to override the system computed date.

Note: You can change scheduled payment dates on payment
voucher modifying transactions or through Payment
Voucher Scheduling (SCHD). For further details, see
the discussion of Automated Disbursements in the
User’s Guide

Payment Hold Display only. Used when processing documents off-line to
Indicator allow for the specification of the following values:

Unspecified [Spaces]
Indicates that a voucher is a candidate to cut a check.
Hold Payment [H]
Indicates hold payment. This value is set on Payment
Voucher Scheduling (SCHD) to prevent a voucher
from being disbursed.
Cash Override [O]
Indicates cash override.
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Field

Description

Freight

Charge Basis

Freight
(Amount)

Freight
(DeflInc/Dec)

Defaults efault [blank]. To use this field, you must install
the Extended Purchasing Subsystem (EPS) and turn linking
on. This code indicates whether or not freight charges factor
into the total cost of this commodity and what method is used
to calculate those charges. Valid values are:

Default [blank]
If this document references another document with a
freight indicator value, this field is set By
Commaodity [C] Otherwise, freight is not included on
this document.

By Quantity [Q]
Prorate the freight total for the current document
across all commodity lines by quantity.

By Line [D]
Prorate the freight total for the current document
across all commodity lines by pre-tax-amount.

By Commaodity [C]
Allow users the option of entering freight on
individual commodity lines.

No Freight Allowed [N]
Do not include freight on this document. Freight is
not inferred if another document is referenced.

No Change

Default total freight charge for this document is calculated by
the system. To use this field, you must install the Extended
Purchasing Subsystem (EPS) and turn on linkinGhlirge
Basisis By Quantity [Q]or By Line [D], this amount is
required. IfCharge Basisis By Commodity [C]the freight

total for the document is supplied by the system when this
field is blank. If a value is entered, regardless of the value in
Charge Basis it must equal the sum of all commodity line
freight amounts.

Defaults toDefault [blank]. Required when modifying
Freight Amount; selectDefault [blank] or Increase [I]
during a new entry; seleBtefault [blank] whenFreight
Amount is blank.
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Field Description

Line (Amount) Conditional. To use this field, you must install the Extended
Purchasing Subsystem (EPS) and turn linking on. Required if
Charge Basisis By Line [D] and leave blank if the freight
indicator is any other value. Enter total cost of all commodity
lines on this document before tax and freight, but after
discounts are factored in.

Line Defaults toDefault [blank]. To use this field, you must install

(DeflInc/Dec) the Extended Purchasing Subsystem (EPS) and turn linking
on. Required if modifyind.ine Amount; leave blank or enter
Increase [I] during a new entry; and leave blank wiéme
Amount is blank.

Line (Calculated Display only. System calculated pre-tax, pre-freight, and post-
Amount) discount total amount for the document is displayed. This
amount is used to verify thhtne Amount is correct and is
only calculated iCharge Basisis By Line [D].

Qty (Amount) Conditional. Required @harge Basisis By Quantity [Q}
leave blank ifCharge Basisis any other value. To use this
field, you must install the Extended Purchasing Subsystem
(EPS) and turn linking on. Enter the total quantity for the

document.
Qty Defaults toDefault [blank]. Required when modifying
(Def/Inc/Dec) Quantity Amount; selectDefault [blank] or Increase [I]

during a new entry; seleBtefault [blank] whenQuantity
Amount is blank.

Qty (Calculated Display only. System calculated total quantity for the

Amount) document. This quantity is used to verify that the user
supplied total quantity is correct and is only calculated if
Charge Basisis By Quantity [Q].
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Field

Description

Voucher Type

Fixed Asset Ind

Default i4. Required for internal transactions. Valid values
are:

1
This document concerns payment to an outside
vendor.
2
This document concerns an internal purchase/sale,
involving different funds.
3
This document concerns an internal purchase/sale
that involves the same fund for the buyer and seller.
4
This document concerns an internal reimbursement
(for example, inter- or intra- fund).
5

This document concerns an internal transfer (for
example, inter- or intra-fund). If you are using
NACUBO reporting, transfers can only occur within
the same fund group.

On vouchers for outside vendors, this field is optional and
user-defined. For outside vendors, the field is used for
reporting purposes only. Type a one-character alphanumeric
value.

Default isSlo Change [blank] Valid values are:

Create One Shell [F]
The system will create one Fixed Asset Acquisition
(FA) document for each line on this document.
Create Multiple Shells [Q]
The system will create the quantity of Fixed Asset
Acquisition (FA) documents specified @uantity
for each line on this document.
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Field Description

Offset Liability Default assigns an account code according to the following:

Acct Vouchers for outside vendor.

The system uses the value entereddachers
Payableon System Special Accounts (SPEC).
Internal vouchers involving two different funds (Type 2)
The code used depends on the value entered in
Internal Cash Voucheron System Control Options
(SOPT). If the value i¥es [Y] the system uses the
balance sheet account inferred from the fund and
bank account codes. If the valueNis [N], the
system uses the value entere®ire to Fundon
System Special Accounts (SPEC).

Internal vouchers that are within the same fund (Type 3)
No account code is used because within fund
vouchers do not create a liability.

Enter the balance sheet account you want credited for the
liability created by this voucher. See Balance Sheet Account
Index (BACC) for valid values.

Tax Code Conditional. To use this field, you must install the Extended
Purchasing Subsystem (EPS) and turn linking on. Enter the
tax rate used for this document. See Tax Code (TAXT) for
valid values. This field is used to calculate tax on each line. If
this field is left blank and all line tax codes are the same, the
tax code is inferred but not displayed.
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Seller View

2 Batch: Document: PYP 470 00000000000 - [O]x]
Date of Record I ! ! Accounting Penod I ! Budget FY' I_
& New ( Modification Document Tatal I
Yendor Code | Lse Tax Tatal |
Narne | Calculated Total |
Qther Attributes Seller | Accounting I Ref Document I Line Details I
Seller Account
Fund I Rew Srce / Sub I .-"I_ Job Mumber I
Agency I Lppr Unit I Report Categony I
Org/ Sub | .fl_ Function | BS Account |
Auctivity [ Obiect / Sub [ ¢ OffsetRecvacct |
Terrmiti |
Field Description
Seller Account
Fund Required. Default is inferred from Organization (ORG?2)
based on the agency and organization entered on this
document. See Fund Index (FUND) for valid values.
Agency Required. Enter the code of the agency that is selling the
goods or services listed in this document. See Agency Index
(AGCY) and Fund Agency Index (FAGY) for valid values.
Org/Sub ConditionalOrganization may be required, depending on the
Revenue Budget Organization Optioron Fund Agency
Index (FAGY).
Activity Conditional. Default is inferred from Organization (ORG?2), if

378

it is included there. May be required, depending on the
Revenue Budget Activity Optionon Fund Agency Index
(FAGY). See Activity Index (ACTV) for valid values.
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Field

Description

Rev Srce/Sub

Appr Unit

Function

Object/Sub

Termini

Job Number

ConditiondRevenue Sourcas required ifVoucher Typeis
2 (internal sale - different funds) 8r(internal sale - same
funds). For NACUBO reporting whevoucher Typeis 5
(internal transfer), enter a revenue source with a revenue
group of TR (transfer) or a reporting categoryMf
(mandatory transfer) T (non-mandatory transfer). See
Revenue Source Index (RSRC) for valid values.

Sub-Revenuemay be required, depending on the
Sub-Revenue Source Requiredption on Revenue Source
(RSR2). See Sub-Revenue Source (SREV) for valid values.

Required. Enter the Program Budget Unit element for the
items listed on this voucher. See Program Reference Table
(PRFT) for valid values. The Appropriation Program element
and Allotment Program element will be inferred from PRFT
based on Program Budget Unit.

Optional. Default is inferred from Organization (ORG2); or
from Activity (ACT2), if a function is not entered in
Organization (ORG2). Otherwise, enter a valid function. See
Function (FUNC) for valid values.

Conditional. Required if this is a type 4 (internal
reimbursement) voucher. Enter an object code for any object
group.Sub-Objectis required ifObject is entered and further
description is required. See Object Index (OBJT) and Sub-
Object (SOBJ) for valid values. Note: If the object code
entered is a 1099 reportable code \tbador Codecannot be
Miscellaneous

Conditional. Required ifermini Validation Indicator is
selected on Agency Project (AGPR) for this project. Enter the
mile point, range of mile points, or bridge identifier at which
work is performed for a given Highway Route. See Termini
Reference Table (TERM) for valid values.

Conditional. May be required on a type 4 voucher, depending
on theJob Number Required on Spendingoption on
Organization (ORG2).
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Field

Description

Report Category

BS Account

Offset Recv Acct

Conditional. May be required on expenditure transactions,
depending on thReporting Categoryoptionon Agency
(AGC2). May be required on revenue transactions, depending
on theReporting Category Required on Revenue
Transaction option on Agency (AGC2).

Enter the reporting category of the seller. See Reporting
Category (RPTG) for valid values.

Conditional. Required if this is an expense transaction for the
seller (for example, fixed assets, consumption-based
inventories, or a balance sheet document). See Balance Sheet
Account Index (BACC) for valid values.

Default account used depends on the valueohal Cash
Voucher Option on System Control Options (SOPT). If the
field is Yes [Y] the balance sheet account is inferred from the
seller's fund and bank account. If the fieldNis [N], the
system useBue From Fundon System Special Accounts
(SPEC).

Enter an account only if you want to override the default
account. See Balance Sheet Account Index (BACC) for valid
values.
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Accounting View

2 Batch: Document: PYP 470 00000000000 - [O]x]

Date of Record I ! ! Accounting Penod I ! Budget FY' I_

& New  Modification Document Tatal I

Yendor Code | Lse Tax Tatal |

Mame Calculated Tatal |

Qther Attributes Seller Accounting | Ref Document I Line Details I

Line Fund Org Appr Unit Activity Function  Object  Job Mumber  Rept Cat

[ | | | | | | | |
Termini I Amaunt I Defflnc /Dec & O O

Field Description

Line Required. Enter a different two-digit number for each line on
the document. Numbefto 99 are valid. This number is a
key field on Open Payment Voucher Line Inquiry (OPVL). It
uniquely identifies the line from all other lines on the voucher.

Fund Required. Default is inferred from Organization (ORG?2)
based on the agency and organization entered on this
document. Otherwise, enter the fund paying for the item on
this line. See Fund Index (FUND) for valid values.

Agency Required. Enter the agency paying for the item on this line.
See Agency Index (AGCY) and Fund Agency Index (FAGY)
for valid values.

Org Conditional. Enter an organizatiorBkpense Budget

Organization Option on Fund Agency Index (FAGY) %
(required on budget and accounting). On internal refunds, this
field is required ifRevenue Budget Organization Optioris

Y (required on budget and accounting). For transactions that
require a balance sheet account code, this field is optional. See
Organization Index (ORGN) for valid values.
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Field Description

Appr Unit Required. Enter the Program Budget Unit element for the
items listed on this voucher. See Program Reference Table
(PRFT) for valid values. The Appropriation Program element
and Allotment Program element will be inferred from PRFT
based on Program Budget Unit.

Activity Default is inferred from Organization (ORG?2), if it is included
there. Otherwise, enter an activitygkpense Budget
Activity Option isY (required on budget and accounting) or
A (required on accounting) on Fund Agency Index (FAGY).
On internal refunds, this field is requirediévenue Budget
Activity Option isY (required on budget and accounting) or
A (required on accounting). For transactions that require a
balance sheet account code, this field is optional. See Activity
Index (ACTV) for valid values.

Function Default is inferred from Organization (ORG2); or from
Activity (ACT?2), if a function is not entered in Organization
(ORG2). Otherwise enter a valid function.

Object Conditional. For transactions that require a balance sheet
account code, this field is optional. For internal refunds, this
field must be blank. Otherwise, enter the object that best
describes the item named on this line. See Object Index
(OBJT) for valid values. Note: If the object code entered is a
1099 reportable code, tMendor Code cannot be
Miscellaneous

Job Number Conditional. Organizations and activities can be defined to
require the entry of a job number. Refer to Organization
(ORG2) or Activity (ACT?2) for details.

Otherwise, this field is optional. Job Costis Yes [Y]on

System Control Options (SOP2), enter a job nhumber. See Job
Index (JOBT) for valid values. [fob Costis No [N] on

System Control Options (SOP2), enter a project number or
general reporting category.
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Field Description

Rept Cat Conditional. This field is required on expenditure transactions
if Reporting Categoryon Agency (AGC2) iRRequired on
Expenditure Transactions [3]

This field is required on revenue transactiorlRéporting
Category Required on Revenue Transactionis Required

[Y]. For transactions that require a balance sheet account code,
this field is required iReporting Category Optionis Y

(required) on Balance Sheet Account Index (BACC).
Otherwise, this field is optional. See Reporting Category
(RPTG) for valid values.

Termini Conditional. Required ifermini Validation Indicator is
selected on Agency Project (AGPR) for this project. Enter the
mile point, range of mile points, or bridge identifier at which
work is performed for a given Highway Route. See Termini
Reference Table (TERM) for valid values.

Amount Required. Enter the line amount for this payment voucher
document. If adding a new line, enter the dollar amount of the
item(s) described on this line. If modifying a previous
document, enter the amount of change over (under) the
previous amount. Record two digits for cents; the decimal
point is optional. Do not enter dollar signs or commas.

Def/Inc/Dec Defaults t®efault [blank] on a new document. Indicates
whether the amount is dncrease [I] or Decrease [D]
Decrease [Djs valid on new entries as long as the discount
type is blank and a requisition is not being referenced.
Decrease [D]Js used on new entries to record credit memos.

You cannot reference a requisition when this indicator is
Decrease [D]even on modifying transactions. If you are
modifying a previous purchase order that had a requisition
reference, do not type the reference on the modifying
transaction. The requisition reference is not stored in Open
Purchase Order Line Inquiry (OPOL).
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Reference Document View

E_Batch: Document: PYP 470 00000000000 Hi=l

D ate of Record T Accounting Penod If Budget FY I_

& MNew  Modification Document Tatal I—

Wendaor Cade I— Uze Tax Total I—

Marne | Calculated Total I—
Other Attributes I Seller I Acocounting Ref Document | Line Details |

Comm Ire
Line - Reference Number----- Line Ling Wendor Ihvoice Line Amount
= 0§ B B [

Def / Inc / Dec * "  Partial / Final IDefauIt |

Field Description

Referenced Documents

Reference Conditional. Required if this line concerns items previously

Number recorded on a purchase order, or payment voucher; otherwise,
it is blank. Enter the document code, agency and number of
the document being referenced.

If a prior year purchase order is referenced, ensure that all
values in the accounting distribution are valid for the prior
year as well as for the current year.

Line Conditional. Required if this line concerns items previously
recorded on a purchase order; leave blank for requisition
documents. Enter the purchase order line number, from the
purchase order document, of the item being referenced.
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Field

Description

Comm Line

Vendor Invoice

Inv Line

Conditional. Required #V Update Inventory on EPS

System Control Options (ESOP) is selectépddnd for

payment vouchers referencing EPS purchase orders with a
warehouse code. This field is used to update Inventory (INV2)
for the item the purchase order line number points to.

Required ifReceiver Accrualon EPS System Control
Options (ESOP) is selected][. Also required ifFixed Asset
Indicator is Create One Shell [Fpr Create Multiple Shells
[Q]. Otherwise, this field is optional.

Optional. Enter the vendor invoice number, if one is available.

Conditional. Required EPPV Requirementson EPS

System Control Options (ESOP) is selectépddnd a Vendor
Invoice is referenced. Enter the commodity line number of the
Vendor Invoice (VI) referenced.
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Line Details View

2 Batch: Document: PYP 470 00000000000 - [O]x]
Date of Record I ! ! Accounting Penod I ! Budget FY' I
& New  Modification Document Tatal I
Yendor Code | Lse Tax Tatal |
Narne | Calculated Total |
Qther Attributes I Seller I Accounting I Ref Document Line Details I
Lire |= Referenced Document:
Total Amt | Ref Code I Murnber I | Acct Line I_
Tax= At I Comm Line I Invoice I Invoice Line I
:und I Fev Srce / Sub | ! | Freight |
Dge:c: N I_ , Job Murnber | & Def C Ine  Dec
A[g I L'ft —I Fept Categom BS Account | Amount |
ﬁptp.l.t . Termini & Def O Ine 0 Dec
= M_}I S— Dizcount Type Tax Code I
;T:jtgnb — I_ Quantity Partial # Final IDefauIt vI
1= @ Def  |nc ¢ Dec Desc |
Field Description
Total Amt The total line amount calculated by the system is displayed.

This value is reached by adding the adjustment amount,
including freight and/or tax, to the amount entered.

Tax Amt The tax amount for this line is displayed. This calculation is
performed with the amount entered and the tax rate associated
with the tax code applied to this line.

Sub-Org ConditionalOrganization must be entered before you can
enter this field. Enter a sub-organization on expenditure
transactions iSub-Organization Required on Spendingn
Organization (ORG2) is:

Required [Y], or
Required on Expenditure Transactions [3].

Required on revenue transactionSifb-Organization
Required on Revenueon Organization (ORG2) Required
[Y]. Otherwise, this field is optional. See Sub-Organization
(SORG) for valid values.
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Field Description

Sub-Obj ConditionalObject must be entered before you can enter this
field. Enter the sub-object on expenditure documergsili-
Object Required is selectedY] on Expense Budget Inquiry
(Extended) (EEX2). See Sub-Object (SOBJ) for valid values.
Note: If the object code entered is a 1099 reportable code, the
Vendor Code cannot beMiscellaneous

Rev Srce/Sub Conditional. Enter a revenue source on an internal refund
transaction; otherwise, leave blank. When revenue source is
enteredObject andBalance Sheet Accountnust be blank.

Enter the revenue source credited as a result of this document.
See Revenue Source Index (RSRC) for valid values.

Enter a sub-revenue sourc&iévenue Sources entered and
Sub-Revenue Source Requirei Yes [Y]on Revenue
Source (RSR2). IBub-Revenue Source Requirets No [N],
sub-revenue source is optional. See Sub-Revenue Source
(SREV) for valid values.

BS Account Conditional. If this line references an EPS purchase order that
contains a warehouse code, default is inferred from
Warehouse (WHS?2). Enter a balance sheet account if this is an
expense transaction (fixed assets, consumption-based
inventories, pre-paid items) or if this transaction transfers
funds between two balance sheet accounts.

If the latter is the cas@bject must be blank. See Balance

Sheet Account Index (BACC) for valid values. You cannot

enter a balance sheet account that is used as a default account
on System Special Accounts (SPEC). However, you can enter
the default fund balance account.

Discount Type Conditional. Required if a vendor discount policy applies to
this voucher line. A valid value will haw@O Discount Flag
set toN (no) on Discount Type (DISC). The cash
disbursement process determines whether the system can take
the discount at the time the check is generated.

Note: This field is blank on balance sheet transactions and
refunds.
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Field

Description

Vendor Code

Quantity

Def/Inc/Dec

Freight

Def/Inc/Dec

Tax Code

388

Th&endor Codeis displayed from the Procurement Card
document.This allows 1099 information to be captured for all
vendors that are “true” vendors of the Commonwealth.

Conditional. Required for payment vouchers referencing EPS
purchase orders with a warehouse codePiPV

Requirementsis selectedY] on EPS System Control Options
(ESOP), or ifrixed Asset Indicatoris Create Multiple Shells

[Q]. Otherwise, this field is optional. Enter the number of
items paid for.

Default iDefault [blank]. On a modification document,
selectincrease [I] if Quantity is increasing, oDecrease [D]
if Quantity is decreasing.

This field can only be useddktended Purchasingon
System Control Options (SOP2)istalled with Linking [L].
If Charge Basisis By Quantity [Q]or By Line [D], this field
is automatically calculated by the systenCHarge Basisis
By Commodity [C] enter the amount of freight on this
commodity line.

Default iDefault [blank]. On a modification document,
selectincrease [l]if Freight is increasing, oDecrease [D]f
Freight is decreasing.

This field can only be usedittended Purchasingon

System Control Options (SOP2)iistalled with Linking [L].
Default is inferred from the header tax code, but is not
displayed. Enter the tax code representing the tax rate used on
this line only. A valid tax code will have the same tax type as
the tax code in the header. See Tax Code (TAXT) for valid
values.

EEEEEEEEEEEEEENEEEEEEEEEER
MARS ADVANTAGE User’s Reference - Documents

MARS0899



Field Description

Partial/Final Defaults tefault [blank]. This field is used only when a
purchase order is referenced. Valid values are:

Default [blank]
This will leave this field blank.

Partial [P]
This value is optional (the system knows that the
payment is partial because the payment voucher line
amount is less than the purchase order line amount).

Final [F]
If the total amount expensed equals the purchase
order line amount, then the purchase order line is
closed automatically, and this value is optional.
SelectFinal [F] if the total amount expensediéss
thanthe purchase order amount, but you want to
force a close (the item did not cost as much as
expected) or if the total amount expenseahise
thanthe purchase order amount (the item cost more
than expected).

A maximum limit exists for how much the total amount
expensed can exceed the purchase order amount. (See
discussion of purchase orders in tger's Guide)

Desc Default is inferred for the referenced vendor invoice check
description on Open Vendor Invoice Header Inquiry (OVIH).
If that description is blank, then the referenced vendor invoice
line description is inferred from Open Vendor Invoice Line
Inquiry (OVIL). If both descriptions are blank or a Vendor
Invoice (V1) document is not referenced, the description is
inferred from Open PO Commodity Line Inquiry (OPPC).
Enter the general descriptive information you want recorded
with this document.
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PAYMENTVOUCHERFROM MULTI-PAYEE
VOUCHER(PVV)

E_Batch: Document: PYY 470 00000000000 M= E3
Date of Record I dood Accounting Period I / Budget Fy' |
& MNew 1 Modification Document Tatal I
Yendor Code I Calculated Tatal I
MName |
Other Attributes | Line Details |
Wendaor Addre: Fayment Option
| Single Check I D efault hd I
| Check Categany |
| EFT I Default -
| Application Type |
Scheduled Pay Date I ! /
Fixed fAzzet Indicator | Mo Change E3|
Qffget Liability Account |

The Payment Voucher from Multi-Payee Voucher (PVV) document is used to pay
vendors and is generated from the Multiple Vendor Payment Voucher (MP)
document.

Field Description

Date of Record Default is the date the system accepts the document. Enter the
date (nm dd yythat you want to associate with these
transactions, usually the current date. You cannot use a future

date.
Accounting Default is inferred fronDate of Record If you want this
Period document recorded in another accounting period, enter the

desired period (it must be open), using fiscal month and fiscal
year. You cannot enter future periods.
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Field

Description

Budget FY

New/
Modification
[Action]

Document Total

Vendor Code

Calculated Total

Default applies to the current fiscal year. If you want this
document recorded in another fiscal year, enter the desired
fiscal year (it must be open). You cannot enter future budget
fiscal years.

Defaults toNew [E]. Valid values are:

New [E]
Create a new document.

Modification [M]
Modify an existing document. Allows you to add
lines to a previous document, change the amounts on
existing lines (not codes), or cancel a line (decrease a
line amount to zero).

Required. Enter the unsigned net amount of all lines on the
document. To compute this amount:

1. Add all the increase amounts (the lines wittrease [I] or
Default [blank]).

2. Add all the decrease amounts (the lines Diterease [D}.

3. Subtract the smaller of these amounts from the larger.

Conditional. Required if vendor codes are required on
vouchers for outside vendofgghdor/Commodity Control
on System Control Options (SOPTBisth Controls in Effect
[Y]). Leave blank on internal vouchers.

Otherwise, it is optional. Enter the vendor you want paid as a
result of this document. Refer to Vendor Index (VEND) for
valid values. The second field can be used as an alternate
address indicator for the vendor.

If lines on this document reference a purchase order, enter the
same value as the one used on the referenced document. You
cannot change this field on modification documents.

Display only. The system computed total of the line amounts
is displayed.
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Field Description

Name Conditional. Required on vouchers for outside vendors when
Vendor Codeis blank or if a miscellaneous vendor code is
used. Enter the name you want printed on the checks.
Otherwise, the name for checks is automatically obtained
from Vendor (VENZ2). You may enter the name here for your
own reference.
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Other Attributes View

Field Description
Vendor Address
(no label) Default is inferred from Vendor (VEN2). Required on

vouchers for outside vendors whéendor Codeis blank or
if a miscellaneous vendor code is used. Enter the address you
want printed on the checks.

Payment Options

Single Check Defaults tbefault [blank]. If Yes [Y] a single check is
printed for this voucher by the check writing progranidf
[N], the system sums this voucher amount together with other
vouchers for the same vendor (by check category) to obtain
the check amount. On a modification document, sé&ect
Change []

Check Category  Optional. This field specifies the category that this check
voucher is printed under. Vouchers are summed by vendor
and check category. Refer to Check Category (CCAT) for
valid values.

EFT Defaults tdefault [blank], unless the vendor is eligible for
Electronic Funds Transfer (EFT). A vendor is eligible for
electronic funds transfer whé&#T Statuson Vendor
(VENZ2) isActive [A]. When entering internal vouchers, select
Default [blank].

If the vendor is eligible, then this field is inferred from the
referenced vendor invoice. BT is not set tores [Y]on the
referenced document, or one or more payment voucher lines
do not reference invoice documents; you musgg@tto Yes

[Y] on this document.
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Field Description

If the vendor is eligible anBFT is blank on the referenced
document or there are no referencing documents toHfHEr
from, it is automatically set tges [Y]

Required if the payment voucher is paid by Electronic Funds
Transfer (EFT). Valid values aRefault [blank], No Change
[blank], Yes [Y] orNo [N]. Selectyes [Y]and enter

Application Type to select this voucher for electronic funds

payment.
Application Default is inferred from the referenced invoice Wk is
Type set toYes [Y] as long as the application types on all of the

invoices referenced on this payment voucher are the same.

If EFT is set toves [Y]and there are no invoice documents to
infer the application type from, it is automatically taken from
Vendor (VEN2) if it exists there. Otherwise, you must enter
this field.

Required ifEFT is set toYes [Y]on the current payment
voucher. The application type is a two-character code
representing the intended application, or use, of the funds
being electronically transferred. Refer to Electronic Funds
Transfer Type (EFTA) for valid values.

Scheduled Pay Default date is assigned by the system. Applies only to

Date vouchers for outside vendors. Enter the date when you want to
issue the check for the payment voucher, if you want to
override the system computed date. If blank, the system
assigns a date according to the following rules:

If Vendor (VEN2) has a value recordedScheduled
Payment Dayfor this document's vendor, the system uses
that value. The payment day is the day of the month when
you want to pay this vendor. The system assigns the
payment date using this day and the current month, or, if
the resulting date has already passed, the next month.
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Field

Description

Fixed Asset
Indicator

Offset Liability
Account

System Payment Lagn System Control Options (SOP2)

is used for all payment vouchers, for all vendors, when no
other date or payment day is specified. The payment lag is
the number of days from the voucher date when you want
to issue payment.

Note: You can chang8cheduled Payment Dat@n a
modification document or through Payment Voucher
Scheduling (SCHD). For more information, refer to the
User’s Guide

Default isNo Change [blank] Valid values are:

Create One Shell [F]
The system will create one Fixed Asset Acquisition
(FA) shell for this commodity line.

Create Multiple Shells [Q]
The system will create Fixed Asset Acquisition (FA)
shells specified in quantity.

Optional. Enter the balance sheet account you want credited
for the liability created by this voucher. Refer to Balance
Sheet Account Index (BACC) for valid values. If blank, the
system automatically assigns the valu¥anichers Payable

on System Special Accounts (SPEC). You cannot change this
field on a modification document.
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Line Details View

E_Batch: Document: PYY 470 00000000000 M= E3

Date of Recaord W Accounting Period T Budaget Fr' I—

& MNew 1 Modification Document Total I—

Yendor Code l— Calculated Total I—

Narme |
Other Attributes Line Details |
Line I_ Fund I_ Agency I_ Org / Sub I— .-’I_ BS Account I_
Referenced Document: Appr Unit I— Dizcount Type I_
Ref Code I_ Activity I— Cuantity I—
Mumber I_I— Function I— & Def 0 lne O Dec
Acct Line I_ Object # Sub I— .fl_ Amount I—
Comm Line I_ Rewv / Sub I— .fl_ @ Def Cllne © Dec
Ivoice I— Job Nurmber I— Partial # Final m
Imvaice Line I_ Rept Categary I_ Termini I—

Description |

Field Description

Line Default isO1. Enter a line number.

Fund Required. Default is inferred from Organization (ORG2)
based on the agency and organization entered on this
document. If this is a modification to a previously entered
document, fund is inferred from the original document. This
value must be valid on Fund (FUN2).

Agency Required. Enter the agency paying for the item named on this

line. Refer to Agency Index (AGCY) and Fund Agency Index
(FAGY) for valid values.

If this field is entered when the line references a requisition or
purchase order, enter the same value as the one used on the
referenced line. If entered, it must match the original
document.
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Field Description

Referenced Documents

Ref Code Conditional. Required if this line concerns items previously
recorded on a requisition or purchase order; otherwise, leave
blank. Valid values arRQ for requisition ofPO for purchase
order and EPS documents. If this line is an adjustment to a
previously entered line, enter the same value as the one on the
original line.

Note: If you are referencing a prior year purchase order,
ensure that all codes in the accounting distribution are
valid for the prior year as well as for the current year.

Number Conditional. Required if this line concerns items previously
recorded on a requisition or purchase order; otherwise, leave
blank. Enter the agency and document number of the
document being referenced. If this line is an adjustment to a
previously entered line, enter the same value as the one on the
original line.

Acct Line Conditional. Required if this line concerns items previously
recorded on a purchase order; leave blank for requisition
documents. Enter the line number of the item being
referenced. If this line is an adjustment to a previously entered
line, enter the same value as the one on the original line.

Comm Line Conditional. Required#V Update Inventory is selectedY]
on EPS System Control Options (ESOP) and this payment
voucher is referencing EPS purchase orders with a warehouse
code. This field is used to update Inventory (INV2) for the
item the line number references.

Required ifFixed Asset Indicatoris Create One Shell [Fbr
Create Multiple Shells [Qbn the payment voucher. Also

required ifReceiver Accrualis selectedY] on EPS System
Control Options (ESOP). Otherwise, this field is optional.

Invoice, Invoice Invoice is optional. Enter the document number of the vendor
Line invoice that you want to reference.

Invoice Line is required ifEPPV Requirementsis selected
[Y] on EPS System Control Options (ESOP) anabice is
entered. Enter the line number of the referenced invoice .
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Field

Description

Org/Sub

Appr Unit

Activity

ConditionalOrganization is required ifExpense Budget
Organization Option on Fund Agency Index (FAGY) %
(required on budget and accounting)ofrequired on
accounting). On internal refunds, the organization code is
governed by th®evenue Budget Organization Optioron
Fund Agency Index (FAGY). Refer to Organization Index
(ORGN) for valid values. Optional on balance sheet
transactions.

Optional if Prior Document Referenceis Yes [Y]on System
Control Options (SOP2) and a purchase order or requisition is
referenced on the line. The system uses the code from the
referenced document. Optional on balance sheet transactions.
If entered, this field must match the original document.

Sub-Organization is required on expenditure transactions if
Sub-Organization Required on Spendingpn Organization
(ORG2) is:Required [Y] or Required on Expenditure
Transactions [3]

Required on revenue transactionSifb-Organization
Required on Revenuds Required [Y]

Required. Enter the program budget unit for the items listed
on this voucher. See Program Reference Table (PRFT) for
valid values.

Default is inferred from Organization (ORG?2), if it is included
there.

Required ifExpense Budget Activity Optionis Y (required
on budget and accounting) Ar(required on accounting) on
Fund Agency Index (FAGY). On refunds, this field is
controlled byRevenue Budget Activity Optionon Fund
Agency Index (FAGY). Optional on balance sheet
transactions. See Activity Index (ACTV) for valid values.

Values on documents override the values on Organization
(ORG2). If this is a modification document, this field is
optional. If entered, it must match the original document. If
this line references a document, enter the same value as the
one used on the referenced line. If an activity is not entered on
the referenced line, you can add one here.
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Field Description

Function Default is inferred from Organization (ORG2); or from
Activity (ACT?2), if function is not entered on Organization
(ORG2).

Required ifExpense Budget Function Optioron Fund
Agency Index (FAGY) isY (required on budget and
accounting) oA (required on accounting.)

If not referenced from a previous document, this field is
optional. Refer to Function (FUNC) for valid values. If this
line references another document, the function entered in this
field must match the one on the referenced document.

Object/Sub Object is required except on balance sheet or refund
transactions. Optional on balance sheet transactions. Refer to
Object Index (OBJT) for valid values.

Sub-Objectis required on expenditures3iib-Object
Required is selectedY] on Expense Budget Inquiry
(Extended) (EEX2). Refer to Sub-Object (SOBJ) for valid
values.

If these fields are entered when the line references a purchase
order, enter the same values as the ones used on the referenced
line. If no sub-object was entered on the referenced line, you
can add one here. If entered, it must match the original
document.

Rev/Sub ConditionaRevenue Sources required on internal refund
transactions. When this field is enter@tject andBalance
Sheet Accountare blank. Enter the revenue source debited as
a result of this document. Refer to Revenue Source Index
(RSRC) for valid values.

Sub-Revenue Sourcés required if revenue source is entered
andSub-Revenue Source Requiret Yes [Y]on Revenue
Source (RSR2). IBub-Revenue Source Required No [N],
thenSub-Revenue Sourcés optional. Refer to Sub-Revenue
Source (SREV) for valid values.

If entered, these fields must match the original document.
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Field

Description

Job Number

Rept Category

Description

Conditional. Organizations and activities can be defined to
require the entry of a job number. Refer to Organization
(ORG2) or Activity (ACT?2) for details.

Otherwise, this field is optional. Job Costis Yes [Y]on

System Control Options (SOP2), enter a job humber. See Job
Index (JOBT) for valid values. [fob Costis No [N] on

System Control Options (SOP2), enter a project number or
general reporting category.

Conditional. Required on expenditure transactions if
Reporting Categoryon Agency (AGC?2) is:

Required on Pre-Encumbrance Transactions [1],
Required on Encumbrance Transactions [2], or
Required on Expenditure Transactions [3].

Required on revenue transactionR#porting Category
Required on Revenuss Yes [Y]on Agency (AGC2).
Required on balance sheet transactiofeiorting

Category Option on Balance Sheet Account Index (BACC) is
Y (required on documents). Refer to Reporting Category
(RPTG) for valid values.

If this field is entered when the line references a purchase
order or requisition, enter the same value as the one used on
the referenced line. If a reporting category is not entered on
the reference line, you can add one here. If entered, it must
match the original document.

Default is inferred from the referenced vendor invoice check
description on Open Vendor Invoice Header Inquiry (OVIH).
If that description is blank, then the referenced vendor invoice
line description is inferred from Open Vendor Invoice Line
Inquiry (OVIL).

If both descriptions are blank or a Vlendor Invoice (VI) is not
referenced, the description is inferred from Open PO
Commodity Line Inquiry (OPPC). Enter general descriptive
information you want recorded with this document.
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Field Description

BS Account Conditional. Required if this line is an expense transaction
(for example, fixed assets, large inventories, or prepaid items)
or a balance sheet transaction (for example, a transfer of funds
between two balance sheet accounts). In the latter case, ensure
thatObject is blank. Refer to Balance Sheet Account Index
(BACC) for valid values. It cannot be any of the default
accounts in System Special Accounts (SPEC). However, it can
use the default fund balance account.

If blank and the payment voucher references an EPS purchase
order with a warehouse code, this field defaul®atance

Sheet Accounton Warehouse (WHS2). If entered, it must
match the original document.

Discount Type Optional. If a vendor discount policy applies to this voucher
line, enter the appropriate discount type from Discount Type
(DISC). A valid discount type must hai#® Discount Flag
on Discount Type (DISC) set té. The cash disbursement
process determines whether you can take the discount when
the check is printed.

This field is blank on balance sheet transactions and internal
refunds. You cannot change this field on modification
transactions.

Quantity Conditional. Required for payment vouchers referencing EPS
purchase orders with a warehouse codePiPV
Requirementsis selectedY] on EPS System Control Options
(ESOP), or ifrixed Asset Indicatoris Create Multiple Shells
[Q]. Enter the number of items to be paid for.

Def/Inc/Dec Default iDefault [blank]. Indicates whether the quantity is
anlincrease [l] or Decrease [D] EnterDecrease [Dor
Increase [I] on modification documents to correct an
incorrectly entered quantity. Increasing or decreasing the
quantity does not affect the eligibility of the purchase order for
automated payment.

You cannot reference a requisition when this fieldésrease
[D], even on modifying transactions. If you are modifying a
previous purchase order that had a requisition reference, do
not type the reference on the modifying transaction.
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Field

Description

Amount

Def/Inc/Dec

Required. Enter the line amount. If adding a new line, enter
the dollar amount of the item(s) described on this line. If
modifying a previous document, enter the amount of change
over (under) the previous amount. Do not enter a positive/
negative signDefault/Increase/Decreaséndicates whether
this amount is added to or subtracted from the original
amount. Record two digits for cents; the decimal point is
optional. Do not enter dollar signs or commas.

Default iDefault [blank]. Indicates whether the amount is an
Increase [I] or Decrease [D] You can enteDecrease [Dlon
new entries wheDiscount Typeis blank and if this
document does not reference a requisitidecrease [D]s
used on new entries to record credit memos.

You cannot reference a requisition when this fielDésrease
[D], even on modifying transactions. If you are modifying a
previous purchase order that references a requisition, do not
enter the reference on the modifying transaction. The
requisition reference is not stored in Open Purchase Order
Line Inquiry (OPOL).
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Field

Description

Partial/Final

Termini

Default iDefault [blank]. Use this field only when a
purchase order is referenced. It indicates whether the line is
closing out a purchase order line (final payment) or
authorizing partial payment of the amount. Valid values are:

Partial [P]
This value is optional (the system knows that the
payment is partial because the payment voucher line
amount is less than the purchase order line amount).

Final [F]
If this payment voucher makes the total amount
expensed equal to the purchase order line amount,
then the purchase order line is closed automatically,
and this value is optional. Seldgnal [F] if this
payment voucher makes the total amount expensed
LESSthan the purchase order amount, but you want
to force a close (the item did not cost as much as
expected) or if this payment voucher makes the total
amount expenseddOREthan the purchase order
amount (the item cost more than expected).

A maximum limit exists for how much the total amount
expensed can exceed the purchase order amount. (For more
information, refer to th&Jser's Guide)

Conditional. Required ifermini Validation Indicator is
selected on Agency Project (AGPR) for this project. Enter the
mile point, range of mile points, or bridge identifier at which
work is performed for a given Highway Route. See Termini
Reference Table (TERM) for valid values.
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PAYMENTMOUCHERINPUT FORM (PVJ)

E_Batch: Document: P¥J 470 00000000000 M= E3
Drate of Record W Accounting Period If Budget FY' I—
& Mew  Maodiication Document Total
Yendor Code | Use Tax Total
Mame Calculated Total
Other Attributes | Seller I Accounting I Ref Document I Line Details I
endar Addre Fayrnent O ptiok
Single Check [Defaul =]

Check Categaory

EFT IDefauIt vI Application Type |

I Scheduled Payp Date I ! !

Freight Payment Hold [ndicatar I_
Charge Basziz lm Caloulated
Amount Def # lne / Dec Amount “oucher Type I_
Freight | & & Fired Asset Ind [Ha Change =]
ee [ & ¢ ¢ [ | OffetliabiitpAcet [
Oty LG S & Tax Code I—

The Payment Voucher Input Form (PVJ) authorizes the spending of money. You can

use it to pay an outside vendor or to transfer money within your entity.

Field Description

Date of Record Default is the date the document is accepted. Enter the date
(mm dd yythat you want to associate with these documents,
usually the current date. You cannot enter a future date.

Accounting Default is inferred fronDate of Record If you want these

Period transactions recorded in another accounting period, enter the
desired open period, using fiscal month and fiscal year. You
cannot enter future periods.

Budget FY Default is the current fiscal year. If you want these
transactions recorded in another fiscal year, enter the desired
open fiscal year. You cannot enter future budget fiscal years.

IS EEEEEEEEEEEEEEEEEEEEEN
MARS ADVANTAGE User’s Reference - Documents

MARS0899



Field Description

New/ Default isNew [E]. Valid values are:
Modification
[Action] New [E]

Indicates that this is a new entry (hnew document).
Modification [M]
This allows you to add lines to a previous document,
change the amounts on existing lines (nhot codes), or
cancel a line (decrease a line amount to zero). To
change codes in an existing line, you must cancel that
line and reenter a new line. You can record both
these lines on the same document by entering
Modification [M].

Document Total  Required. Enter the net amount of all lines on the document,
not including tax if the tax codes used on the documendt are
(use tax) on Tax Code (TAXT). To compute this amount:

1. Add all the increase amounts.
2. Add all the decrease amounts.
3. Subtract the smaller of these amounts from the larger.

4. If the tax codes used are markéduse tax) on Tax Code
(TAXT), add together all the adjustment amounts on the lines
(pay attention to signs) and subtract that amount from the
result of #3

5. Enter that amount.

Vendor Code Conditional. Required on vouchers for outside vendors if your
installation requires vendor codes (for exampl¥®eiidor/
Commodity Control on System Control Options (SOPT) is
Both Controls in Effect [Y]) Leave blank on internal
vouchers. Enter the code for the vendor you want paid as a
result of this document. See Vendor Index (VEND) for valid
values. NoteVendor Code cannot béMiscellaneousif the
Object Codeis 1099 reportable.

Use Tax Total Display only. This field shows the total amount of tax
calculated for this document if the tax codes used on the
document are use tax. This amount plus the document total
entered by the user must equal the calculated document total.
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Field

Description

Name

Calculated Total

Required on vouchers for outside vendors when vendor code
is blank or if a miscellaneous vendor code is used. Enter the
name you want printed on checks. Otherwise, the name for
checks is inferred from Vendor (VEN2).

Display only. This field contains the system-computed total of
the line amounts.
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Other Attributes View

Field Description
Vendor Address
(no label) Required on vouchers for outside vendors when vendor code

is blank or if a miscellaneous vendor code is used. Enter the
address you want printed on checks. Otherwise, the address
for checks is inferred from Vendor (VEN2).

Payment Options

Single Check Defaults tbefault [blank]. Only specify a choice here if a
vendor elects to receive payments in a different manner than
already specified on Vendor (VEN2).

SelectYes [Y]if you want a separate check printed
specifically for this voucher. INo [N] is selected, the system
adds this voucher’s amounts together with other vouchers for
the same vendor (by check category) to obtain a combined
voucher check amount. On a modification document, select
No Change

Check Category  Optional. This field specifies the category that this check
voucher is printed under. Vouchers are summed by vendor
and check category. The use of check categories is optional.
See Check Category (CCAT) for valid values.
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Field Description

EFT Defaults tdefault [blank]. Required if you want the current
payment voucher paid by Electronic Funds Transfer (EFT).
SelectYes [Y]and enter a valid application type to select this
voucher for electronic funds paymentDiéfault [blank] is
selected, this field defaults ¥@s [Y]whenEFT Statusis
Active [A]on Vendor (VEN2); otherwise, this field defaults to
No [N].

When the vendor is eligible for electronic funds transfer, this
field is inferred from the referenced Vendor Invoice (VI) as
long asEFT is set toYes [Y]on all of the invoices referencing
this payment voucher.

If EFT is not set tores [Y]on any of the related Vendor

Invoice (VI) documents or one or more payment voucher lines
do not reference Vendor Invoice (V1) documents, you must
manually seEFT to Yes [Y]on this document. When entering
internal vouchers, seleBPefault [blank] in this field.

Application Conditional. Required iEFT is set toYes [Y] The

Type application type is a two-character code representing the
intended application, or use, of the funds being electronically
transferred. See Electronic Funds Transfer Application Type
(EFTA) for valid values.

When blank andEFT is set toYes [Y] the application type is
automatically taken from the referenced Vendor Invoice (VI),
as long as the application types on all of the Vendor Invoice
(VI) documents referenced on this payment voucher are the
same.

If EFT is set toves [Y]and there are no Vendor Invoice (VI)
documents to take the application type from, the application
type infers from Electronic Funds Transfer (1 of 2) (EFTT).
Otherwise, the user must supply this field.
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Field Description

Scheduled Pay Default automatically assigns a date according to the
Date following rules:

If Vendor (VEN2) has a value recordedScheduled
Payment Dayfor this document's vendor, that value is
used. The payment day is the day of the month when you
want to pay this vendor. The system assigns the payment
date using this day and the current month, or, if the
resulting date has already passed, the next month.

The System Payment Lagon System Control Options
(SOPT) is used when no other date or payment day is
specified. The payment lag is the number of days from the
voucher date when you want to issue payment.

When bothScheduled Payment Dayn Vendor (VEN2)
andSystem Payment Lagon System Control Options
(SOPT) are blank, the system date will be used.

Applies only to vouchers for outside vendors. Enter the date
when you want the check for this payment voucher issued, if
you want to override the system computed date.

Note: You can change scheduled payment dates on payment
voucher modifying transactions or through Payment
Voucher Scheduling (SCHD). For further details, see
the discussion of Automated Disbursements in the
User’s Guide

Payment Hold Display only. Used when processing documents off-line to
Indicator allow for the specification of the following values:

Unspecified [Spaces]
Indicates that a voucher is a candidate to cut a check.
Hold Payment [H]
Indicates hold payment. This value is set on Payment
Voucher Scheduling (SCHD) to prevent a voucher
from being disbursed.
Cash Override [O]
Indicates cash override.
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Field

Description

Freight

Charge Basis

Freight
(Amount)

Freight
(DeflInc/Dec)

Defaults efault [blank]. To use this field, you must install
the Extended Purchasing Subsystem (EPS) and turn linking
on. This code indicates whether or not freight charges factor
into the total cost of this commodity and what method is used
to calculate those charges. Valid values are:

Default [blank]
If this document references another document with a
freight indicator value, this field is set By
Commaodity [C] Otherwise, freight is not included on
this document.

By Quantity [Q]
Prorate the freight total for the current document
across all commodity lines by quantity.

By Line [D]
Prorate the freight total for the current document
across all commodity lines by pre-tax-amount.

By Commaodity [C]
Allow users the option of entering freight on
individual commodity lines.

No Freight Allowed [N]
Do not include freight on this document. Freight is
not inferred if another document is referenced.

No Change

Default total freight charge for this document is calculated by
the system. To use this field, you must install the Extended
Purchasing Subsystem (EPS) and turn on linkinGhlirge
Basisis By Quantity [Q]or By Line [D], this amount is
required. IfCharge Basisis By Commodity [C]the freight

total for the document is supplied by the system when this
field is blank. If a value is entered, regardless of the value in
Charge Basis it must equal the sum of all commodity line
freight amounts.

Defaults toDefault [blank]. Required when modifying
Freight Amount; selectDefault [blank] or Increase [I]
during a new entry; seleBtefault [blank] whenFreight
Amount is blank.
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Field Description

Line (Amount) Conditional. To use this field, you must install the Extended
Purchasing Subsystem (EPS) and turn linking on. Required if
Charge Basisis By Line [D] and leave blank if the freight
indicator is any other value. Enter total cost of all commodity
lines on this document before tax and freight, but after
discounts are factored in.

Line Defaults toDefault [blank]. To use this field, you must install

(DeflInc/Dec) the Extended Purchasing Subsystem (EPS) and turn linking
on. Required if modifyind.ine Amount; leave blank or enter
Increase [I] during a new entry; and leave blank wiéme
Amount is blank.

Line (Calculated Display only. System calculated pre-tax, pre-freight, and post-
Amount) discount total amount for the document is displayed. This
amount is used to verify thhtne Amount is correct and is
only calculated iCharge Basisis By Line [D].

Qty (Amount) Conditional. Required @harge Basisis By Quantity [Q}
leave blank ifCharge Basisis any other value. To use this
field, you must install the Extended Purchasing Subsystem
(EPS) and turn linking on. Enter the total quantity for the

document.
Qty Defaults toDefault [blank]. Required when modifying
(Def/Inc/Dec) Quantity Amount; selectDefault [blank] or Increase [I]

during a new entry; seleBtefault [blank] whenQuantity
Amount is blank.

Qty (Calculated Display only. System calculated total quantity for the

Amount) document. This quantity is used to verify that the user
supplied total quantity is correct and is only calculated if
Charge Basisis By Quantity [Q].
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Field

Description

Voucher Type

Fixed Asset Ind

Default i4. Required for internal transactions. Valid values
are:

1
This document concerns payment to an outside
vendor.
2
This document concerns an internal purchase/sale,
involving different funds.
3
This document concerns an internal purchase/sale
that involves the same fund for the buyer and seller.
4
This document concerns an internal reimbursement
(for example, inter- or intra- fund).
5

This document concerns an internal transfer (for
example, inter- or intra-fund). If you are using
NACUBO reporting, transfers can only occur within
the same fund group.

On vouchers for outside vendors, this field is optional and
user-defined. For outside vendors, the field is used for
reporting purposes only. Type a one-character alphanumeric
value.

Default isSlo Change [blank] Valid values are:

Create One Shell [F]
The system will create one Fixed Asset Acquisition
(FA) document for each line on this document.
Create Multiple Shells [Q]
The system will create the quantity of Fixed Asset
Acquisition (FA) documents specified @uantity
for each line on this document.
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Field Description

Offset Liability Default assigns an account code according to the following:

Acct Vouchers for outside vendor.

The system uses the value entereddachers
Payableon System Special Accounts (SPEC).
Internal vouchers involving two different funds (Type 2)
The code used depends on the value entered in
Internal Cash Voucheron System Control Options
(SOPT). If the value i¥es [Y] the system uses the
balance sheet account inferred from the fund and
bank account codes. If the valueNis [N], the
system uses the value entere®ire to Fundon
System Special Accounts (SPEC).

Internal vouchers that are within the same fund (Type 3)
No account code is used because within fund
vouchers do not create a liability.

Enter the balance sheet account you want credited for the
liability created by this voucher. See Balance Sheet Account
Index (BACC) for valid values.

Tax Code Conditional. To use this field, you must install the Extended
Purchasing Subsystem (EPS) and turn linking on. Enter the
tax rate used for this document. See Tax Code (TAXT) for
valid values. This field is used to calculate tax on each line. If
this field is left blank and all line tax codes are the same, the
tax code is inferred but not displayed.
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Seller View

E_Batch: Document: PYJ 470 00000000000 M=l E3
Date of Recard I / ! Accounting Period I ! Budget FY I_
& Mew  Modification Document Total I
Wendor Code | Use Tax Tatal |
Marne | Calculated Tatal |
Other Attributes Seller I Accounting | Ref Documnent | Lite Dretails |
Seller Account
Fund I Rew Srce / Sub I .-’I_ Job Mumber I
Aigency I Appr Unit I Report Category I
Org / Sub | .-"I— Function | BS Account |
Activity | Object ¢ Sub | 4 OffsetRecvaect |
Termmnini |
Field Description
Seller Account
Fund Required. Default is inferred from Organization (ORG?2)
based on the agency and organization entered on this
document. See Fund Index (FUND) for valid values.
Agency Required. Enter the code of the agency that is selling the
goods or services listed in this document. See Agency Index
(AGCY) and Fund Agency Index (FAGY) for valid values.
Org/Sub ConditionalOrganization may be required, depending on the
Revenue Budget Organization Optioron Fund Agency
Index (FAGY).
Activity Conditional. Default is inferred from Organization (ORG?2), if

414

it is included there. May be required, depending on the
Revenue Budget Activity Optionon Fund Agency Index
(FAGY). See Activity Index (ACTV) for valid values.
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Field

Description

Rev Srce/Sub

Appr Unit

Function

Object/Sub

Termini

Job Number

ConditiondRevenue Sourcas required ifVoucher Typeis
2 (internal sale - different funds) 8r(internal sale - same
funds). For NACUBO reporting whevoucher Typeis 5
(internal transfer), enter a revenue source with a revenue
group of TR (transfer) or a reporting categoryMf
(mandatory transfer) T (non-mandatory transfer). See
Revenue Source Index (RSRC) for valid values.

Sub-Revenuemay be required, depending on the
Sub-Revenue Source Requiredption on Revenue Source
(RSR2). See Sub-Revenue Source (SREV) for valid values.

Required. Enter the Program Budget Unit element for the
items listed on this voucher. See Program Reference Table
(PRFT) for valid values. The Appropriation Program element
and Allotment Program element will be inferred from PRFT
based on Program Budget Unit.

Optional. Default is inferred from Organization (ORG2); or
from Activity (ACT2), if a function is not entered in
Organization (ORG2). Otherwise, enter a valid function. See
Function (FUNC) for valid values.

Conditional. Required if this is a type 4 (internal
reimbursement) voucher. Enter an object code for any object
groupSub-Obijectis required ifObject is entered and further
description is required. See Object Index (OBJT) and Sub-
Object (SOBJ) for valid values. Note: If the object code
entered is a 1099 reportable code \tbador Codecannot be
Miscellaneous

Conditional. Required ifermini Validation Indicator is
selected on Agency Project (AGPR) for this project. Enter the
mile point, range of mile points, or bridge identifier at which
work is performed for a given Highway Route. See Termini
Reference Table (TERM) for valid values.

Conditional. May be required on a type 4 voucher, depending
on theJob Number Required on Spendingoption on
Organization (ORG2).

Payment Voucher Input Form (PVJ)
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Field

Description

Report Category

BS Account

Offset Recv Acct

Conditional. May be required on expenditure transactions,
depending on thReporting Categoryoptionon Agency
(AGC2). May be required on revenue transactions, depending
on theReporting Category Required on Revenue
Transaction option on Agency (AGC2).

Enter the reporting category of the seller. See Reporting
Category (RPTG) for valid values.

Conditional. Required if this is an expense transaction for the
seller (for example, fixed assets, consumption-based
inventories, or a balance sheet document). See Balance Sheet
Account Index (BACC) for valid values.

Default account used depends on the valueohal Cash
Voucher Option on System Control Options (SOPT). If the
field is Yes [Y] the balance sheet account is inferred from the
seller's fund and bank account. If the fieldNis [N], the
system useBue From Fundon System Special Accounts
(SPEC).

Enter an account only if you want to override the default
account. See Balance Sheet Account Index (BACC) for valid
values.
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Accounting View
Document: P¥.J 470 00000000000 [_ (O] =]

| / ! Accounting Period | ! Budget ' |

& New  Modification

E_Batch:

Date of Fecaord

Wendor Code

Mame

Document Tikal
Lse Tax Total

Calculated Total

DOther Attributes I Seller Accounting | Ref Document I Line Details I
Line Fund Agency Org Appr Unit Activity Function  Object  Job Mumber  Rept Cat
[ & o | I | I | |

T arrnini | Arnourt | Defflne /Dec - (% 0

Field Description

Line Required. Enter a different two-digit number for each line on
the document. Numbef®to 99 are valid. This number is a
key field on Open Payment Voucher Line Inquiry (OPVL). It
uniquely identifies the line from all other lines on the voucher.

Fund Required. Default is inferred from Organization (ORG?2)
based on the agency and organization entered on this
document. Otherwise, enter the fund paying for the item on
this line. See Fund Index (FUND) for valid values.

Agency Required. Enter the agency paying for the item on this line.
See Agency Index (AGCY) and Fund Agency Index (FAGY)
for valid values.

Org Conditional. Enter an organizatiorBkpense Budget

Organization Option on Fund Agency Index (FAGY) ¢
(required on budget and accounting). On internal refunds, this
field is required ifRevenue Budget Organization Optionis

Y (required on budget and accounting). For transactions that
require a balance sheet account code, this field is optional. See
Organization Index (ORGN) for valid values.
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Field Description

Appr Unit Required. Enter the Program Budget Unit element for the
items listed on this voucher. See Program Reference Table
(PRFT) for valid values. The Appropriation Program element
and Allotment Program element will be inferred from PRFT
based on Program Budget Unit.

Activity Default is inferred from Organization (ORG?2), if it is included
there. Otherwise, enter an activitygkpense Budget
Activity Option isY (required on budget and accounting) or
A (required on accounting) on Fund Agency Index (FAGY).
On internal refunds, this field is requirediévenue Budget
Activity Option isY (required on budget and accounting) or
A (required on accounting). For transactions that require a
balance sheet account code, this field is optional. See Activity
Index (ACTV) for valid values.

Function Default is inferred from Organization (ORG2); or from
Activity (ACT?2), if a function is not entered in Organization
(ORG2). Otherwise enter a valid function.

Object Conditional. For transactions that require a balance sheet
account code, this field is optional. For internal refunds, this
field must be blank. Otherwise, enter the object that best
describes the item named on this line. See Object Index
(OBJT) for valid values.Note: If the object code entered is a
1099 reportable code, tMendor Code cannot be
Miscellaneous

Job Number Conditional. Organizations and activities can be defined to
require the entry of a job number. Refer to Organization
(ORG2) or Activity (ACT?2) for details.

Otherwise, this field is optional. Job Costis Yes [Y]on

System Control Options (SOP2), enter a job nhumber. See Job
Index (JOBT) for valid values. [fob Costis No [N] on

System Control Options (SOP2), enter a project number or
general reporting category.

EEEEEEEEEEEEEENEEEEEEEEEER
418 MARS ADVANTAGE User’s Reference - Documents

MARS0899



Field Description

Rept Cat Conditional. This field is required on expenditure transactions
if Reporting Categoryon Agency (AGC2) iRRequired on
Expenditure Transactions [3]

This field is required on revenue transactiorlRéporting
Category Required on Revenue Transactionis Required

[Y]. For transactions that require a balance sheet account code,
this field is required iReporting Category Optionis Y

(required) on Balance Sheet Account Index (BACC).
Otherwise, this field is optional. See Reporting Category
(RPTG) for valid values.

Termini Conditional. Required ifermini Validation Indicator is
selected on Agency Project (AGPR) for this project. Enter the
mile point, range of mile points, or bridge identifier at which
work is performed for a given Highway Route. See Termini
Reference Table (TERM) for valid values.

Amount Required. Enter the line amount for this payment voucher
document. If adding a new line, enter the dollar amount of the
item(s) described on this line. If modifying a previous
document, enter the amount of change over (under) the
previous amount. Record two digits for cents; the decimal
point is optional. Do not enter dollar signs or commas.

Def/Inc/Dec Defaults t®efault [blank] on a new document. Indicates
whether the amount is dncrease [I] or Decrease [D]
Decrease [Djs valid on new entries as long as the discount
type is blank and a requisition is not being referenced.
Decrease [D]Js used on new entries to record credit memos.

You cannot reference a requisition when this indicator is
Decrease [D]even on modifying transactions. If you are
modifying a previous purchase order that had a requisition
reference, do not type the reference on the modifying
transaction. The requisition reference is not stored in Open
Purchase Order Line Inquiry (OPOL).
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Reference Document View

2 Batch: Document: P¥J 470 00000000000 - [O]x]

Date of Record T Accounting Penod If Budget FY' I_

& New  Modification Document Tatal I—

Yendor Code I— Lse Tax Tatal I—

Narne | Calculated Total I—
Qther Attributes I Seller I Accounting Ref Document | Line Details I

Comm I
Line - Reference Number------- Line Ling Wendor Invoice Line Amaunt
[ B 0§ 5 B [ H

Def / Inc / Dec * "  Partial / Final IDefauIt -]

Field Description

Referenced Documents

Reference Conditional. Required if this line concerns items previously

Number recorded on a purchase order or payment voucher; otherwise,
it is blank. Enter the document code, agency, and number of
the document being referenced.

If a prior year purchase order is referenced, ensure that all
values in the accounting distribution are valid for the prior
year as well as for the current year.

Line Conditional. Required if this line concerns items previously
recorded on a purchase order; leave blank for requisition
documents. Enter the purchase order line number from the
purchase order document of the item being referenced.
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Field

Description

Comm Line

Vendor Invoice

Inv Line

Conditional. Required #V Update Inventory on EPS

System Control Options (ESOP) is selectépddnd for

payment vouchers referencing EPS purchase orders with a
warehouse code. This field is used to update Inventory (INV2)
for the item the purchase order line number points to.

Required ifReceiver Accrualon EPS System Control
Options (ESOP) is selected][. Also required ifFixed Asset
Indicator is Create One Shell [Fpr Create Multiple Shells
[Q]. Otherwise, this field is optional.

Optional. Enter the vendor invoice number, if one is available.

Conditional. Required EPPV Requirementson EPS

System Control Options (ESOP) is selectépddnd a Vendor
Invoice is referenced. Enter the commodity line number of the
Vendor Invoice (VI) referenced.
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Line Details View

2 Batch: Document: P¥J 470 00000000000 - [O]x]
Date of Record I ! ! Accounting Penod I ! Budget FY' I
& New  Modification Document Tatal I
Yendor Code | Lse Tax Tatal |
Narne | Calculated Total |
Qther Attributes I Seller I Accounting I Ref Document Line Details I
Lire |= Referenced Document:
Total Amt | Ref Code I Murnber I | Acct Line I_
Tax= At I Comm Line I Invoice I Invoice Line I
:und I Fev Srce / Sub | ! | Freight |
Dge:c: N I_ , Job Murnber | & Def C Ine  Dec
A[g I L'ft —I Fept Categom BS Account | Amount |
ﬁptp.l.t . Termini & Def O Ine 0 Dec
= M_}I S— Dizcount Type Tax Code I
;T:jtgnb — I_ Quantity Partial # Final IDefauIt vI
1= @ Def  |nc ¢ Dec Desc |
Field Description
Total Amt The total line amount calculated by the system is displayed.

This value is reached by adding the adjustment amount,
including freight and/or tax, to the amount entered.

Tax Amt The tax amount for this line is displayed. This calculation is
performed with the amount entered and the tax rate associated
with the tax code applied to this line.

Sub-Org ConditionalOrganization must be entered before you can
enter this field. Enter a sub-organization on expenditure
transactions iSub-Organization Required on Spendingn
Organization (ORG2) is:

Required [Y], or
Required on Expenditure Transactions [3].

Required on revenue transactionSifb-Organization
Required on Revenueon Organization (ORG2) Required
[Y]. Otherwise, this field is optional. See Sub-Organization
(SORG) for valid values.
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Field Description

Sub-Obj ConditionalObject must be entered before you can enter this
field. Enter the sub-object on expenditure documergsili-
Object Required is selectedY] on Expense Budget Inquiry
(Extended) (EEX2). See Sub-Object (SOBJ) for valid
values.Note: If the object code entered is a 1099 reportable
code, the/endor Code cannot beMiscellaneous

Rev Srce/Sub Conditional. Enter a revenue source on an internal refund
transaction; otherwise, leave blank. When revenue source is
enteredObject andBalance Sheet Accouninust be blank.

Enter the revenue source credited as a result of this document.
See Revenue Source Index (RSRC) for valid values.

Enter a sub-revenue sourc&iévenue Sources entered and
Sub-Revenue Source Requirei Yes [Y]on Revenue
Source (RSR2). IBub-Revenue Source Requirets No [N],
sub-revenue source is optional. See Sub-Revenue Source
(SREV) for valid values.

BS Account Conditional. If this line references an EPS purchase order that
contains a warehouse code, default is inferred from
Warehouse (WHS?2). Enter a balance sheet account if this is an
expense transaction (fixed assets, consumption-based
inventories, pre-paid items) or if this transaction transfers
funds between two balance sheet accounts.

If the latter is the cas@bject must be blank. See Balance

Sheet Account Index (BACC) for valid values. You cannot

enter a balance sheet account that is used as a default account
on System Special Accounts (SPEC). However, you can enter
the default fund balance account.

Discount Type Conditional. Required if a vendor discount policy applies to
this voucher line. A valid value will ha\u@iscount Flagset to
N (no) on Discount Type (DISC). The cash disbursement
process determines whether the system can take the discount
at the time the check is generated.

Note: This field is blank on balance sheet transactions and
refunds.
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Field

Description

Quantity

Def/Inc/Dec

Freight

Def/Inc/Dec

Tax Code

Conditional. Required for payment vouchers referencing EPS
purchase orders with a warehouse codePiPV

Requirementsis selectedY] on EPS System Control Options
(ESOP), or ifrixed Asset Indicatoris Create Multiple Shells

[Q]. Otherwise, this field is optional. Enter the number of
items paid for.

Default iDefault [blank]. On a modification document,
selectincrease [I] if Quantity is increasing, oDecrease [D]
if Quantity is decreasing.

This field can only be useddktended Purchasingon
System Control Options (SOP2)iistalled with Linking [L].
If Charge Basisis By Quantity [Q]or By Line [D], this field
is automatically calculated by the systenCHarge Basisis
By Commodity [C] enter the amount of freight on this
commodity line.

Default iDefault [blank]. On a modification document,
selectincrease [l]if Freight is increasing, oDecrease [D]f
Freight is decreasing.

This field can only be usedittended Purchasingon

System Control Options (SOP2)iistalled with Linking [L].
Default is inferred from the header tax code, but is not
displayed. Enter the tax code representing the tax rate used on
this line only. A valid tax code will have the same tax type as
the tax code in the header. See Tax Code (TAXT) for valid
values.
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Field Description

Partial/Final Defaults tefault [blank]. This field is used only when a
purchase order is referenced. Valid values are:

Default [blank]
This will leave this field blank.

Partial [P]
This value is optional (the system knows that the
payment is partial because the payment voucher line
amount is less than the purchase order line amount).

Final [F]
If the total amount expensed equals the purchase
order line amount, then the purchase order line is
closed automatically, and this value is optional.
SelectFinal [F] if the total amount expensediéss
thanthe purchase order amount, but you want to
force a close (the item did not cost as much as
expected) or if the total amount expenseahise
thanthe purchase order amount (the item cost more
than expected).

A maximum limit exists for how much the total amount
expensed can exceed the purchase order amount. (See
discussion of purchase orders in tger's Guide)

Desc Default is inferred for the referenced vendor invoice check
description on Open Vendor Invoice Header Inquiry (OVIH).
If that description is blank, then the referenced vendor invoice
line description is inferred from Open Vendor Invoice Line
Inquiry (OVIL). If both descriptions are blank or a Vendor
Invoice (V1) document is not referenced, the description is
inferred from Open PO Commodity Line Inquiry (OPPC).
Enter the general descriptive information you want recorded
with this document.
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PAYMENTVOUCHERINTERFACE(PVI)

E_Batch: Document: P¥l 470 00000000000 M= E3
Date of Record W Accounting Period If Budget FY' I_
& Mew  Maodification Inc / Dec I Document T otal P
Wendor Code Usze Tax Tatal
Mame Calculated Total
DOther Attributes | Seller I Accounting I Ref Document I Line Details |
Yendar Addre: Fayrnent Optiok
Single Check [Defau =]
Check Categaory I_
| EFT Im Application Type I_
- Scheduled Payp Date W
Freight
R Im Calculated “oucher Type I_
. Aot Def # lnc # Dec Aot Fived Asset Ind I No Change =
Freight (O el o L
. e e | U [F3EE Ligbility Azt I—
Qty EEE o & e Tax Code I—

The Payment Voucher Interface (PVI) authorizes the spending of money. You can
use it to pay an outside vendor or to transfer money within your entity. This document
is automatically generated. No changes are allowed to the seller account or the
document total after a Payment Voucher Interface document is created.

Field Description

Date of Record Default is the date the document is accepted. Enter the date
(mm dd yythat you want to associate with these documents,
usually the current date. You cannot enter a future date.

Accounting Default is inferred fronDate of Record If you want these

Period transactions recorded in another accounting period, enter the
desired open period, using fiscal month and fiscal year. You
cannot enter future periods.
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Field

Description

Budget FY

New/
Modification
[Action]

Inc / Dec

Document Total

Default is the current fiscal year. If you want these
transactions recorded in another fiscal year, enter the desired
open fiscal year. You cannot enter future budget fiscal years.

Default isNew [E]. Valid values are:

New [E]
Indicates that this is a new entry (new document).
Modification [M]
This allows you to add lines to a previous document,
change the amounts on existing lines (nhot codes), or
cancel a line (decrease a line amount to zero). To
change codes in an existing line, you must cancel that
line and reenter a new line. You can record both
these lines on the same document by entering
Modification [M].

Display only. For modification documernitss displayed to
indicate that the document total is an increase to the existing
voucher totalD is displayed to indicate that the document
total is a decrease to the existing voucher total.

Display only. This field contains the net amount of all lines on
the document, not including tax if the tax codes used on the
document aréJ (use tax) on Tax Code (TAXT). To compute
this amount:

1. Add all the increase amounts.
2. Add all the decrease amounts.
3. Subtract the smaller of these amounts from the larger.

4. If the tax codes used are markéduse tax) on Tax Code
(TAXT), add together all the adjustment amounts on the lines
(pay attention to signs) and subtract that amount from the
result of #3

5. Enter that amount.

Payment Voucher Interface (PVI)
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Field

Description

Vendor Code

Use Tax Total

Name

Calculated Total

Conditional. Required on vouchers for outside vendors if your
installation requires vendor codes (for exampl¥®eiidor/
Commodity Control on System Control Options (SOPT) is
Both Controls in Effect [Y]) Leave blank on internal
vouchers. Enter the code for the vendor you want paid as a
result of this document. See Vendor Index (VEND) for valid
values. NoteVendor Code cannot béMiscellaneousif the
Object Codeis 1099 reportable.

Display only. This field shows the total amount of tax
calculated for this document if the tax codes used on the
document are use tax. This amount plus the document total
entered by the user must equal the calculated document total.

Required on vouchers for outside vendors when vendor code
is blank or if a miscellaneous vendor code is used. Enter the
name you want printed on checks. Otherwise, the name for
checks is inferred from Vendor (VEN2).

Display only. This field contains the system-computed total of
the line amounts.
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Other Attributes View

Field Description
Vendor Address
(no label) Required on vouchers for outside vendors when vendor code

is blank or if a miscellaneous vendor code is used. Enter the
address you want printed on checks. Otherwise, the address
for checks is inferred from Vendor (VEN2).

Payment Options

Single Check Defaults tbefault [blank]. Only specify a choice here if a
vendor elects to receive payments in a different manner than
already specified on Vendor (VEN2).

SelectYes [Y]if you want a separate check printed
specifically for this voucher. INo [N] is selected, the system
adds this voucher’s amounts together with other vouchers for
the same vendor (by check category) to obtain a combined
voucher check amount. On a modification document, select
No Change

Check Category  Optional. This field specifies the category that this check
voucher is printed under. Vouchers are summed by vendor
and check category. The use of check categories is optional.
See Check Category (CCAT) for valid values.
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Field Description

EFT Defaults tdefault [blank]. Required if you want the current
payment voucher paid by Electronic Funds Transfer (EFT).
SelectYes [Y]and enter a valid application type to select this
voucher for electronic funds paymentDiéfault [blank] is
selected, this field defaults ¥@s [Y]whenEFT Statusis
Active [A]on Vendor (VEN2); otherwise, this field defaults to
No [N].

When the vendor is eligible for electronic funds transfer, this
field is inferred from the referenced Vendor Invoice (VI) as
long asEFT is set toYes [Y]on all of the invoices referencing
this payment voucher.

If EFT is not set tores [Y]on any of the related Vendor

Invoice (VI) documents or one or more payment voucher lines
do not reference Vendor Invoice (V1) documents, you must
manually seEFT to Yes [Y]on this document. When entering
internal vouchers, seleBPefault [blank] in this field.

Application Conditional. Required iEFT is set toYes [Y] The

Type application type is a two-character code representing the
intended application, or use, of the funds being electronically
transferred. See Electronic Funds Transfer Application Type
(EFTA) for valid values.

When blank andEFT is set toYes [Y] the application type is
automatically taken from the referenced Vendor Invoice (VI),
as long as the application types on all of the Vendor Invoice
(VI) documents referenced on this payment voucher are the
same.

If EFT is set toves [Y]and there are no Vendor Invoice (VI)
documents to take the application type from, the application
type infers from Electronic Funds Transfer (1 of 2) (EFTT).
Otherwise, the user must supply this field.
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Field

Description

Scheduled Pay Default automatically assigns a date according to the

Date

following rules:

If Vendor (VEN2) has a value recordedScheduled
Payment Dayfor this document's vendor, that value is
used. The payment day is the day of the month when you
want to pay this vendor. The system assigns the payment
date using this day and the current month, or, if the
resulting date has already passed, the next month.

The System Payment Lagon System Control Options
(SOPT) is used when no other date or payment day is
specified. The payment lag is the number of days from the
voucher date when you want to issue payment.

When bothScheduled Payment Dayn Vendor (VEN2)
andSystem Payment Lagon System Control Options
(SOPT) are blank, the system date will be used.

Applies only to vouchers for outside vendors. Enter the date
when you want the check for this payment voucher issued, if
you want to override the system computed date.

Note: You can change scheduled payment dates on payment
voucher modifying transactions or through Payment
Voucher Scheduling (SCHD). For further details, see
the discussion of Automated Disbursements in the
User’s Guide

Payment Voucher Interface (PVI)
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Field

Description

Freight

Charge Basis

Freight
(Amount)

Freight
(DeflInc/Dec)

Defaults efault [blank]. To use this field, you must install
the Extended Purchasing Subsystem (EPS) and turn linking
on. This code indicates whether or not freight charges factor
into the total cost of this commodity and what method is used
to calculate those charges. Valid values are:

Default [blank]
If this document references another document with a
freight indicator value, this field is set By
Commaodity [C] Otherwise, freight is not included on
this document.

By Quantity [Q]
Prorate the freight total for the current document
across all commodity lines by quantity.

By Line [D]
Prorate the freight total for the current document
across all commodity lines by pre-tax-amount.

By Commaodity [C]
Allow users the option of entering freight on
individual commodity lines.

No Freight Allowed [N]
Do not include freight on this document. Freight is
not inferred if another document is referenced.

No Change

Default total freight charge for this document is calculated by
the system. To use this field, you must install the Extended
Purchasing Subsystem (EPS) and turn on linkinGhlirge
Basisis By Quantity [Q]or By Line [D], this amount is
required. IfCharge Basisis By Commodity [C]the freight

total for the document is supplied by the system when this
field is blank. If a value is entered, regardless of the value in
Charge Basis it must equal the sum of all commodity line
freight amounts.

Defaults toDefault [blank]. Required when modifying
Freight Amount; selectDefault [blank] or Increase [I]
during a new entry; seleBtefault [blank] whenFreight
Amount is blank.
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Field Description

Line (Amount) Conditional. To use this field, you must install the Extended
Purchasing Subsystem (EPS) and turn linking on. Required if
Charge Basisis By Line [D] and leave blank if the freight
indicator is any other value. Enter total cost of all commodity
lines on this document before tax and freight, but after
discounts are factored in.

Line Defaults toDefault [blank]. To use this field, you must install

(DeflInc/Dec) the Extended Purchasing Subsystem (EPS) and turn linking
on. Required if modifyind.ine Amount; leave blank or enter
Increase [I] during a new entry; and leave blank wiéme
Amount is blank.

Line (Calculated Display only. System calculated pre-tax, pre-freight, and post-
Amount) discount total amount for the document is displayed. This
amount is used to verify thhtne Amount is correct and is
only calculated iCharge Basisis By Line [D].

Qty (Amount) Conditional. Required @harge Basisis By Quantity [Q}
leave blank ifCharge Basisis any other value. To use this
field, you must install the Extended Purchasing Subsystem
(EPS) and turn linking on. Enter the total quantity for the

document.
Qty Defaults toDefault [blank]. Required when modifying
(Def/Inc/Dec) Quantity Amount; selectDefault [blank] or Increase [I]

during a new entry; seleBtefault [blank] whenQuantity
Amount is blank.

Qty (Calculated Display only. System calculated total quantity for the

Amount) document. This quantity is used to verify that the user
supplied total quantity is correct and is only calculated if
Charge Basisis By Quantity [Q].
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Field

Description

Voucher Type

Fixed Asset Ind

Default i4. Required for internal transactions. Valid values
are:

1
This document concerns payment to an outside
vendor.
2
This document concerns an internal purchase/sale,
involving different funds.
3
This document concerns an internal purchase/sale
that involves the same fund for the buyer and seller.
4
This document concerns an internal reimbursement
(for example, inter- or intra- fund).
5

This document concerns an internal transfer (for
example, inter- or intra-fund). If you are using
NACUBO reporting, transfers can only occur within
the same fund group.

On vouchers for outside vendors, this field is optional and
user-defined. For outside vendors, the field is used for
reporting purposes only. Type a one-character alphanumeric
value.

Default isSlo Change [blank] Valid values are:

Create One Shell [F]
The system will create one Fixed Asset Acquisition
(FA) document for each line on this document.
Create Multiple Shells [Q]
The system will create the quantity of Fixed Asset
Acquisition (FA) documents specified @uantity
for each line on this document.
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Field Description

Offset Liability Default assigns an account code according to the following:

Acct Vouchers for outside vendor.

The system uses the value entereddachers
Payableon System Special Accounts (SPEC).
Internal vouchers involving two different funds (Type 2)
The code used depends on the value entered in
Internal Cash Voucheron System Control Options
(SOPT). If the value i¥es [Y] the system uses the
balance sheet account inferred from the fund and
bank account codes. If the valueNis [N], the
system uses the value entere®ire to Fundon
System Special Accounts (SPEC).

Internal vouchers that are within the same fund (Type 3)
No account code is used because within fund
vouchers do not create a liability.

Enter the balance sheet account you want credited for the
liability created by this voucher. See Balance Sheet Account
Index (BACC) for valid values.

Tax Code Conditional. To use this field, you must install the Extended
Purchasing Subsystem (EPS) and turn linking on. Enter the
tax rate used for this document. See Tax Code (TAXT) for
valid values. This field is used to calculate tax on each line. If
this field is left blank and all line tax codes are the same, the
tax code is inferred but not displayed.

EEEEEEEEEEEEEEEEEEEEEEEEE
Payment Voucher Interface (PVI) 435

MARS0899



Seller View

E_Batch: Document: P¥l 470 00000000000 M= E3
Drate of Record W Accounting Period If Budget FY' I_
& Mew  Maodiication Inc / Dec I_ Documnent Tatal e
Yendor Code Usze Tax Tatal
Mame Calculated Total
Other Attributes Seller | Accounting I Ref Document I Line Details
Seller Account
Fund I— Fewv Srce / Sub I— ! I_ Job Number I—
Agency I_ Appr Unit I— Report Category I_
Org / Sub I— / I_ Function I— BS Account I_
Activity ] Ohject / Sub [ /] | DifsetRecviect [
Termini I—
Field Description
Seller Account

Fund, Agency, Display only. The seller account for this transaction is
Org/Sub, displayed. This account will be credited for the entire
Activity, Rev document total instead of making a payment to an outside
Srce/Sub, Appr  vendor when displayed.

Unit, Function,

Object/Sub,

Termini, Job

Number, Report

Category, BS

Account, Offset

Recv Acct
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Accounting View

E_Batch: Document: P¥l 470 00000000000 M= E3

Drate of Record | ! ! Accounting Period | / Budget FY' I_

@ New O Modification Inc / Dec I_ Document Total

Yendor Code Uze Tax Total

Mame Calculated Total

Other Attributes I Seller Accounting | Ref Document I Line Details |
Line Fund  Agency Org Appr Unit Aictivity Function Object  Job Mumber Rept Cat
[ | I | | I I I I

Termini I Arnount I Def ! Inc / Dec « O

Field Description

Line Required. Enter a different two-digit number for each line on
the document. Numbef®to 99 are valid. This number is a
key field on Open Payment Voucher Line Inquiry (OPVL). It
uniquely identifies the line from all other lines on the voucher.

Fund Required. Default is inferred from Organization (ORG?2)
based on the agency and organization entered on this
document. Otherwise, enter the fund paying for the item on
this line. See Fund Index (FUND) for valid values.

Agency Required. Enter the agency paying for the item on this line.
See Agency Index (AGCY) and Fund Agency Index (FAGY)
for valid values.

Org Conditional. Enter an organizatiorBkpense Budget

Organization Option on Fund Agency Index (FAGY) ¢
(required on budget and accounting). On internal refunds, this
field is required ifRevenue Budget Organization Optionis

Y (required on budget and accounting). For transactions that
require a balance sheet account code, this field is optional. See
Organization Index (ORGN) for valid values.

Payment Voucher Interface (PVI)
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Field Description

Appr Unit Required. Enter the Program Budget Unit element for the
items listed on this voucher. See Program Reference Table
(PRFT) for valid values. The Appropriation Program element
and Allotment Program element will be inferred from PRFT
based on Program Budget Unit.

Activity Default is inferred from Organization (ORG?2), if it is included
there. Otherwise, enter an activitygkpense Budget
Activity Option isY (required on budget and accounting) or
A (required on accounting) on Fund Agency Index (FAGY).
On internal refunds, this field is requirediévenue Budget
Activity Option isY (required on budget and accounting) or
A (required on accounting). For transactions that require a
balance sheet account code, this field is optional. See Activity
Index (ACTV) for valid values.

Function Default is inferred from Organization (ORG2); or from
Activity (ACT?2), if a function is not entered in Organization
(ORG2). Otherwise enter a valid function.

Object Conditional. For transactions that require a balance sheet
account code, this field is optional. For internal refunds, this
field must be blank. Otherwise, enter the object that best
describes the item named on this line. See Object Index
(OBJT) for valid values.Note: If the object code entered is a
1099 reportable code, tMendor Code cannot be
Miscellaneous

Job Number Conditional. Organizations and activities can be defined to
require the entry of a job number. Refer to Organization
(ORG2) or Activity (ACT?2) for details.

Otherwise, this field is optional. Job Costis Yes [Y]on

System Control Options (SOP2), enter a job nhumber. See Job
Index (JOBT) for valid values. [fob Costis No [N] on

System Control Options (SOP2), enter a project number or
general reporting category.
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Field Description

Rept Cat Conditional. This field is required on expenditure transactions
if Reporting Categoryon Agency (AGC2) iRRequired on
Expenditure Transactions [3]

This field is required on revenue transactiorlRéporting
Category Required on Revenue Transactionis Required

[Y]. For transactions that require a balance sheet account code,
this field is required iReporting Category Optionis Y

(required) on Balance Sheet Account Index (BACC).
Otherwise, this field is optional. See Reporting Category
(RPTG) for valid values.

Termini Conditional. Required ifermini Validation Indicator is
selected on Agency Project (AGPR) for this project. Enter the
mile point, range of mile points, or bridge identifier at which
work is performed for a given Highway Route. See Termini
Reference Table (TERM) for valid values.

Amount Required. Enter the line amount for this payment voucher
document. If adding a new line, enter the dollar amount of the
item(s) described on this line. If modifying a previous
document, enter the amount of change over (under) the
previous amount. Record two digits for cents; the decimal
point is optional. Do not enter dollar signs or commas.

Def/Inc/Dec Defaults t®efault [blank] on a new document. Indicates
whether the amount is dncrease [I] or Decrease [D]
Decrease [Djs valid on new entries as long as the discount
type is blank and a requisition is not being referenced.
Decrease [D]Js used on new entries to record credit memos.

You cannot reference a requisition when this indicator is
Decrease [D]even on modifying transactions. If you are
modifying a previous purchase order that had a requisition
reference, do not type the reference on the modifying
transaction. The requisition reference is not stored in Open
Purchase Order Line Inquiry (OPOL).
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Reference Document View

E_Batch: Document: P¥l 470 00000000000 M= E3
Drate of Record | ! ! Accounting Period | / Budget FY' |
& Mew  Maodiication Inc / Dec I_ Documnent Tatal
Yendor Code Usze Tax Tatal
Mame Calculated Total

Other Attributes I Seller I Accounting Ref Document | Line Details

---------------------------------- R eferenced DIOCUmMERtg oo eenes
Comm I
Line - Reference Mumber—— Line Line Yendor Invoice Line Amount
Def / Inc / Dec @& (. ¢ Patial /Final I Defaul =]

Field Description

Referenced Documents

Reference
Number

Line

440

Conditional. Required if this line concerns items previously
recorded on a purchase order, or payment voucher; otherwise,
it is blank. Enter the document code, agency and number of
the document being referenced.

If a prior year purchase order is referenced, ensure that all
values in the accounting distribution are valid for the prior
year as well as for the current year.

Conditional. Required if this line concerns items previously
recorded on a purchase order; leave blank for requisition
documents. Enter the purchase order line number, from the
purchase order document, of the item being referenced.
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Field

Description

Comm Line

Vendor Invoice

Inv Line

Conditional. Required #V Update Inventory on EPS

System Control Options (ESOP) is selectépddnd for

payment vouchers referencing EPS purchase orders with a
warehouse code. This field is used to update Inventory (INV2)
for the item the purchase order line number points to.

Required ifReceiver Accrualon EPS System Control
Options (ESOP) is selected][. Also required ifFixed Asset
Indicator is Create One Shell [Fpr Create Multiple Shells
[Q]. Otherwise, this field is optional.

Optional. Enter the vendor invoice number, if one is available.

Conditional. Required EPPV Requirementson EPS

System Control Options (ESOP) is selectépddnd a Vendor
Invoice is referenced. Enter the commodity line number of the
Vendor Invoice (VI) referenced.

Payment Voucher Interface (PVI)
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Line Details View

E_Batch: Document: P¥l 470 00000000000 M= E3
Drate of Record | ! ! Accounting Period | / Budget FY' |
& Mew  Maodiication Inc / Dec I_ Documnent Tatal
Yendor Code Usze Tax Tatal
Mame Calculated Total
Other Attributes I Seller I Accounting I Ref Document Line Details |
Line I_ Referenced D ocument =

TotaIAmtl Ref Cade I Murmber | I Acct Line I_
Taw Amt l— Camm Line I Invoice I Invoice Line I_

IRUGE I Rev Srce / Sub I— £ I_ Freight

Agency E Job Mumber I— @ Def  Inc  Dec
Dra/ Su-b i Fept Categorny [ Aot

App-r _Un't ES Accourt @ Def Cllne ) Dec
ﬁdw“_}l S— Dizcount Type |_ Termini I— Tax Code l_
Funcion Quantity | Partial ¢ Final Im

Obj 4 Sub I !
e I— & Def I © Dee Dess |

1]

Field Description

Total Amt The total line amount calculated by the system is displayed.
This value is reached by adding the adjustment amount,
including freight and/or tax, to the amount entered.

Tax Amt The tax amount for this line is displayed. This calculation is
performed with the amount entered and the tax rate associated
with the tax code applied to this line.

Sub-Org ConditionalOrganization must be entered before you can

442

enter this field. Enter a sub-organization on expenditure
transactions iBub-Organization Required on Spendingn
Organization (ORG2) is:

Required [Y], or
Required on Expenditure Transactions [3].

Required on revenue transactionSifb-Organization
Required on Revenueon Organization (ORG2) Required
[Y]. Otherwise, this field is optional. See Sub-Organization
(SORG) for valid values.
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Field Description

Sub-Obj ConditionalObject must be entered before you can enter this
field. Enter the sub-object on expenditure documergsili-
Object Required is selectedY] on Expense Budget Inquiry
(Extended) (EEX2). See Sub-Object (SOBJ) for valid
values.Note: If the object code entered is a 1099 reportable
code, the/endor Code cannot beMiscellaneous

Rev Srce/Sub Conditional. Enter a revenue source on an internal refund
transaction; otherwise, leave blank. When revenue source is
enteredObject andBalance Sheet Accouninust be blank.

Enter the revenue source credited as a result of this document.
See Revenue Source Index (RSRC) for valid values.

Enter a sub-revenue sourc&iévenue Sources entered and
Sub-Revenue Source Requirei Yes [Y]on Revenue
Source (RSR2). IBub-Revenue Source Requirets No [N],
sub-revenue source is optional. See Sub-Revenue Source
(SREV) for valid values.

BS Account Conditional. If this line references an EPS purchase order that
contains a warehouse code, default is inferred from
Warehouse (WHS?2). Enter a balance sheet account if this is an
expense transaction (fixed assets, consumption-based
inventories, pre-paid items) or if this transaction transfers
funds between two balance sheet accounts.

If the latter is the cas@bject must be blank. See Balance

Sheet Account Index (BACC) for valid values. You cannot

enter a balance sheet account that is used as a default account
on System Special Accounts (SPEC). However, you can enter
the default fund balance account.

Discount Type Conditional. Required if a vendor discount policy applies to
this voucher line. A valid value will have

Discount Flagset toN (no) on Discount Type (DISC). The
cash disbursement process determines whether the system can
take the discount at the time the check is generated.

Note: This field is blank on balance sheet transactions and
refunds.
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Field

Description

Quantity

Def/Inc/Dec

Freight

Def/Inc/Dec

Tax Code

Conditional. Required for payment vouchers referencing EPS
purchase orders with a warehouse codePiPV

Requirementsis selectedY] on EPS System Control Options
(ESOP), or ifrixed Asset Indicatoris Create Multiple Shells

[Q]. Otherwise, this field is optional. Enter the number of
items paid for.

Default iDefault [blank]. On a modification document,
selectincrease [I] if Quantity is increasing, oDecrease [D]
if Quantity is decreasing.

This field can only be useddktended Purchasingon
System Control Options (SOP2)iistalled with Linking [L].
If Charge Basisis By Quantity [Q]or By Line [D], this field
is automatically calculated by the systenCHarge Basisis
By Commodity [C] enter the amount of freight on this
commodity line.

Default iDefault [blank]. On a modification document,
selectincrease [l]if Freight is increasing, oDecrease [D]f
Freight is decreasing.

This field can only be usedittended Purchasingon

System Control Options (SOP2)iistalled with Linking [L].
Default is inferred from the header tax code, but is not
displayed. Enter the tax code representing the tax rate used on
this line only. A valid tax code will have the same tax type as
the tax code in the header. See Tax Code (TAXT) for valid
values.
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Field Description

Partial/Final Defaults tefault [blank]. This field is used only when a
purchase order is referenced. Valid values are:

Default [blank]
This will leave this field blank.

Partial [P]
This value is optional (the system knows that the
payment is partial because the payment voucher line
amount is less than the purchase order line amount).

Final [F]
If the total amount expensed equals the purchase
order line amount, then the purchase order line is
closed automatically, and this value is optional.
SelectFinal [F] if the total amount expensediéss
thanthe purchase order amount, but you want to
force a close (the item did not cost as much as
expected) or if the total amount expenseahise
thanthe purchase order amount (the item cost more
than expected).

A maximum limit exists for how much the total amount
expensed can exceed the purchase order amount. (See
discussion of purchase orders in tger's Guide)

Desc Default is inferred for the referenced vendor invoice check
description on Open Vendor Invoice Header Inquiry (OVIH).
If that description is blank, then the referenced vendor invoice
line description is inferred from Open Vendor Invoice Line
Inquiry (OVIL). If both descriptions are blank or a Vendor
Invoice (V1) document is not referenced, the description is
inferred from Open PO Commodity Line Inquiry (OPPC).
Enter the general descriptive information you want recorded
with this document.
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PHYSICALINVENTORYPURCHASEINPUT (IP)

E_Batch: Document: IP 470 00000000000 - [O]x] I

Drate of Record I ! ! Accounting Period I / Budoget FY |

& Mew  Modification

W arehouse I
Caomments |
Stock Adjustrent Quantity Def # Walue
Item Mumber Code on Hand Inc / Dec per Unit
| T | L —

|
Stack Ikem Dezcription |
;

Adjustment Code D escription

The Physical Inventory Purchase Input (IP) document records adjustments in on-hand
guantities at a specified unit price.

Field Description

Date of Record Default is the date the system accepts the document. Enter the
date (mm dd yythat you want to associate with the
transaction, usually the current date. You cannot enter a future

date.
Accounting Default is inferred from th®ate of Record To record this
Period transaction in another accounting period, enter the desired

period (ensure that it is open) using fiscal month and fiscal
year fnm yy. You cannot enter a future period.
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Field Description

Budget FY Defaults to the budget of the current fiscal year. If you want
this transaction recorded in another fiscal year, enter the
desired fiscal yeawy) and ensure that it is open. You cannot
enter a future budget fiscal year.

New/ Defaults toNew [E]. Valid values are:

{\'/IA\(():(tjich]atlon New [E]

Indicates a new document.

Modification [M]
Indicates that this transaction is modifying a
previously entered document.

Warehouse Required. Enter the warehouse requesting the inventory
adjustment. See Warehouse Management Index (WHSE) for
valid values.

Comments Optional. Enter up to thirty characters of text you want
associated with this document.

Adjust

Stock Item Required. Enter a stock number to identify an item within the

Number warehouse. See Inventory by Stock Item Inquiry (INVI) for
valid values.

Adjustment Required. Enter the reason this adjustment is necessary. See

Code Adjustment Code (ADJC) for valid values.

Quantity on Required. Enter the number of units added to or subtracted

Hand from the on-hand quantity of the stock item. If decreasing the

Def/Inc/Dec

on-hand quantity, you cannot enter a quantity that is greater
than the on-hand quantity.

Default iDefault [blank]. Selectncrease [l], to add the
quantity to the on-hand quantity, Decrease [D]to subtract
from the on-hand quantity.

Value per Unit Required. Enter the amount, up to three decimals, of the unit

cost for the adjustment.
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Field

Description

Stock Item
Description

Adjustment
Code
Description

Display only. This field infers the description for the stock
item code from Inventory (INVN).

Display only. This field infers the description for the
adjustment code from Adjustment Code (ADJC). If the code
used does not exist, this field will remain blank.
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PICK AND ISSUE(PI)

2 Batch: Document: PI 470 00000000000 - [O]x] I
Date of Record I / !
“Warehouze I
Action Option:
Select One
Yes Ho
o & Print New Pick Tickets
i & Print New Pick Tickets and Schedule lssue Confimation Documents

e & Reprint Pick Tickets
or

Schedule |szue Confirmation D ocuments Ma -
Print Option:
If Frinting, Select One
Yes Ma
i & Al Stock Requisiions
- @ Specific Stock Requisition Mumber |SFI -
e @ Specific Delivery Date W

The Pick and Issues (PI) document prints pick tickets based on Stock Requisition
(SR) documents and generates associated Stock Issue Confirmation (Cl) documents.
It has no accounting effects.

Field Description

Date of Record Defaults to the current date. Enter the oatedd yythe
items on the pick tickets are picked.

Warehouse Required. Enter the warehouse responsible for printing the
pick tickets, or scheduling issue confirmation documents.

Action Options

Print New Pick  Default isNo [blank]. SelectYes [enter any character in this
Tickets field] to choose this option.
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Field

Description

Print New Pick
Tickets and
Schedule Issue
Confirmation
Documents

Reprint Pick
Tickets

Schedule Issue
Confirmation
Documents

Print Options

All Stock
Requisitions

Specific Stock
Requisition
Number

Specific
Delivery Date

Default isNo [blank]. Selectyes [enter any character in this
field] to choose this option.

Default isNo [blank]. Selectyes [enter any character in this
field] to choose this option.

Default isNo [blank]. SelecDelivery Date [D]if you want to
schedule the Stock Issue Confirmation (Cl) document by
delivery date. Select yick Date [any character except Df
you want to schedule the Stock Issue Confirmation (CI)
document by pick date.

Conditional. If you selected an option to print the pick tickets,
you must select a print option. DefauliNs [blank]. Select
Yes [enter any character in this fieldp select this option.

Conditional. If you selected an option to print the pick tickets,
you must select a print option. DefauliNs [blank]. Select

Yes [enter any character in this fieldp choose this option.
Enter the number of the stock requisition in the second field.

Conditional. If you selected an option to print the pick tickets,
you must select a print option. DefauliNe [blank]. Select

Yes [enter any character in this fieldp choose this option.
Enter the date of delivery in the second field.
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PROJECTCHARGE (PX)

B Batch: Document: PX 470 TEST1 M=] E3
Date of Record [ Accounting Period /

Unite Total I Document Tatal I

Fizcal vear I_ Object / Sub I / I_ Amounk |

Fund I_ Project / Sub I— / I_ & Def O lne O Dec
Agency I_ Phaze I_

g / Sub I_ ! I_ Charge Class I_

Apprapriation Lnit Charge Units I—

Activity I_ Termini I—

Function I_ Reparting Cateqary I_

The Project Charge (PX) document records indirect (non-accounting) charges to a
project.

Field Description

Date of Record Defaults to the current date. Enter the oatedd yyyou
want associated with this document, usually the current date.

Accounting Default is the accounting period associated with the date of

Period record on Calendar Date (CLDT). Enter the accounting period
(mm yy only if you want to change this document to a
different open period.

Units Total Defaults t®@ (zero). Required if units are entered on the
document. Must equal the net sum of all units entered on the
document; for example, sum of increases and decreases. You
must enter the decimal poimtr(nnn.ni or the system
assumes two decimal places.
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Field

Description

Document Total

Fiscal Year

Fund

Agency

Org/Sub

Appropriation
Unit

Activity

Function

Defaults 10 (zero). Required if amounts are entered on the
document. Must equal the net sum of all dollar amounts
entered on the document; for example, sum of increases and
decreases. You must enter the decimal paimtiin.nf or the
system assumes two decimal places.

Defaults to the fiscal year associated with the date of record
specified on Calendar Date (CLDT). Enter the budget fiscal
year {y) that the charge is recorded against.

Default is inferred from Organization (ORG2) based on the
agency and organization entered on this document. If this is a
modification to a previously entered document, fund is
inferred from the original document. Otherwise enter a valid
fund.

Required. Enter a valid agency. See Agency Index (AGCY)
and Fund Agency Index (FAGY) for valid values.

Optional. If entered, the agency/organization/fiscal year
combination must exist on Organization (ORG&)b-
Organization can only be entered@rganization is entered;
otherwise it is blank. See Sub-Organization (SORG) for valid
values.

Required if theAppropriation Control Option on Fund

Index (FUND) isC (full control) orP (presence control).

Enter the appropriation unit which will be charged for the
items in this accounting line. Refer to Appropriation Index
(Extended) (EAPP) for valid values. If you are changing
existing lines, this code must match the previously assigned
appropriation unit code.

Default is inferred from Organization (ORG?2), if it is entered
there. If you want to override the value on Organization
(ORG2), enter a valid activity from Activity (ACT2).

Optional. See Function (FUNC) for valid values. If left blank,
it is inferred from Organization (ORGZ2); or from Activity
(ACT2), if a function code is not entered on Organization
(ORG2).
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Field

Description

Object/Sub

Project/Sub

Phase

Charge Class

Charge Units

Amount

Default/Increase/

Decrease

Termini

Reporting
Category

ConditionaDbject is required if charge class and charge
units codes are not entered. See Object (OBJ2) for valid
values.Sub-Object can only be entered if Object is entered:;
otherwise it is blank. See Sub-Object (SOBJ) for valid values.

Required. For tiRroject, enter the first five characters of an
existing eight-character project/sub-project code. FoStle
Project, enter a two-digit sub-project number associated with
the above project number.

Required. Enter a one-character phase code that exists on
Project Budget Line Inquiry (PRBL) as part of an eight-
character project/sub-project/phase number.

Conditional. Required if object is not entered. Enter a unique
value identifying the class of the good or service. See Charge
Class (CHRG) for valid values.

Conditional. RequiredGharge Classis entered but charge
amount is not entered; otherwise, it is optional. Up to seven
digits, you must enter the decimal poinbinn.nij or the
system assumes two places. Leading zeros are not required.

Conditional. Required unless b@harge ClassandCharge
Units are entered. Enter the charge amount. You must enter
the decimal point, otherwise the system assumes the last two
digits are cents.

Defaults toDefault [blank]. Required if you want to decrease
unit or amount fields. Applies to both entered and computed
amounts. The valid values dbefault [blank], Decrease [D]

or Increase [l].

Conditional. Required ifermini Validation Indicator is
selected on Agency Project (AGPR) for this project. Enter the
mile point, range of mile points, or bridge identifier at which
work is performed for a given Highway Route. See Termini
Reference Table (TERM) for valid values.

Optional. See Reporting Category (RPTG) for valid values.

Project Charge (PX)
MARS0899
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PROJECTMANAGEMENTBUDGET (PB)

“_Batch: Document: PB 470 00000000000 M=l E3

Date of Record I / /

i« New { Modification
Agency I_
Calculated Total Bond Funds
Calculated Total Federal Funds
Calculated Tatal Entity Funds
Calculated Total Other Funds

Total Fevenue Budget Amount

Revenue  Funding
Source Type

Calculated Total Fevenue Budget Amount

Project | |

I & Def Clnc ) Dec

Revenue Source Description Budget Amaunt Def / Inc / Dec

g

| IO S

The Project Management Budget (PB) document establishes and maintains revenue
budgets for projects by funding type and revenue source.

Field

Description

Date of Record

New/
Modification
[Action]

Agency

Default is the current date. Enter the datedd yyyou want
associated with this document, usually the current date.

Required. Seledilew [E]when entering a new project budget
or Modification [M] when modifying an existing project
budget.

Required. Enter the agency associated with this project. See
Agency Index (AGCY) for valid values.
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Field Description

Project Required. Enter the project in the first field. See Agency/
Project Inquiry (AGPR) for valid values. In the second field,
the project description is inferred from Agency/Project
Inquiry (AGPR) and is automatically displayed.

Calculated Total The system-calculated total of all bond funds (project fund
Bond Funds type = 03) for this project is displayed.

Calculated Total The system-calculated total of all federal funds (project fund
Federal Funds type = 01) for this project is displayed.

Calculated Total The system calculated total of all entity funds (project fund
Entity Funds type = 02) for this project is displayed.

Calculated Total The system-calculated total of all other funds (project fund
Other Funds type = 04) for this project is displayed.

Calculated Total The system calculated total of all project fund types (bond,
Revenue Budget federal, entity, and other) is displayed.
Amount

Total Revenue  Required. Enter the total for all project fund types (bond,
Budget Amount federal, entity, and other).

Def/Inc/Dec Default iDefault [blank]. On a modification transaction,
enterincrease [l] to increase a fund amountD@ecrease [D]
to decrease a fund amount. If you are entering a new project,
leave this field blank.

Revenue Source  Required. Enter a valid revenue source code from Revenue
Source Index (RSRC).

Funding Type The funding type is inferred from Revenue Source (RSR2) is
displayed.

Revenue Source The revenue source description is inferred from Revenue
Description Source (RSR2) is displayed.

Budget Amount  Required. Enter the dollar amount associated with the revenue
source code/fund type.
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Field Description

Def/Inc/Dec Default is Defaultjlank]. On a modification transaction,
enterincrease [lI]to increase a fund amountBecrease [D]
to decrease a fund amount. If you are entering a new project,
selectDefault [blank] or Increase [l].
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PROJECTMEMO (P3)

E_Batch: Document: P3 470 00000000000 Hi=l
Record Drate I ! ! Accounting Period I / Fizcal Year I
Urits Total I Income Total I Charge Total I
Agency 470 Rew Sice / Sub I / I Frogram/Provider I =
Org / Sub I a’l Project / Sub I / I ParformanceInd  Ye: & Mo
Activity I Phase I_ Charge Class I
Function I Reporting Category I Charge Unitz I
Object / Sub | / I Termniri I Amount I
" Default  Increase  Decrease |

The Project Memo (P3) document is used to record income and charges by third
parties that are providing matching funds for a grant without impacting general
accounting. This document posts to a ledger for reporting purposes, but does not post
to the General Ledger.

Field Description
Record Date Defaults to the current date. Enter the datedd yyyou

want associated with this document, usually the current date.
Accounting Default is the accounting period associated with the date of
Period record on Calendar Date (CLDT). Enter the accounting period

(mm yy only if you want to change this document to a
different open period.

Fiscal Year Optional. Defaults to Fiscal Year for Date of Record on
Calendar Date (CLDT). See Fiscal Year (FSYR) for valid
values.

Units Total Calculated field. Displays total of Charge Units on all lines

where performance is selectef].

Income Total Calculated field. Displays total of all income lines where
performance is cledN] and Revenue Source is coded.
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Field

Description

Charge Total

Agency

Org/Sub

Activity

Function

Object/Sub

Rev Srce/Sub

Project/Sub

Phase

Reporting
Category

Calculated field. Displays total of all charge lines where
performance is cledN] and Object is coded.

Required. Enter a valid agency. See Agency Index (AGCY)
and Fund Agency Index (FAGY) for valid values.

Optional. If entered, the agency/organization/fiscal year
combination must exist on Organization (ORG&)b-
Organization can only be entered@rganization is entered;
otherwise it is blank. See Sub-Organization (SORG) for valid
values.

Default is inferred from Organization (ORG?2), if it is entered
there. If you want to override the value on Organization
(ORG2), enter a valid activity from Activity (ACT2).

Optional. See Function (FUNC) for valid values. If left blank,
it is inferred from Organization (ORGZ2); or from Activity
(ACT2), if a function code is not entered on Organization
(ORG2).

ConditionaDbject is required if charge class and charge
units codes are not entered. See Object (OBJ2) for valid
values.Sub-Object can only be entered if Object is entered:;
otherwise it is blank. See Sub-Object (SOBJ) for valid values.

Conditional. See Revenue Source (RSR2) for valid values.
Required ifSub-Revenue Sourcés coded

Required. See Agency/ Project Inquiry (AGPR) for valid
values.

Required on lines where performance is figaOptional on
lines where performance is selecf¥fl See Project Budget
Line Inquiry (1 of 2) (PRBL) for valid values.

Optional. See Reporting Category (RPTG) for valid values.
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Field

Description

Termini

Program/
Provider

Performance Ind
Charge Class

Charge Units

Amount

Default/Increase/
Decrease

Conditional. Required ifermini Validation Indicator is
selected on Agency Project (AGPR) for this project. Enter the
mile point, range of mile points, or bridge identifier at which
work is performed for a given Highway Route. See Termini
Reference Table (TERM) for valid values.

Required on lines where performance is c[ddr DO NOT
enter for lines where performance is sele§t§dSee
Program/Provider (PGPV) for valid values.

Required. DefaultsNo.
Optional. See Charge Class (CHRG) for valid values.

Conditional. Required on lines where performance is selected
[Y]. Required on lines where performance is cJ&rand
Amount is blank.

Conditional. Required if Charge Units is blank. Calculated if
Charge Units is not blank.

Conditional. Defaults tbecreaseWhen performing a
modification, enteincreaseto indicate an increase to the
original line amount oDecreasdo indicate a decrease to the
original line amount.

Project Memo (P3)
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PROJECTGRANTMASTER(PJ)

" Batch: Document: PJ 470 00000000000 M= E3
Date of Record I ! ! Agency I Project I Organization I
& New  Modification Drescription |
Start Date I Ao End D ate dod E“r'ear |tem Mo, I I I
Project/Grant | No Change =] Status I_ CHla-Eligible C Yez Mo & MNoChange
Praject FY' I Praject ' Start Period I Temmini Required ¢ Yes & No ¢ NoChange
Manager | E ntity-wide Project Mumber I Resp Agency I

Fund View I General Yiew | Federal Yiew |
Dallars Def / Ine # Dec Percent Revenue Budget Editing

Bond Funds I— ol el e l— ez " Mo ¢ MaolChange

Federal Funds l— LG S l—

Entity Funds l— (O S l—

Other Funds l— G ol o I—

Total Project Budgst l— i O

The Project/Grant Master (PJ) document establishes and maintains descriptive and
budgetary information about projects.

Field Description

Date of Record Defaults to the current date. Enter the oatedd yyyou
want associated with this document, usually the current date.

Agency Required. See Agency Index (AGCY) for valid values.

Project Required. Enter a number to uniquely identify the project. If a
new project, the project code must not exist. If modifying an
existing project, the project must match the one on the original
document.

Organization Enter the Organization code for this project.

EEEEEEEEEEEEEENEEEEEEEEEER
460 MARS ADVANTAGE User’s Reference - Documents

MARS0899



Field Description

New/ Defaults toNew [E]. SelectNew [E] when entering a new
Modification project, selecModification [M] when modifying an existing
[Action] project.

Description Optional. Enter a brief description of the project.

Start Date Required. Enter the beginning datm(dd yYy of the project.
End Date Required. Enter the estimated last day ¢(ld yy of project

activity. Ensure that this date is greater tBsart Date and is
valid on Calendar Date (CLDT).

6 Year Item No Enter the six year item number for reporting purposes.

Project/Grant Selea valid value:

Capital Project - Line Item
Capital Project - Non-line Item
Capital Project - Force Acct
Capital Project - Emergency
Capital Project - Def Maint Pool
Captital Project w/ Contingency
Highway Project

Other Project

Grant

Status See Project Status (PRST) for valid values.

CMIA-Eligible Select this checkbox if the project is CMIA-Eligible.

Project FY Required. Enter the fiscal yegy)(associated with this
document. Enter the federal fiscal year, the state fiscal yeatr, or

any user-defined fiscal year.

Project FY Start Required. Enter the calendar montimf when the fiscal year

Period associated with this project starts. For example, if the fiscal
year relevant for this project is October through September,
enterl0.

Termini Optional. SelecYesif Termini must be coded on all

Required accounting documents processed against this project.
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Field Description

Manager Optional. Enter the name of the individual managing the
project.
Entity-Wide Optional. Enter the number that joins a group of projects

Project Number together.

Resp Agency Required. Enter the agency responsible for monitoring the
project and for requesting federal reimbursements.
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Fund View.

Field Description

Bond Funds, Default is0.00 The estimated revenue resulting from one or
Federal Funds, more of the four types (bond, federal, entity, or other) of
Entity Funds, revenue associated with the project.

Other Funds

(Dollars)

Total Project Default is0.00. The sum of all budgeted amounts. Line

Budget (Dollars) amounts must equal the amount entered in this field.

Bond Funds, Default isDefault [blank]. Enterincrease [l] to increase a
Federal Funds, fund amount oDecrease [D}o decrease a fund amount.
Entity Funds,

Other Funds,

Total Project

Budget

(DeflInc/Dec)

Bond Funds, Leave blank. These fields are not used in MARS.
Federal Funds,

Entity Funds,

Other Funds

(Percent)

Revenue Budget Default isNo Change [blank]on new entry only. Entefes

Editing [Y] orNo [N]. Yes [Y]indicates that revenue budgets are used
and edits are performed to ensure that funding source and
revenue source amounts are synchronized.
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General View.

& MNew O Modification

Project/Grant | Mo Change

= Batch: Document: PJ 470 00000000000

Date of Record I ! ! Agency I Praject I Organization I
Start Date I Ao End D ate Ao

Praject Py I Project FY' Start Period I Temini Requied  © Yes & Mo ¢ MNoChange

M |

Description |

B “r'ear Item Mo, I_I I_

Chla-Eligible C Yes O Mo @ MNoChange

~ | Status I_

Manager |

Fund View

Entity-wide Project Mumber I Resp Agency I

I Federal View |

Fed. Prefi«/ Route/ Section

Sub-project I— Phase I_ Status Im Participating Im
Funds Edit [NoChange =] Budget&meount [ & D& Cline © Dec

Authorized Date T
Aagreement Date I# Description |

CE Phase Percent I Job Number I

| /| ]

Field

Description

Sub-Project

Phase

Status

Participating

Funds Edit

Required. Enter the sub-project(s) that identifies the division
of the project. The system requires each project to have at
least one sub-project.

Required. Enter the phase that identifies the division of the
sub-project. The system requires each sub-project to have at
least one phase. See Project Phase (PRPH) for valid values.

Required. On a new transaction, s&en [O]or Closed
[C]. On a modification transaction, seléld Change [blank]
Open [O] orClosed [C]

Default idNo Change [blank] EnterParticipating [P] if this
sub-project/phase combination is associated with project
activity participating in an expenditure reimbursement
process. Entelo Change [blank]or Non-Participating [N]
if associated costs are not eligible for participation in a
reimbursement process.

Default idlo Change [blank] Valid values aré&es [Y]or No
[N]. Indicates whether project budgetary controls are applied
when accounting transactions are made against the project.
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Field Description

Budget Amount  Default i8.00 Enter the amount allocated for this portion of
the project.

Def/Inc/Dec Default iDefault [blank]. Required on modification
transactions. Entdncrease [l] to note an increase in the
budget amount dbecrease [D}o note a decrease.

Authorized Date  Optional. Enter the date when expenditures start incurring
against the sub-project/phase combination.

CE Phase Optional. Leave blank if this is not a construction engineering

Percent phase or if the Project Billing Subsystem is not installed. Enter
the percentagenfinnnnn of construction engineering costs
that are eligible for reimbursement. The number you enter
must be betweer®01and100.

Job Number Optional. Enter the job number associated with this project/
sub-project/phase if desired. Leave blank if expenditures
against the project will be recorded against a fund set up with
Project/Subproject/Phase RequiredselectedY] on Fund
(FUN2).

Agreement Date  Conditional. Required if you have installed the Project Billing
Subsystem; otherwise, this field is optional. Enter the date
(mm dd yywhen you will be reimbursed for the expenditures
against this project.

Description Optional. Enter a description of the sub-project phase.
Fed Prefix/ Optional. Enter the applicable Federal prefix, route and

Route/Section section if a FHWA-funded project. For other projects, this
field may be used at the agency'’s discretion.
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Federal View

" Batch: Document: PJ 470 00000000000 !IEI
Date of Record I ! ! Agency I Project I Organization I
@ Mew  Modification D'escription |
Start Diate I ! ! End Date I / / B ‘Y'ear ltem Ma. I I I
Project/Grant | Mo Change =] Status I_ Chil-Eligible C yes Mo & MNoChange
Project FY I Praject P Start Period | Temini Required  © Yes @ Mo NoChangs
Managar | Entity-wide Project Mumber I Resp Agency |
FundView | GeneralView [ FederaView |
Federal Catalog Mumber I I Drrawdown Group |
Federal igency Mame |
Federal Mumber I Common Accounting Humber I
Federal |dentification Mumber I td ajor Federal Aid Mumber I
Rewenue Source I
Field Description

Federal Catalog Conditional. Required if CMIA-Eligible is selected. If
Number entered, the first two characters must reference a federal
agency on Federal Agency (FEAG).

Drawdown Optional. Enter the drawdown group for this project. See

Group Project Billing Drawdown Group (PBGR) for valid entries.
The Responsible Agency must be valid for the drawdown
group selected.

Federal Agency Conditional. Inferred from Federal Agency (FEAG) if
Name Federal Catalog Numberis entered.

Federal Number  Optional. Enter the federal code that connects the grant to a
federal appropriation.

Common Optional. Enter a common accounting number (CAN) only if
Accounting one applies.

Number

Federal Optional. Enter the federal number identifying the grant.
Identification

Number
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Field

Description

Major Federal
Aid Number

Revenue Source

Optional. Enter the major federal aid number only if you wish
the connect this grant with other grants for reference purposes.

Optional. Enter a revenue source code if you wish to charge to
this revenue source code instead of the revenue source code
found on Project Billing Parameters (PBPT) for federal
billings.

Project/Grant Master (PJ)
MARS0899
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PROJECTGRANTPARTICIPATION(PZ)

Document: PZ 460 PZ000010016

Date of Rtcord | ! State Fiscal Year I_ Federal Fizcal Year I_ Aagency |
Project / Sub I ! I Phaze I_ Sponsor I
Document Total I T otal Eligible I
Funding Obligation Program / Addr Obligation Agreement Billing
Orig / Adj Tupe Frog Split Provider Ind Program Amount Fririty
(G I Mo Change YI r I I I I I
Agreement [ ate ! ! Biling Cycle | Wieekly =]

The Project/Grant Participation (PZ) document is used to establish the financial
participants in a project, sub-project, or phase. This document specifies the
participating programs or providers and their agreement amounts; it also allows you
to add or remove programs/providers or modify their agreement amounts at any time.
This document also defines the invoicing cycle (or CMIA-compliant) for each

program/provider. This information is used to bill and obtain reimbursement from the
funding sources.

Field Description

Date of Record Default is the date the document is accepted. Enter the date

(mmddyy that you want to associate with this document
(usually the current date).

State Fiscal Year Required. Enter the last two digits of the applicable state fiscal
year.
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Field

Description

Federal Fiscal
Year

Agency
Project/Sub

Phase

Sponsor

Document Total

Total Eligible

Orig/Adj

Funding Type

Obligation Prog
Split

Program/
Provider

Conditional. Required if one or more funding lines have
funding type ofF]. Enter the last two digits of the applicable
federal fiscal year.

Required. See Agency Project (AGPR) for valid values.
Required. Enter project and (if desired) the sub-project code.

Required. Enter the phase code. See Project Budget Line
(PRBL) for valid values.

Required. Enter the project sponsor.

Required. Enter the unsigned net amount of all the line items
on this transaction.

Required. Enter the net amount of all the line items on this
transaction that are eligible charges.

Required. When this document is first entered, s€leiginal
[E]. When the document is modified, this field changes to
Adjustment [M]. Valid values ar®©riginal [E] and
Adjustment [M].

Default iblo Change [blank] The funding type to which the
program/provider belongs. Valid values are:

Federal [F]

State [S]

Bond [B]

Other [O]

No Change [blank]

Default is cleareddlank]. Select K] if entering the same
program code more than onceHrogram/Provider (using
the same Priority). When selecteq,[this checkbox is used to
indicate that the obligation authority is split between
obligation programs.

Required. Enter the code identifying the federal, state, bond or
other funding entity which contributes to the project, sub-
project, and phase.

Project/Grant Participation (PZ) 469
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Field

Description

Addr Ind

Obligation
Program

Agreement
Amount

Billing Priority

Agreement Date

470

Alternate Address Indicator that can be used to identify
multiple locations for a Federal Highway Appropriation code
or Program/Provider code.

Conditional. This field can only be used if theogram/
Provider on this line is valid on Obligation Authority Status
(OBAS). Use this field only if you want to enter a code other
than the value iProgram/Provider. Valid values ar®IS
(discount) SPC(special), oFRM (formula).

Required. The amount that the program/provider has agreed to
pay.

Optional. Enter the priority to be followed in billing. Up to 99
priorities can be specified. Ente(ineligible) to indicate that
the line amount is currently unfunded.

The lower the number, the higher the priority. If priority is
specified for one program/provider, it has to be specified for
all of them. When specified, the agreement amounts of the
program/providers with the highest priority are drawn down
completely, before the program/providers in the other priority
groups are affected.

Conditional. Required if you did not ehtarBilling
Priority . Enter the date on which the program/provider agreed
to the amount iMgreement Amount
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Field Description

Billing Cycle Default isNo Change [blank] Required if changing the
billing cycle for the specified program or provider. Required if

one or more lines is funding typE] and is CMIA-Eligible.
Valid values are:

Weekly [W]
Bimonthly [B]
Monthly [M]
Quarterly [Q]
Semiannually [S]
Annually [A]
Current [C]
Exclude [X]

No Change [blank]
Composite Clearance
Zero Balance

EEEEEEEEEEEEEEEEEEEEEEEEE
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PURCHASEORDER(PO)

o« Mew  Modification

2 Batch: Document: PO 470 00000000000 - [Ox]

[rate of Record I ! ! Accounting Period I ! Budget FY* I

endar Code | Mame |
Document Total | Calculated Tatal | Default / Partial / Final & &

Order Type I_ Comments I

™ Internal Order Seller Fund | Seller Agency |
Requisition Yiew I Accounting Yiew | All Attributes View I
Line Reference R equisition Amaunt Def / lnc / Dec Description
I I [ 1 o @]

A Purchase Order (PO) records the ordering of goods or services and encumbers the
funds necessary to pay for the order. Usehtthditional Description button to access
the extended text table for the purchase order document.

Field

Description

Date of Record

Accounting
Period

Default is the date the system accepts the document. Enter the
date (nm dd yythat you want to associate with these
documents, usually the current date. Do not enter a future
date.

Default is inferred fronDate of Record If you want these
transactions recorded in another accounting period, enter the
desired open period, using fiscal month and fiscal year. The
only future period you can use is the first period of the future
year.
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Field Description

Budget FY Default is the current fiscal year. If you want these
transactions recorded in some other fiscal year, enter the
desired open fiscal year. You cannot enter future budget fiscal
years.

New/ Default isNew [E]. Valid values are:
Modification New [E]

[Action] Identifies this as an new entry (new document).
Modification [M]

This lets you add lines to a previous document,
change the amounts of existing lines (not codes), or
cancel a line (decrease a line amount to zero). To
change codes in an existing line, you must cancel that
line and reenter a new line. You can record both
these lines on the same document by entering
Modification [M].

Order Type Optional. Ent& (shipping) if you want shipping instructions
(as entered on Special Instruction (SPIS)) printed on the
purchase order sent to the vendor. Enter the special instruction
code in the comments field.

You can enter any one-character alphanumeric value to define
various types of purchase order documents. (For example,
contract, sub-contract, work order, service order.)

Comments Conditional. RequiredGfder Type is S (shipping).
Otherwise, it is optional and used for informational purposes
only. Enter a descriptive note about this document.

If you entereds (shipping) inOrder Type, enter the special
instruction code that you want printed on the vendor's
purchase order. See Special Instructions (SPIS) for valid
values.

Vendor Code Conditional. Requiredviéndor/Commodity Control on
System Control Options (SOPT)B®th Controls in Effect
[Y]. Enter the vendor who sells the items on this purchase
order. See Vendor Index (VEND) for valid values.

Do not enter a vendor for internal purchase orders.
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Field

Description

Name

Document Total

Calculated Total

Conditional. RequiredVendor Codeis blank or if you used

a miscellaneous vendor code. Enter the name of the vendor.
(The name entered does not override the information on
Vendor (VENZ2). You cannot enter a vendor name for internal
purchase orders. Otherwise, this field is optional.

Required. Enter the unsigned net amount of all lines on the
document. To compute this amount:
1. Add all the increase amounts.
2. Add all the decrease amounts.
3. Subtract the smaller of these amounts from the larger, and

enter that amount.

The system-computed total of the line amounts is displayed.
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Field

Description

Default / Partial /
Final

Internal Order

Seller Fund

Seller Agency

Defaults toDefault [blank]. This field is used only when a
purchase order is referenced. It indicates whether the line is
closing out a purchase order line (final payment) or
authorizing partial payment of a purchase order line amount.
Valid values are:

Default [blank]
This will leave this field blank.

Partial [P]
This value is optional (the system knows that the
payment is partial because the payment voucher line
amount is less than the purchase order line amount).

Final [F]
The total amount expensed on a purchase order line
does not have to equal the amount recorded on the
purchase order. If this payment voucher makes the
total amount expensed equal to the purchase order
line amount, then the purchase order line is closed
automatically, and this value is optional.

EnterFinal [F] if this payment voucher makes the
total amount expensed less than the purchase order
amount, but you want to force a close (the item did
not cost as much as expected). Efieal [F] if this
payment voucher makes the total amount expensed
more than the purchase order amount (the item cost
more than expected).

A maximum limit exists for how much the total amount
expensed can exceed the purchase order amount. (See
discussion of purchase orders in tger's Guide)

Default is clearel]. Select [] if this document concerns a
transfer of goods/services between two entities.

Conditional. Requiredifternal Order is selectedY]. Enter
the fund that you want credited as a result of this sale. See
Fund Index (FUND) for valid values.

Conditional. Requiredifternal Order is selectedY]. Enter
the agency selling the goods/services listed on this document.
See Agency Index (AGCY) and Fund Agency Index (FAGY)
for valid values.

Purchase Order (PO)
MARS0899
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Requisition View

Field Description

Line Required. Enter a different two-digit number for each line on
the document. Numbef®to 99 are valid. This number is
used later for either a payment voucher or manual warrant to
reference this purchase order line.

Reference Conditional. Required if this purchase order concerns items

Requisition previously recorded on a requisition. Enter the transaction
code and requisition number of the document being
referenced.

Amount Required. If this is a new line, enter the dollar amount of the

Def/Inc/Dec

Description

item(s) described on this line.

If this line is a modification of a previous line, enter the
amount of the change over (under) the previous amount. Enter
two digits for cents; the decimal point is optional.

Default iDefault [blank]. If you are making an adjustment,
valid values ar®ecrease [Dpr Increase [l].

Default carries over a description from the referenced
document if a previous document is referenced. Enter up to 30
characters of notes about this line.
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Accounting View

2 Batch: Document: PO 470 00000000000 - [Ox]

[rate of Record I ! ! Accounting Period I ! Budget FY* I_

@« MNew  Modification Order Type I_ Comments I

endar Code | Mame |

Dacurent Tatal [ CelewatedTats | Default /Pattial /Final & )

™ Internal Order Seller Fund | Seller Agency |

Requisition Yiew Accounting Yiew I All Attributes View I
Line Fund Agency Org Appr Unit Activity Function  Object  Job Mumber Arncunt
[ | I | I I | | I
Temii | Defilne/Dec & O

Field Description

Fund Required. Default is inferred from Organization (ORG?2)
based on the agency and organization entered on this
document. Otherwise enter a valid fund from Fund Index
(FUND).

Agency Required. Enter the agency purchasing the item named on this
line. See Agency Index (AGCY) and Fund Agency Index
(FAGY) for valid values.

Org Conditional. Required on a new document. Required if
Expense Budget Organization Optioron Fund Agency
Index (FAGY) isY (required on budget and accountingpor
(required on accounting). Otherwise, it is used for reporting
purposes only. On a modification document, this field is
optional. If entered, it must match the original document.
Enter the organization purchasing the item named on this line.
See Organization Index (ORGN) for valid values.

Appr Unit Required. Enter the program budget unit for the items listed

EEEEEEEEEEENEEEEEEEEN
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on this voucher. See Program Reference Table (PRFT) for
valid values.
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Field

Description

Activity

Function

Object

Job Number

Termini

Default is inferred from Organization (ORGZ2). Required if
Expense Budget Activity Optionon Fund Agency Index
(FAGY) isY (required on budget and accountingPor
(required on accounting).

Values on documents override values on Organization
(ORG2). Enter the activity related to this purchase order.

Conditional. Required ifxpense Budget Function Option

on Fund Agency Index (FAGY) i¥ (required on budget and
accounting) oA (required on accounting). Default is inferred
from Organization (ORG2); or Activity (ACT2), if a function

is not entered on Organization (ORG2). See Function (FUNC)
for valid values.

Conditional. Required on a new document. Enter the object
that best describes the item named on this line. Do not enter a
personal services object.

Conditional. Organizations and activities can be defined to
require the entry of a job number. Refer to Organization
(ORG2) or Activity (ACT?2) for details.

Otherwise, this field is optional. Job Costis Yes [Y]on

System Control Options (SOP2), enter a job humber. See Job
Index (JOBT) for valid values. [fob Costis No [N] on

System Control Options (SOP2), enter a project number or
general reporting category.

Conditional. Required ifermini Validation Indicator is
selected on Agency Project (AGPR) for this project. Enter the
mile point, range of mile points, or bridge identifier at which
work is performed for a given Highway Route. See Termini
Reference Table (TERM) for valid values.

478
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All Attributes View

2 Batch: Document: PO 470 00000000000 M=l E3
[rate of Record T Accounting Period If Budget FY' I_
i« MNew  Modification Order Type I_ Comments I—
Yendor Code I— Mame |
Document Tatal [ CalouatedTatal [ Default/ Pattial /Final &
™ Intemal Order Seller Fund l— Seller Agency l_
Requisition Yiew I Accounting Yiew Al Attributes View |
Ling I_
Ref Requisition I_ I— I_
Fund [ Object/Sub | /[ T TestEsists
Agency I_ Job Mumber I— Amournt I—
Organization ¢ Sub I— / I_ Repart Cat I— @ Def C Inc ) Dec
Appropriation Unit I— Unitg I—
Activity I— T ermiri I—
Function I_ Description |
Field Description
Sub- You must enter an organization before you can enter a

Organization

Sub-Object

Report Cat

sub-organizationSub-Organization is required ifSub-

Organization Required on Spendingon Organization

(ORG2) isRequired [Y]or Required on Encumbrance
Transactions [2] Otherwise, an entry is optional. See
Sub-Organization (SORG) for valid values.

Sub-object is required on an expenditure docum@bjatt
is entered an&ub-Object Requiredis selectedY] on
Expense Budget Inquiry (Extended) (EEX2). Otherwise, this
field is optional. See Sub-Object (SOBJ) for valid values.

Conditional. RequiredReporting Category on Agency
(AGC2) isRequired on Encumbrance Transactions [2]

Otherwise, it is optional. See Reporting Category (RPTG) for
valid values. If reporting category on the referenced
requisition line is blank, you can add it here.

Purchase Order (PO)
MARS0899
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Field

Description

Units

Text Exists

Conditional. Although this entry is not required by the system,
your office may require it so that it is printed on the purchase
order sent to vendors. Enter the quantity of items being
purchased. Seven digits are stored with two decimal places
assumed; for example, 50 boxes of paper is entered as 5000.
This is a memo type entry only, and is not used during
processing.

Default is clearetblpnk]. If the checkbox is selectgd], text
exists for this line

If you want to attach text to a document line, selest

Exists, place your cursor in any field on the line, then select
Additional Description. The text window associated with the
document type displays. Enter the additional description text,
then selecModify:Add .
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PURCHASEORDERFROM PROCUREMENT
DeskTOP(POP)

2 Batch: Document: POP 470 00000000000 - [O]x] I
[rate of Record I ! ! Accounting Period I ! Budget FY' I
@« MNew  Modification Order Type I_ Comments I

endor Code | Name |
Document Total | Calculated Tatal | Diefault / Partial / Final &

™ Internal Order Seller Fund | Seller Agency I
Requisition Yiew I Accounting Yiew | All Attributes Wiew I
Line Reference R equisition Amaunt Def / lnc / Dec Drescription
I I [ 1 o e 9|

A Purchase Order from Procurement Desktop (POP) records the ordering of goods or
services and encumbers the funds necessary to pay for the order coming from
Procurement Desktop. Use tAdditional Description button to access the extended

text table for the purchase order document.

Field Description

Date of Record Default is the date the system accepts the document. Enter the
date (mm dd yythat you want to associate with these
documents, usually the current date. Do not enter a future
date.
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Field

Description

Accounting
Period

Budget FY

New/
Modification
[Action]

Order Type

Comments

482

Default is inferred fronDate of Record If you want these
transactions recorded in another accounting period, enter the
desired open period, using fiscal month and fiscal year. The
only future period you can use is the first period of the future
year.

Default is the current fiscal year. If you want these
transactions recorded in some other fiscal year, enter the
desired open fiscal year. You cannot enter future budget fiscal
years.

Default isNew [E]. Valid values are:

New [E]
Identifies this as an new entry (new document).
Modification [M]
This lets you add lines to a previous document,
change the amounts of existing lines (not codes), or
cancel a line (decrease a line amount to zero). To
change codes in an existing line, you must cancel that
line and reenter a new line. You can record both
these lines on the same document by entering
Modification [M].

Optional. Ent& (shipping) if you want shipping instructions
(as entered on Special Instruction (SPIS)) printed on the
purchase order sent to the vendor. Enter the special instruction
code in the comments field.

You can enter any one-character alphanumeric value to define
various types of purchase order documents. (For example,
contract, sub-contract, work order, service order.)

Conditional. Requireddfder Type is S (shipping).
Otherwise, it is optional and used for informational purposes
only. Enter a descriptive note about this document.

If you entereds (shipping) inOrder Type, enter the special
instruction code that you want printed on the vendor's
purchase order. See Special Instructions (SPIS) for valid
values.
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Field

Description

Vendor Code

Name

Document Total

Calculated Total

Conditional. Requiredvéndor/Commodity Control on
System Control Options (SOPT)B®th Controls in Effect
[Y]. Enter the vendor who sells the items on this purchase
order. See Vendor Index (VEND) for valid values.

Do not enter a vendor for internal purchase orders.
Conditional. RequiredVendor Codeis blank or if you used

a miscellaneous vendor code. Enter the name of the vendor.
(The name entered does not override the information on

Vendor (VENZ2). You cannot enter a vendor name for internal
purchase orders. Otherwise, this field is optional.

Required. Enter the unsigned net amount of all lines on the
document. To compute this amount:
1. Add all the increase amounts.
2. Add all the decrease amounts.
3. Subtract the smaller of these amounts from the larger, and

enter that amount.

The system-computed total of the line amounts is displayed.
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Field

Description

Default / Partial /
Final

Internal Order

Seller Fund

Seller Agency

Defaults toDefault [blank]. This field is used only when a
purchase order is referenced. It indicates whether the line is
closing out a purchase order line (final payment) or
authorizing partial payment of a purchase order line amount.
Valid values are:

Default [blank]
This will leave this field blank.

Partial [P]
This value is optional (the system knows that the
payment is partial because the payment voucher line
amount is less than the purchase order line amount).

Final [F]
The total amount expensed on a purchase order line
does not have to equal the amount recorded on the
purchase order. If this payment voucher makes the
total amount expensed equal to the purchase order
line amount, then the purchase order line is closed
automatically, and this value is optional.

EnterFinal [F] if this payment voucher makes the
total amount expensed less than the purchase order
amount, but you want to force a close (the item did
not cost as much as expected). Efiaal [F] if this
payment voucher makes the total amount expensed
more than the purchase order amount (the item cost
more than expected).

A maximum limit exists for how much the total amount
expensed can exceed the purchase order amount. (See
discussion of purchase orders in teer's Guide)

Default is clearel]. Select [] if this document concerns a
transfer of goods/services between two entities.

Conditional. Requiredifternal Order is selectedY]. Enter
the fund that you want credited as a result of this sale. See
Fund Index (FUND) for valid values.

Conditional. Requiredifternal Order is selectedY]. Enter
the agency selling the goods/services listed on this document.
See Agency Index (AGCY) and Fund Agency Index (FAGY)
for valid values.

484
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Requisition View

Field Description

Line Required. Enter a different two-digit number for each line on
the document. Numbef®to 99 are valid. This number is
used later for either a payment voucher or manual warrant to
reference this purchase order line.

Reference Conditional. Required if this purchase order concerns items

Requisition previously recorded on a requisition. Enter the transaction
code and requisition number of the document being
referenced.

Amount Required. If this is a new line, enter the dollar amount of the

Def/Inc/Dec

Description

item(s) described on this line.

If this line is a modification of a previous line, enter the
amount of the change over (under) the previous amount. Enter
two digits for cents; the decimal point is optional.

Default iDefault [blank]. If you are making an adjustment,
valid values ar®ecrease [DDr Increase [l].

Default carries over a description from the referenced
document if a previous document is referenced. Enter up to 30
characters of notes about this line.
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Accounting View

E_Batch: Document: POP 470 00000000000 !E[

Date of Record I ! ! Accounting Period I ! Budget FY' I_

@ Mew ' Modification Order Type I_ Comments I

‘Wendor Code | M ame |

Document Total I— Caleulated Total I— Default / Partial  Fingl & 0

™ Intermal Order Seller Fund | Seller Agency I

Requisition View Accounting Yiew | All Attributes Yiew I
Line Fund Agency Org Appr Unit Activi Function  Object  Job Mumber Aot
[ [ | | | | | |
Termini Def/lnc/Dec & O

Field Description

Fund Required. Default is inferred from Organization (ORG?2)
based on the agency and organization entered on this
document. Otherwise enter a valid fund from Fund Index
(FUND).

Agency Required. Enter the agency purchasing the item named on this
line. See Agency Index (AGCY) and Fund Agency Index
(FAGY) for valid values.

Org Conditional. Required on a new document. Required if
Expense Budget Organization Optioron Fund Agency
Index (FAGY) isY (required on budget and accountingpor
(required on accounting). Otherwise, it is used for reporting
purposes only. On a modification document, this field is
optional. If entered, it must match the original document.
Enter the organization purchasing the item named on this line.
See Organization Index (ORGN) for valid values.

Appr Unit Required. Enter the program budget unit for the items listed

486

on this voucher. See Program Reference Table (PRFT) for
valid values.
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Field

Description

Activity

Function

Object

Job Number

Termini

Default is inferred from Organization (ORGZ2). Required if
Expense Budget Activity Optionon Fund Agency Index
(FAGY) isY (required on budget and accountingPor
(required on accounting).

Values on documents override values on Organization
(ORG2). Enter the activity related to this purchase order.

Conditional. Required ifxpense Budget Function Option

on Fund Agency Index (FAGY) i¥ (required on budget and
accounting) oA (required on accounting). Default is inferred
from Organization (ORG2); or Activity (ACT2), if a function

is not entered on Organization (ORG2). See Function (FUNC)
for valid values.

Conditional. Required on a new document. Enter the object
that best describes the item named on this line. Do not enter a
personal services object.

Conditional. Organizations and activities can be defined to
require the entry of a job number. Refer to Organization
(ORG2) or Activity (ACT?2) for details.

Otherwise, this field is optional. Job Costis Yes [Y]on

System Control Options (SOP2), enter a job humber. See Job
Index (JOBT) for valid values. [fob Costis No [N] on

System Control Options (SOPZ2), enter a project number or
general reporting category.

Conditional. Required ifermini Validation Indicator is
selected on Agency Project (AGPR) for this project. Enter the
mile point, range of mile points, or bridge identifier at which
work is performed for a given Highway Route. See Termini
Reference Table (TERM) for valid values.
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All Attributes View

Organization / Sub
Appropriation Lnit
Activity

Function

E_Batch: Document: POP 470 00000000000 M= E3 I
Date of Record W Accounting Period If Budgst Fr’ I_
* New © Modification Order Type I_ Comments I—
Wendar Code I— Hame |
Document Tatal I— Calculated Total | Default/ Pattial /Final &= 0
I Internal Order Seller Fund [ Seller Agency I_
Rieguisition Yiew | Accounting View All Attributes View I

Line I_

Ref Requizsition I_ I— I_

Fund [ Object/Sub [ 4] [ TestEsists

Aagency I_ Job Hurmber I— Arnaunt I—

| .-’I_ Report Cat | @ Def ¢ Ine O Dec
I Units I
| Terrmiti I
I_

Description |

Field

Description

Sub-
Organization

Sub-Object

Report Cat

488

You must enter an organization before you can enter a
sub-organizationSub-Organization is required ifSub-
Organization Required on Spendingon Organization
(ORG2) isRequired [Y]or Required on Encumbrance
Transactions [2] Otherwise, an entry is optional. See
Sub-Organization (SORG) for valid values.

Sub-object is required on an expenditure docum@bjatt
is entered an&ub-Object Requiredis selectedY] on
Expense Budget Inquiry (Extended) (EEX2). Otherwise, this
field is optional. See Sub-Object (SOBJ) for valid values.

Conditional. RequiredReporting Category on Agency
(AGC2) isRequired on Encumbrance Transactions [2]

Otherwise, it is optional. See Reporting Category (RPTG) for
valid values. If reporting category on the referenced
requisition line is blank, you can add it here.
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Field

Description

Units

Text Exists

Conditional. Although this entry is not required by the system,
your office may require it so that it is printed on the purchase
order sent to vendors. Enter the quantity of items being
purchased. Seven digits are stored with two decimal places
assumed; for example, 50 boxes of paper is entered as 5000.
This is a memo type entry only, and is not used during
processing.

Default is clearetblpnk]. If the checkbox is selectgd], text
exists for this line

If you want to attach text to a document line, selest

Exists, place your cursor in any field on the line, then select
Additional Description. The text window associated with the
document type displays. Enter the additional description text,
then selecModify:Add .
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PURCHASEORDERROLLOVER(RO)

= Batch: Document: RO 470 00000000000 =] I
Drate of Record I ! ! Prinr Accounting Period I 4
Wendor I
Purchaze Order ID | Diocument Total I
Job
Line  Fund  Agency Org / Sub Appr Unit Activity Fune Obiject / Sub Mumber

[ H [ o | | | | o |

Termnini I Feporting Categaory I Ruollover &maont

The Purchase Order Rollover (RO) document relieves the remaining old-year
encumbrance and re-establishes the encumbrance in the new year budget. This
document is created offline by the Extended Purchasing Purchase Order Rollover
(EPNY) process. You should not attempt to enter this document online.

Field Description

Date of Record The system enters the date that the rollover occurred.

Prior Accounting The system enters the accounting period where the ledger
Period transactions will post to close the prior year encumbrance.

Vendor The system infers the vendor from the purchase order or
service contract to be rolled.

Purchase Order The system infers the ID of the purchase order to be rolled.
ID
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Field

Description

Document Total

Line

Fund, Agency,
Org/Sub, Appr
Unit, Activity,
Function,
Object/Sub, Job
Number,
Termini,
Reporting
Category

Rollover
Amount

The system infers the sum of the document lines.

The system infers the line number associated with the Open
Purchase Order Accounting Line Inquiry (OPPL) line to be
rolled. One line is entered for each open line on the order to be
rolled.

The system infers the accounting distribution line to be rolled
from Open Purchase Order Accounting Line Inquiry (OPPL).

The system infers the outstanding line amount to be rolled
from the Open Purchase Order Accounting Line Inquiry
(OPPL) line.

Purchase Order Rollover (RO)
MARS0899
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RECEIVABLE(RE)

= Batch: Document: RE 470 00000000000 M=l B3
Date of Recard I ! ! Accounting Period I / Budget FY' I
@ New ' Modification ' Cancellation
Billing Code | Customer Code | - RE Due Date I / /
™ Thid Party Document Tat I Calculated Tot
Line I_ Fund I Appr Unit BS Account
figency I Function I Rate Code
Org / Sub I ! I Object £ Sub I ! I Quantity
Aictivity I Job Mumber I Uit
Rev Sice / Sub | / | Rept Cat | Amount
Description | @ Def € Inc ) Dec
I Customner Details I

RE Type I_ ™ TestExists

0ff Bld Rec Account Adjustment Beason Code I

Ingtruction Code Commerits |

The Receivable (RE) document bills customers for the goods or services they have
received. It can post either to a revenue account or, in case of reimbursements, to an
expenditure account.

Receivable Text (RETX) can be accessed by selecting Text Exists on the Other
Attributes tab and selectirgdditional Description from theEdit menu. Note that
the document must be edited or saved first

Field Description

Date of Record Defaults to the current date. Enter the datedd yYy of the
receivable event.

Accounting Default is inferred based dpate of Record If entered,
Period ensure that it is open. You cannot enter a future period.
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Field

Description

Budget FY

New/
Modification/
Cancellation
[Action]

Billing Code

Customer Code

RE Due Date

Default is current fiscal year. If entered, ensure that it is open.
You cannot enter a future fiscal year.

Blank defaults tdNew [E] for new entry. Seled@lodification

[M] to indicate modification of a previously entered
document. This allows the addition of new lines, increases/
decreases to existing line amounts or canceling of a line. (You
must use a Receivable Credit Memo (RM) document to
decrease the document total). Sel@ahcellation [X]to

cancel an existing documetityou want to cancel an existing
document, the document cannot have been referenced in any
way. For example, you cannot cancel a receivable that is
referenced by a Vendor Invoice (VI) document.

Defaults from Customer Information (CUS?2) if a billing code
is entered there. Required if no billing code is entered on
Customer Information (CUS2). Enter the code that identifies
the billing profile for invoice or statement generation. See
Billing Profile (BPRO) for valid values.

Required. Enter the customer who is billed. See Customer
Information (CUS2) for valid values.

Optional. Date on which payment for the receivable is due.
Enter this field thm dd yyonly if Billing Code specifies
invoice processing. If blank and the billing code specifies
invoices, it defaults to:

Receivable Date Receivable Due Date Lagfrom
Billing Profile (BPRO) or Revenue Options (ROPT))

If blank andBilling Code specifies statements or both
invoices and statements, it defaults to:

Next statement date (based on the statement day) +
Receivable Due Date Lagfrom Billing Profile (BPRO)
or Revenue Options (ROPT))
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Field

Description

Third Party

Document Tot

Calculated Tot

Line

Fund

Agency

Default is cleared\|. If selected Y], the invoice generated is
sent to the third party specified on Customer Information
(CUS2) for the entered customer. The name and address are
inferred from Third Party Billing (TPAR) rather than
Customer Information (CUS2).

Required. Enter the unsigned net amount of all lines entered
on the document. To compute this amount for modification
documents:

1. Add together the increase amounts.
2. Add together the decrease amounts.
3. Subtract the lesser of these from the greater and enter this

amount.

The net total of the line amounts is computed by the system
and displayed.

Required. Enter a unique, two-digit number for each
document line.

Required. Default is inferred from Organization (ORG?2)
based on the agency and organization entered on this
document. See Fund Index (FUND) for valid values.

Required. Enter the agency for which the revenue was earned.
See Agency Index (AGCY) and Fund Agency Index (FAGY)
for valid values.

Receivable (RE)
MARS0899
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Field

Description

Org/Sub

Activity

Rev Srce/Sub

Description

Appr Unit

Conditional. Required on revenue lindRéfenue Budget
Organization Option on Fund Agency Index (FAGY) %
(required on budget and accounting)ofrequired on
accounting). Required on expense lines ifEkpense
Budget Activity Option on Fund Agency Index (FAGY) 16
(required on budget and accounting)ofrequired on
accounting). Otherwise, the organization is used for reporting
purposes only. See Organization Index (ORGN) for valid
values.

Sub-Organization is required on revenue transactionSutb-
Organization Required on Revenuds Required [Y]for a
new documenbn Organization (ORGZ2); or on expenditure
transactions iSub-Organization Required on Spendings:
Required [Y] or Required on Expenditure Transactions [3]
See Sub-Organization (SORG) for valid values.

Conditional. Required on revenue line&iévenue Budget
Activity Option on Fund Agency Index (FAGY) i¢
(required on budget and accounting)ofrequired on
accounting).

Required on expense lines if tB&pense Budget Activity
Option on Fund Agency Index (FAGY) ¥ required on

budget and accounting) ér(required on accounting).
Otherwise it is used for reporting purposes only. See Activity
Index (ACTV) for valid values.

Conditional. Required on all revenue transactions. Enter the
revenue source that defines the type of revenue recorded on
this line. See Revenue Source Index (RSRC) for valid values.
Sub-Revenusds required ifSub-Revenue Source Required
on Revenue Source (RSR2)Yiss [Y] See Sub-Revenue
Source (SREV) for valid values.

Optional. Enter any additional information about a line here.

Required. Enter the Program Budget Unit element for the
items listed on this document. See Program Reference Table
(PRFT) for valid values. The Appropriation Program element
and Allotment Program element will be inferred from PRFT
based on Program Budget Unit.
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Field

Description

Function

Object/Sub

Job Number

Rept Cat

BS Account

Rate Code

Conditional. Required ifxpense Budget Function Option
on Fund Agency Index (FAGY) i¥ (required on budget and
accounting) oA (required on accounting) and if the
receivable is referencing and expense budget line.

Conditional. Required on reimbursement transactions only.
Leave blank otherwise. See Object Index (OBJT) for valid
values.

Sub-Objectis required on reimbursement transactions only if
Sub-Object Requiredis selectedY] on Expense Budget
Inquiry (Extended) (EEX2). Leave blankObject is not
entered. See Sub-Object (SOBJ) for valid values.

Conditional. Required on revenue transactidob iNumber
Required on Revenuds Required [Y] or Required if Job
Number Revenue is Required on Activity [ Organization
(ORG2). Required on expenditure transactiodekf
Number Required on Spendingon Organization (ORG2) is
Required on Expenditure Transactions [} Required if
Job Number Spending is Required on Activity [/§ee Job
Index (JOBT) for valid values.

Conditional. Required on revenue transactidRspbrting
Category Required on Revenue Transactiois Yes [Y]on
Agency (AGC2). Required on expenditure transactions if
Reporting Category on Agency (AGC?2) is:

Required on Pre-encumbrance Transactions [1],
Required on Encumbrance Transactions [2], or
Required on Expenditure Transactions [3].

See Reporting Category (RPTG) for valid values.

Conditional. Required on balance sheet transactions; leave
blank on revenue transactions. See Balance Sheet Account
Index (BACC) for valid values.

Conditional. RequiredAimount is blank. Enter the code
used to define the billing rate per unit of measure. See Billing
Rate (BRTE) for valid values.

Receivable (RE)
MARS0899
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Field

Description

Quantity

Unit

Amount

Def/Inc/Dec

Conditional. Required Rate Codeis entered. Enter the
number of units consumed by the customer.

Conditional. Required iRate Codeis entered. Enter the unit
of measure of the goods consumed by the custornieatdf
Codeis entered, this field is inferred from Billing Rate
(BRTE).

Conditional. Required if eith&ate Codeor Number of

Units is not entered. This is the dollar amount of the items
described on the line. You can enter this manually, or let the
system compute it as:

Billing rate (based oRate Codg * Number of Units.

If this is a modification of a previous line, enter the amount of
the increase or decrease here. The decimal point is optional,
but you must enter two decimal places for cebefault/
Increase/Decreaséndicates whether this field is added or
subtracted from the original amount.

Defaults tdefault [blank]. Valid values on a modification
transaction aréncrease [I] or Decrease [D] Valid values on

a new transaction ai@efault [blank] or Increase [l].
SelectingDecrease [Dpn a new transaction indicates that the
receivable is establishing a credit balance.
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Other Attributes View

Field

Description

RE Type

Text Exists

Off Bld Rec
Account

Adjustment
Reason Code

Instruction Code

Comments

Optional. Enter the type of receivable document.

S
The receivable is a summary receivable and not for
billing to customers.

Receivable contains only interest lines. All lines
must contain the interest revenue source from
Revenue Options (ROPT). (Modifying receivables

only.)

Receivable contains only late fee lines. All lines must
contain the late fee revenue source from Revenue
Options (ROPT). (Modifying receivables only.)

Select the Text Exists flag to access Receivable Text (RETX)
through the Additional Description tab in order to enter text. If
selectedY], the text flag on Open Receivable Header Inquiry
(OREH) will be checked when the RE is processed.

Default is inferred from Revenue Source Index (RSRC) or
System Special Accounts (SPEC). Enter the balance sheet
account used to record the offset entry. See Balance Sheet
Account Index (BACC) for valid values that are also assets.
This is the offset billed receivables account for all of the
receivable lines.

Required if modifying or canceling RE. Enter the Reason
Code that specifies the reason for modifying or canceling this
RE. See Receivable Adjustment Reason (REAR) for valid
values.

Defaults tmstruction Code on Billing Profile (BPRO) for
billing codes which specify invoices. Enter the code used to
specify that special instructions are printed on an invoice. For
statements, do not enter this field; it defaults from Billing
Profile (BPRO) when the statement is generated.

Optional. Enter a description of the document. Comments are
used as transaction descriptions on customer statements.

Receivable (RE)
MARS0899
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Customer Details View

= Batch:

Date of Record

Document: RE 470 00000000000 =]
I / ! Accounting Period I 4 Budget FY I

& New = Modification " Cancellation

Billing Code | Customer Code | - RE Due Date | ! /

™ Thid Party Document Tat I Calculated Tat '
Line I_ Fund I Appr Unit BS Account

Agency I Function I Rate Code

Org#Sub | ! | Object / Sub | / I Quantity

Auctivity | Job Mumber | Uit

Rewv Srce 4 Sub | £ | Rept Cat | Amnaunt

D'escription |

& Def € Ine © Dec

Other Attributes

MName
Address

City

State I_ Zip | -

Field

Description

Name

Address, City,
State, Zip

Conditional. Required and must be entered manuallyREhe
Type is notS (summary). If the customer is not
miscellaneous, the name is inferred from Customer
Information (CUS2) and cannot be changed.

Conditional. Required and must be entered manually iRtee
Type is notS (summary). If the customer is not
miscellaneous, the name is inferred from Customer
Information (CUS2) and cannot be changed.
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RECEIVABLECREDIT MEMO (RM)

2 Batch: Document: RM 470 00000000000 - [O]x] I
Date of Recard W Acctg Period If Budget Fr’ I_
Customer Code | : RE Due Date W
1 Tk Partn Billing Code I— Diocument Total I—
Calzulated Tatal I—
I B — A
Line I_ Fund I_ Appr Unit I— BS Account I— =
Agency I_ Function I_ Rate Code I—
Drg / Sub [ 4 ObectfSub [ /)| Duaniy Eal
vty I_ Job Mumber I— Lt I—
Rev Srce / Sub I— JI_ Rept Categom I— Amount I—
D escription | Def / Inc / Dec IW
=
Other Attibutes | LCustomer Details |
RE Type I_ Adjustment Reason Code I_
OFf Bld Ree Account =
Ingtruction Code
Comments

The Receivable Credit Memo (RM) document modifies or cancels a Receivable (RE)
document. Th&ransaction ID of the Receivable Credit Memo (RM) must match the
Transaction ID of the Receivable (RE) you are referencing in order for the system to
correctly infer the protected fields.

Field Description

Date of Record Defaults to the current date. Enter the natedd yy of the
receivable credit memo.

Acctg Period Default is inferred based Date of Record Ensure that you
enter an open period and that it is not a future period.

Budget FY Default is current fiscal year. Ensure that you enter an open
budget fiscal year and that it is not a future fiscal year.

EEEEEEEEEEEEEEEEEEEEEEEEE
Receivable Credit Memo (RM) 499

MARS0899



500

Field

Description

Customer Code

RE Due Date

Third Party

Billing Code

Document Total

Calculated Total

Line

Fund

Agency

Org/Sub

Activity

Rev Srce/Sub

Description

The customer credited is displayed. This field is inferred from
the original Receivable (RE).

The date when payment for the receivable is due is displayed.
This field is inferred from the original Receivable (RE)
document.

If selectedY]], a third party is billed. This field is inferred
from the original Receivable (RE) document.

The billing code that identifies the billing profile for invoice
or statement generation is displayed. This field is inferred
from the original Receivable (RE) document.

Required. Unsigned net amount of all lines entered on the
document. Equal to the total of all line amounts.

The system computed total of the line amounts is displayed.

Required. Enter a unique number for each document line. This
field must match the line number of the original Receivable
(RE) line that you want to modify.

The fund code for which revenue was earned is displayed.
This field is inferred from the original Receivable (RE).

The agency for which the revenue was earned is displayed.
This field is inferred from the original Receivable (RE) line.

The organization and sub-organization for which the revenue
was earned is displayed. This field is inferred from the
original Receivable (RE) line.

The activity for which the revenue was earned is displayed.
This field is inferred from the original Receivable (RE) line.

The revenue source and sub-revenue source for which the
revenue was earned is displayed. This field is inferred from
the original Receivable (RE) line.

The description associated with this line is displayed.
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Field

Description

Appr Unit

Function

Object/Sub

Job Number

Rept Category

BS Account

Rate Code

Quantity

Unit

Amount

Def/Inc/Dec

The program budget unit is displayed. This field is inferred
from the original Receivable (RE) line.

The function associated with this line is displayed. This field
is inferred from the original Receivable (RE) line

The object and sub-object associated with this line are
displayed. These fields are inferred from the original
Receivable (RE) line.

The job number associated with this line is displayed. This
field is inferred from the original Receivable (RE) line.

The reporting category associated with this line is displayed.
This field is inferred from the original Receivable (RE) line.

The balance sheet account associated with this line is
displayed. This field is inferred from the original Receivable
(RE) line.

The code used to define the billing rate per unit of measure is
displayed. This field is inferred from the original Receivable
(RE) document.

The number of units purchased by the customer is displayed.
This field is inferred from the original Receivable (RE)
document.

The unit of measure of the goods purchased by the customer is
displayed. This field is inferred from the original Receivable
(RE) document.

Required. Enter the dollar amount of the decrease to the
original Receivable (RE) line. The decimal point is optional,
but you must enter two decimal places for cents.

Increase [lI], Decrease [D] or Default [blank] is displayed.
This field will post the opposite direction of the original
Receivable (RE) document.
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Other Attributes View

Field Description

RE Type S (summary) is displayed to indicate that a receivable is a
summary receivable and not for billing to customers. This
field is inferred from the original Receivable (RE) document.

Adjustment Required if modifying or canceling RE. Enter the Reason

Reason Code

Off Bld Rec

Account

Instruction Code

Comments

Code that specifies the reason for modifying or canceling this
RE. See Receivable Adjustment Reason (REAR) for valid
values.

The balance sheet account used to record the offset entry is
displayed. This field is inferred from the original Receivable
(RE) document.

The instruction code used to specify that the document needs
special instructions printed on an invoice is displayed. This
field is inferred from the original Receivable (RE) document.

Description of the document is displayed. This field is inferred
from the original Receivable (RE) document.
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Customer Details View

E_Batch: Document: EM 470 00000000000 M= E3 I
Date of Record # Actg Peniod If Budget FY' l_

Customer Code i RE Diue Date #

1 TR artn Billing Code I— Document Total

Calculated Tatal I

I B
Line I_ Fund | Appr Unit | BS Account | =
Aagency | Function | Fate Code |
Org / Sub | .-"I Obiject # Sub | a’l Quantity |
Activity | Job Mumber | Uit |
Rew Srce / Sub I .-"I Rept Categomy I Amount I
Description | Def / lne # Dec I Default
Other Attibutes LCustomer Details
M arme
Address
City | State I Zip I :
Field Description
Name

Address, City,
State, Zip

The corresponding customer name is displayed. This field is
inferred from the original Receivable (RE) document.

The customer address and zip code information is displayed.
This field is inferred from original Receivable (RE) document.
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RECEIVERFROM PROCUREMENTDESKTOP
(RCP)

E_Batch: Document: RCP 470 00000000000 !EE
DateofFecord | /7 " Clear &l

& MNew  Modification i~ Cancellation Comments |
endor I I arne

|
Received by | Addess |
Caries I_ |
Murnber I— |
MHame |
Order Huantity / SCF Quankity / SCE Unit of  [tem Def /£
Line  Line Teference Order Ordered Dielivered Measue Code [N/ Dec

Commodity Code
Special Condition I

MHumber | Manuf Safety Data Sheet Included I Mo Enty vI

Manufacturer Mame |

D escription |

The Receiver from Procurement Desktop (RCP) records the receipt of goods
(commodities) against specific order lines from Procurement Desktop. This document
does not have any accounting consequences.

SelectAdditional Description to display Receiver Text (RCTX) when thext
indicator isStandard [S] Reference [R]or Custom [Y]

Field Description

Date of Record Default is the date the document is accepted. Enter the date
(mm dd yywhen the order was received.

Clear All Default is clearefblank]. Select ] to indicate that all the
goods are received, in good condition, and in the quantity as
ordered.
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Field Description
New/ Default isNew [E]. Valid selections are:
M0d|f|catlpn/ New [E]
Cancellation . L
[Action] This transaction is a new document (new entry).
Modification [M]
This transaction is modifying a previous document.
Modification [M] allows you to add lines to a
previous transaction, change the amounts of existing
lines (not codes), or cancel a line (decrease a line
amount to zero). On modified documents, all codes
must match the original document.
Cancellation [X]
This transaction is canceling an existing document.
You cannot cancel a document if it is referenced by
another document.
Comments Optional. Enter any notation you want associated with this
Receiver (RC).
Vendor Required. Enter the vendor that supplied the goods. You
cannot enter a miscellaneous vendor code on this document.
See Vendor Index (VEND) for valid values.
Name Display only. The name of the vendor is inferred from Vendor
(VEN2).
Received by Required. Enter the name of the person who accepted
delivery.
Address Display only. The address of the vendor is inferred from
Vendor (VEN2).
Carrier Optional. Enter a valid carrier code from Carrier (CARR).

Number, Name

Line

Display only. The carrier number and carrier name are
displayed.

Conditional. Required i€lear All is clearedjlank];
otherwise, leave blank. Enter the line number of the Receiver
(RC).
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Field Description

Order Line Conditional. Required@lear All is clearedljlank];
otherwise, leave blank. Enter the line number of the
referenced order commodity line.

Reference Order  Required. Enter the transaction code and unique number that
identifies the order against which the goods are received.

Quantity/SC $ Displays either the quantity ordered minus the quantity
Ordered received to date or the dollar amount of the services ordered
minus the services received to date.

Quantity/SC $ Required. Enter the quantity of goods received or the dollar

Delivered amount of the services received for this commaodity line. A
whole number defaults to three decimal places. Maximum
amount allowed 19999999.999

Unit of Measure  Conditional. Required if you are referencing a purchase order;
leave blank if you are referencing a service contract. Enter the
unit of measure for the ordered goods (for example, box, each,
dozen). See Unit of Measure (UNIT) for valid values.

Item Code Optional. Enter a user-defined code to identify the item
ordered. Used by the Inventory Control Subsystem to identify
a commodity/item combination (stock item) in the warehouse.
See Inventory (INV3) for valid item/commodity
combinations.

Def/Inc/Dec Default iDefault [blank]. If you are modifying the quantity,
selectincrease [I] or Decrease [D] otherwise, seledefault
[blank].

Commodity Defaults to the value entered on the referenced order. Enter

Code the commodity code identifying the order against which goods

are received. See Commodity (COMT) for valid values.
Ensure that you enter the same value used on the referenced
document.
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Field

Description

Text

Partial/Final
Indicator

Special
Condition
Number
Manuf Safety

Data Sheet
Included

Manufacturer
Name

Description

Defaults td\None [blank] If you want to associate additional
text with this transaction, select the appropriate text:

Standard [S]
The text entered on Standard Specification (STDS)
for this commodity is used.

Reference [R]
TheText indicator on the requisition referenced on
this commaodity line determines the text associated
with this purchase order.

Custom [Y]
The text entered on Receiver Text (RCTX) is used.
SelectAdditional Description to leaf to the
Receiver Text (RCTX) entry for this transaction.

No Change [blank]

Default isDefault [blank]. Valid selections arBefault
[blank], Partial [P] for partial receipt anéinal [F] for final
receipt.

Optional. Enter any special condition associated with the
receipt of goods for this line.

Optional. Enter the number of the manufacturer for this
commodity code.

Default isNo Entry [blank]. Required iiMSDS is selected

[Y] on Commodity (COMT). Indicates that a Materials Safety
Data Sheet (MSDS) was received for this commodity line.
Valid values are¥es [Y] No [N], andNo Entry [blank].

Optional. Enter the name of the manufacturer for this
commodity code.

Optional. Enter any remarks to describe the shipment.

Receiver from Procurement Desktop (RCP)
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REQUISITION(RQ)

& New  Modification

E_Batch: Document: RA 470 00000000000 M=l &3
Date of Record I ! ! Acct Period I ! Budget FY' |

Requizition Type " Outside Yendor " Internal & Default / Mo Change

Document Total I Calculated Document Total I

Comments I Seller Fund I Seller Agency I

Appr
Line Mo Fund Agency Org %L:S LIt Activity  Function  Object %Lfl Nd;’;e[ Termini
| T 1 10 I I I 1 |

Fiept Categary I Riequisition Amaunt I e /Dec &

A Requisition (RQ) records the intention to purchase goods or services and pre-
encumbers the funds for reporting.

Field

Description

Date of Record

Acct Period

508

Default is the date the system accepts the document. Enter the
date (nm dd yythat you want to associate with these
transactions, usually the current date. You cannot enter a
future date.

Default infers the accounting period frbate of Record If
you want these transactions recorded in another accounting
period, enter the desired open period, using fiscal month and
fiscal year. You cannot enter a future accounting period.
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Field

Description

Budget FY

New/
Modification
[Action]

Comments

Seller Fund

Seller Agency

Requisition Type

Default is the current fiscal year. If you want these
transactions recorded in some other fiscal year, enter the
desired open fiscal year. You cannot enter a future budget
fiscal year.

Default isNew [N]. Valid values are:

New [E]
Indicates this is a new entry (new document).
Modification [M]

Note: This lets you change the amounts of existing lines (not
codes) or cancel a line (decrease a line amount to zero).
On modification transactions, all values must match
the original document.

Optional. Enter a descriptive note pertaining to this document.

Conditional. RequiredRequisition Typeis Internal [2];
otherwise, leave blank. Enter the fund you want credited for
this sale. Refer to Fund Index (FUND) for valid values.

Conditional. RequiredReequisition Typeis Internal [2];
otherwise, leave blank. Enter the agency you want credited for
this sale. Refer to Agency Index (AGCY) and Fund Agency
Index (FAGY) for valid values.

Default iBefault/No Change [blank] Valid values are:

Outside Vendor [1]
The purchase is made from an outside vendor.
Internal [2]
The purchase is made between agencies within the
entity.
Default/No Change [blank]
No change is made to the requisition type on a
modification.

Requisition (RQ)
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Field

Description

Document Total

Calculated
Document Total

Line No

Fund

Agency

Required. Enter the net amount of all lines on the document,
not including tax if the tax codes used on the documern are
(use tax) on Tax Code (TAXT). To compute this amount:

1. Add all the increase amounts.
2. Add all the decrease amounts.
3. Subtract the smaller of these amounts from the larger.

4. If the tax codes used are markéduse tax) on Tax Code
(TAXT), add together all the adjustment amounts on the lines
(pay attention to signs) and subtract that amount from the
result of #3

5. Enter that amount.

Display only. This field contains the system-computed total of
the line amounts.

Required. Enter a different two-digit number for each line on
the document. Numbe@9to 99 are valid. This number is

used later for either a payment voucher or manual warrant to
reference this requisition line.

Required. Default is inferred from Organization (ORG?2)
based on the agency and organization entered on this
document. If this is a modification to a previously entered
document, fund is inferred from the original document.
Otherwise enter a valid fund.

Required. Enter the agency paying for this item. Refer to
Agency Index (AGCY) and the Fund Agency Index (FAGY)
for valid values.

If this is a modification document amitior Document
Referenceon System Control Options (SOP2)/ss [Y] this

field is optional. If entered, it must match the original
document. On balance sheet transactions, it is required when
Reporting Categoryis entered.Agencyis required to

validate the reporting category code.)
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Field Description

Org Conditional. Required wheDbject is entered if th&xpense
Budget Organization Option on Fund Agency Index
(FAGY) isY (required on budget and accountingPor
(required on accounting). Otherwise, it is used for reporting
purposes only. Enter a valid value from Organization Index
(ORGN).

If this is a modification document amidtior Document
Referenceon System Control Options (SOP2)/ss [Y] this
field is optional. If entered, it must match the original
document.

Sub-Org You must enter an organization before you can enter a
sub-organizationSub-Organization is required ifSub-
Organization Required on Spendingon Organization
(ORG2) isRequired [Y]or Required on Encumbrance
Transactions [2] Otherwise, an entry is optional. See
Sub-Organization (SORG) for valid values.

Appr Unit Required. Enter the Program Budget Unit element for the
items listed on this voucher. See Program Reference Table
(PRFT) for valid values. The Appropriation Program element
and Allotment Program element will be inferred from PRFT
based on Program Budget Unit.

Activity Default is inferred from Organization (ORG2), if it is included
there.

Required whe®bject is entered iExpense Budget Activity
isY (required on budget and accountingPofrequired on
accounting) on Fund Agency Index (FAGY). Enter the
activity which will be charged for the items on this accounting
line. See Activity Index (ACTV) for valid values.

Values on documents override the values on Organization
(ORG2).
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Field

Description

Function

Object

Sub-Obj

Job Number

Termini

Conditional. Required @bject is coded ané&xpense

Budget Function Option on Fund Agency Index (FAGY) is
Y (required on budget and accountingofrequired on
accounting). Default is inferred from Organization (ORG?2);
or from Activity (ACT2), if Function is not entered on
Organization (ORG2). Refer to Function (FUNC) for valid
values.

If this line references another document, the function entered
in this field must match the other document.

Conditional. Leave this field blank on a balance sheet
transaction; otherwise, enter the value that best describes the
item or service that is requisitioned. Do not enter a personal
services object. Refer to Object Index (OBJT) for valid values.

If this is a modification document amitior Document
Referenceon System Control Options (SOP2)ss [Y] this
field is optional. If entered, it must match the original
document.

Sub-object is required on an expenditure documedjéct

is entered an&ub-Object Requiredis selectedY] on

Expense Budget Inquiry (Extended) (EEX2). Otherwise, this
field is optional. See Sub-Object (SOBJ) for valid values.

Conditional. Organizations and activities can be defined to
require the entry of a job number. Refer to Organization
(ORG2) or Activity (ACT?2) for details.

Otherwise, this field is optional. Jfob Costis Yes [Y]on

System Control Options (SOP2), enter a job nhumber. See Job
Index (JOBT) for valid values. [fob Costis No [N] on

System Control Options (SOP2), enter a project number or
general reporting category.

Conditional. Required ifermini Validation Indicator is
selected on Agency Project (AGPR) for this project. Enter the
mile point, range of mile points, or bridge identifier at which
work is performed for a given Highway Route. See Termini
Reference Table (TERM) for valid values.
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Field

Description

Rept Category

Requisition
Amount

Inc/Dec

Conditional. Required wi@hbject is entered anReporting
Category Required on Spendingpon Agency (AGC2) is:

Required on Pre-Encumbrance Transactions [1],
Required on Encumbrance Transactions [2J; Required
on Expenditure Transactions [3]

Otherwise, this field is optional. Refer to Reporting Category
(RPTG) for valid values.

If this is a modification document amidtior Document
Referenceon System Control Options (SOP2)/ss [Y] this
field is optional. If entered, it must match the original
document.

Required. Enter the dollar amount of the requisition, in dollars
and cents (the decimal point is optional). Do not enter the
dollar sign or commas. On modifying transactions, enter the
amount of the change.

Note: The requisition line amount does not have to equal the
purchase order line amount that references this
requisition.

Default idncrease [I] on a new document. Required on a
modification document. Valid values @dec [D] orInc [I] .

Requisition (RQ)
MARS0899
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REQUISITION(EPS) (RX)

IEEEEEEEEEEEEEEER

= Batch: Document: RX 470 00000000000 H=] E3
Date of Record I ! ! Acctg Period I ! Budget FY
& New " Maodification ¢ Cancellation Euilding / Room /
Wendor Delivery Date I ! ! Ship to / Bill To /!
Marme Wendor Phone
Contact Itemn Tatal
Freight I Acchg Details I Cornm Details I Carnmn Line |
Other Attributes
Address | Comment I
| BS dccount I
| Warehouse I
Fesponzible Agency / Org I / I RequestedBy |
Phare
Responsible Person
Option
Feguistion Type I_ Dizcount Code I_ Tax Code I
Commodity / Acctg Linking I Diefault vI Change Order Tracking I Diefault vi

The Requisition (EPS) (RX) document records a request for a future purchase of
goods or services. It also pre-encumbers the funds for financial reporting.

SelectAdditional Description to display Requisition Text (RXTX) when tfiext
indicator isStandard [S]or Custom [Y]

Field Description

Date of Record Defaults to the date that the system accepts the document.
Enter the datenim dd yy that you want to associate with the
transaction, usually the current date. Future dates are not
valid.

Acctg Period Default is inferred from tliate of Record If you want this

transaction recorded in another accounting period, enter the

desired, open perioanMm yy. Future periods are not valid.
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Field

Description

Budget FY

New/
Modification/
Cancellation
[Action]

Building/Room

Vendor

Delivery Date

Ship to/Bill to

Name

Default is applied to the budget of the current fiscal year. If
you want this transaction recorded in another budget fiscal
year, enter the desired open fiscal year.

Defaults toNew [E]. Valid values are:

New [E]
This is a new document (new entry).

Modification [M]
This transaction is modifying a previous document.
Modification [M] allows you to add lines to a
previous transaction, change the amounts of existing
lines (not codes), or cancel a line (decrease a line
amount to zero). On a modification transaction, all
codes must match the original document.

Cancellation [X]
This transaction is canceling an existing document.
You cannot have referenced the document you want
canceled in any way; for example, the Centralized
Purchase Order (PC) or the Payment Voucher (PV)
document.

To change codes for an existing line, you must cancel the
existing line and enter a new line. You can enter both these
lines on the same document by selechtaglification [M].

Optional. Enter the building and room to which you want the
order delivered.

Optional. Enter the code of the special vendor that you prefer
to use for these goods. See Vendor Index (VEND) for valid
values.

Required. Enter the datenf dd yywhen you must receive
the goods.

Required. Enter the receiving location and the billing location.
See Shipping Address (SHIP) and Billing Address (BILL) for
valid values.

Optional. Enter the name of the preferred vendor.
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Field

Description

Vendor Phone

Contact

Item Total

Optional. Enter the area code and phone nunmipeniin-
nnnr) of the preferred vendor.

Defaults to the vendor contact listed on Vendor (VENZ2). Enter
the name of the person to contact if different from vendor
name. If a valid vendor code is used, this information is
brought forward to the screen.

Display only. This field displays the net total cost of all
commodity lines entered on this document.
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Other Attrib View

Field Description

Other Attributes

Address Default is inferred from Vendor (VEN2) based on the vendor
code entered. Required\iendor is blank or if a
miscellaneous vendor code was used; otherwise, optional.
Enter the address of the vendor. Use the third address line for
the city, state, and zip code.

Comment Optional. Enter any notation you want associated with this
order.

BS Account Optional. Required when using the consumption method for
purchasing inventory items; for example, wi@msumption
Method is selectedY] on Warehouse Management (WHS2).

Warehouse Optional. Enter the warehouse where goods on this order are
shipped. See Warehouse Management Index (WHSE) for
valid values. This field is used by the Inventory Control
Subsystem to validate the commodity/item combination (stock
item) within the warehouse.

Responsible Responsible Agencylefaults to the agency entering the

Agency/Org document. Enter the agency that is placing this order. See

Requested by

Organization
Name
Phone

Responsible
Person

Agency Index (AGCY) for valid values.

Responsible Organizationis required. Enter the responsible
organization within the responsible agency. See Organization
Index (ORGN) for valid values.

Required. Enter the name of the person making the request for
goods or services.

Displays the organization name associated Rébponsible
Organization.

Required. Enter the phone number of the requestomgin-
nnnn.

Required. Enter the name of the person to whom you want
questions addressed about the requisition.
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Field

Description

Options

Requisition Type

Discount Code

Tax Code

Commodity/
Acctg Linking

Change Order
Tracking

Optional. If this is an emergency requisition dntéthis is a
change order modification, ent€r Otherwise, this field is
user-defined. Enter any one-character identification.

Optional. To use this fie@pmmodity/Accounting Linking
must beYes [Y] Enter a discount code to apply a percent of
discount to this requisition. This percent applies to all
commodity lines that do not contain a discount code or
discount amount. A valid purchase order discount code will
have the®?O Discount Flagset toY on Discount Type
(DISC).

Default is inferred from Tax Code (TAXT). To use this field,
Commodity/Accounting Linking must beYes [Y] Enter the
code representing the tax rate you want to use for this
document. See Tax Code (TAXT) for valid values. If entered,
it is used to calculate tax on any line that does not have a line
tax code entered or inferred.

Optional. If you have installed EPS with linking, seldct

[N] to turn off the linking between accounting and commodity
lines for this document only. Otherwise, selBefault

[blank]. This field defaults t&Yes [Y]when theExtended
Purchasingoption on System Control Options (SOP2) is
Installed with Linking [L].

If the Extended Purchasingoption on System Control
Options (SOP?2) itnstalled [Y], the only valid value for this
field is Default [blank].

Conditional. On a new entry, this field is inferred from EPS
System Control Options (ESOP) and you cannot override that
value. On a modification entry, this field is only used if
Change Order Tracking is selectedY] on EPS System

Control Options (ESOP); otherwise, selBetffault [blank].

Open Purchase Order Header Inquiry (OPPH) indicates the
date of the last modification and the number of modifications
made to the order. Selexs [Y]to track this change to this
purchase order, do [N] if you do not want to track this
modification.

518
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Freight View

= Batch: Document: RX 470 00000000000 M= E3
Date of Record I ! ! Aoty Period I ! Budget FY
& Hew  Modification " Cancellation Building / Faam 4
Wendor Delivery Date I ! ! Ship to / Bill To !
Mame Wendar Phone
Contact Item Total
Other &ttrib Acctg Details I LCormnm Details | Camm Line I
Freight
Freight Charge B asis | Default =] Caloulated
Amount Def # lne # Dec Armniount
Freight | (O e e
Tatal (O S
Quantity O R
Field Description
Freight

Freight Charge  Default isDefault [blank]. To use this field, you must turn on

Basis linking. This field indicates whether or not freight charges
influence the total cost of this commodity and what method is
used to calculate those charges. Valid selections are:

Default [blank]

By Quantity [Q]
Prorate the freight total for the current transaction
across all commodity lines by quantity.

By Line [D]
Prorate the freight total for the current transaction
across all commodity lines by pre-tax-amount.

By Commaodity [C]
Allow users the option of entering freight on
individual commodity lines.
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Field

Description

Freight
(Amount)

Freight
(DeflInc/Dec)

Total (Amount)

Total
(DeflInc/Dec)

Total
(Calculated
Amount)

Quantity
(Amount)

No Freight Allowed [N]
Do not include freight on this document or on any
future document that references this document.
No Change [blank]
If this field is left blank, freight is not included on
this document.

Conditional. Required iFreight Charge Basisis By
Quantity [Q] or By Line [D]. Enter the total freight charge for
this document.

If Freight Charge Basisis By Commodity [Cland this field

is blank, the freight total for the document is supplied by the
system. If this field is entered, regardless of the value in
Freight Charge Basis it must equal the sum of all
commodity line freight amounts.

Default isDefault [blank]. If you are modifying-reight
Amount, selectincrease [I] or Decrease [D] otherwise,
selectDefault [blank].

Conditional. Required Hreight Charge Basisis By

Line [D]; leave blank ifFreight Charge Basisis any other
value. Enter the total cost of all commodity lines on this
document before tax and freight, but after discounts are
factored in.

Default isDefault [blank]. If you are modifyingTotal
Amount, selectincrease [I] or Decrease [D] otherwise,
selectDefault [blank].

Displays the system calculated pre-tax, pre-freight, and post-
discount total amount for the document. This amount is used
to verify that the user-supplied total amount is correct and is

only calculated iFreight Charge Basisis By Line [D].

Conditional. Required iFreight Charge Basisis By
Quantity [Q]; leave blank ifreight Charge Basisis
anything else. Enter the total quantity of the document.
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Field

Description

Quantity
(DeflInc/Dec)

Quantity
(Calculated
Amount)

Default isDefault [blank]. If you are modifyingQuantity
Amount, selectincrease [I] or Decrease [D] otherwise,
selectDefault [blank].

Displays the system calculated total quantity for the
document. This quantity is used to verify that the user-
supplied total quantity is correct and is only calculated if
Freight Charge Basisis By Quantity [Q]
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Acctg Details View

= Batch: Document: RX 470 00000000000 M= E3
Date of Record I ! ! Aoty Period I ! Budget FY ,_
& New = Madification " Cancellation Building / Room /
Wendor Delivery Date I ! ! Shipto /Bill Ta /!
Mame Yendor Phone
Contact Item T atal
Other Attrib I Freight Comm Details I Carnm Line |
Line [ | Appr Unit Job Mumber I— =
Fund Activity T ermini
Agency Function Fept Cat Def / Inc / Dec
Org / Sub / | Obj / Sub Armount O o o
Line | Appr Unit Job Mumber
Fund I Activity Termini
Agency I Function Fept Cat Def / Inc / Dec
Org / Sub I / I Okj / Sub I a"l Armount (O S
-
4] | _’lJ
Field Description
Line Required. Enter a different number for each line on the

document. Numbers frofil to 99 are valid as line numbers.
This number is used later on a purchase order to reference this
requisition.

Fund Required. Default is inferred from Organization (ORG?2)
based on the agency and organization entered on this
document. Enter the fund that you want to charge for this
requisition. See Fund Index (FUND) for valid values.

Agency Required. Enter the agency purchasing the item named on this
line. See Agency Index (AGCY) and Fund Agency Index
(FAGY) for valid values.
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Field Description

Org/Sub Organization is required ifExpense Budget Organization
Option on Fund Agency Index (FAGY) is setYo(required
on budget and accounting) Ar(required on accounting).
Otherwise, used for reporting purposes only. Enter the
organization purchasing the item named on this line. See
Organization Index (ORGN) for valid values.

Sub-Organizationis required ifSub-Organization
Required on Spendingon Organization (ORG2) is:

Required [Y],
Required on Pre-Encumbrance Transactions [1], or
Required on Encumbrance Transactions [2].

Otherwise, this field is optional. Enter the sub-organization
purchasing the item named on this line. See Sub-Organization
(SORG) for valid values. You must enter an organization
before you can enter a sub-organization.

Appr Unit

Conditional. Required ikppropriation Control Option isC

(full control) orP (presence control) on Fund Index (FUND).
Enter the program budget unit which will be charged for the
items listed on this requisition. See Program Reference Table
(PRFT) for valid values.

Activity Conditional. Default is inferred from Organization (ORG2), if
it is included there. RequiredBfxpense Budget Activity
Option is Y (required on budget and accounting)Por
(required on accounting) on Fund Agency Index (FAGY).
Enter the activity related to this requisition. See Activity Index
(ACTV) for valid values.

Function Conditional. Default is inferred from Organization (ORG?2);
or from Activity (ACT2), if a function is not entered in
Organization (ORG2).

Required ifExpense Budget Function Optioris Y (required

on budget and accounting) Ar(required on accounting) on
Fund Agency Index (FAGY). Enter the function related to this
requisition. See Function (FUNC) for valid values.
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Field

Description

Obj/Sub

Job Number

Rept Cat

Amount

Termini

Object is conditional. IfConsumption Method is selected

[Y] on Warehouse Management (WHS2), this field is
optional; otherwise, it is required. Enter the object from
Object Index (OBJT) that best describes the item named on
this line. You cannot enter a personal services object.

Sub-Objectis required ifSub-Object Requiredis selected

[Y] on Expense Budget Inquiry (EXP2 or EEX2); otherwise,
this field is optional. Enter the sub-object from Sub-Object
(SOBJ) that best describes the item named on this line.

Conditional. Organizations and activities can be defined to
require the entry of a job number. Refer to Organization
(ORG2) or Activity (ACT?2) for details.

Otherwise, this field is optional. Job Costis Yes [Y]on

System Control Options (SOP2), enter a job humber. See Job
Index (JOBT) for valid values. [fob Costis No [N] on

System Control Options (SOP2), enter a project number or
general reporting category.

Conditional. RequiredRfeporting Categoryon Agency
(AGC2) is:

Required on Pre-Encumbrance Transactions [1] or
Required on Encumbrance Transactions [2].

Otherwise, this field is optional. See Reporting Category
(RPTG) for valid values.

Conditional. If linking is turned on, the system automatically
calculates this field based on the amounts entered on the
commodity lines. If linking is not used, the sum of the
accounting lines must equal to sum of the commodity lines.
Enter the cost charged to this accounting distribution.

Conditional. Required ifermini Validation Indicator is
selected on Agency Project (AGPR) for this project. Enter the
the mile point, range of mile points, or bridge identifier at
which work is performed for a given Highway Route. See
Termini Reference Table (TERM) for valid values.
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Field Description

Def/Inc/Dec Default i©efault [blank]. If you are modifyingAmount,
selectincrease [I] or Decrease [D] otherwise, seledefault
[blank].
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Comm Details View

= Batch: Document: RX 470 00000000000 M=l B3
D ate of Record T Acctg Period IT Budget FY'
* MNew  © Modification ' Cancellation Building / Roam 4
Wendar | DelveyDate | / /| Shipto/Bil To — A
Mame Wendor Phone
Caontact Itern Tatal
Other Attrib Freight I Acchg Details Comm Line |

Line Aokt Def / Inc / Dec =

Commadity Code Quantity [ (G S

Itemn Code [ | UritCost | &

Unit of Measure | Line Total

AccourtingLine | Digeaunt (IR oS

Text m Tax e

Dizcount Cade [ | Freight (G S

Tax Code [ | TetalCost |

b arwf Mumber Mame

Description

Field Description

Line Required. Enter the requisition commodity line number

Comm Code

Quantity
(Amount)

Quantity
(DeflInc/Dec)

Item Code

526

associated with this commodity.

Required. Enter the commaodity code that identifies the goods
or services ordered. See Commodity Index (COMM) for valid
values.

Required. Enter the quantity of goods ordered, up to three
decimal places. A whole number will default to three decimal
spaces. Maximum quantity allowed9899999.999

Default isDefault [blank]. If you are modifyingQuantity
Amount, selectincrease [I] or Decrease [D] otherwise,
selectDefault [blank].

Optional. Enter a user-defined code to identify the item
ordered. Used by the Inventory Control Subsystem to identify
a commodity/item combination (stock item) in the warehouse.
See Inventory (INV3) for valid item/commodity
combinations.
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Field Description

Unit Cost Required. Enter the cost per unit of the goods ordered, up to
(Amount) six decimal points. A whole number defaults to six decimal
places.

Unit Cost (Def/  Default isDefault [blank]. If you are modifyindJnit Cost
Inc/Dec) Amount, selectncrease [I] or Decrease [D] otherwise,
selectDefault [blank].

Unit of Measure  Required. Enter the unit of measure for the ordered goods; for
example, box, each, dozen. See Unit of Measure (UNIT) for

valid values.
Line Total Displays the cost for the commaodity line before any discounts,
(Amount) taxes, or freight charges are factored in.
Acctg Line Defaults t®1. You can only use this field if you have

installed linking. Enter a valid accounting line number to
associate this commodity line with an accounting line.

Discount To use this field, you must turn on linking. If you have entered
(Amount) Discount Code(on theOther Attributes View or the
Commaodity Details View), leave this field blank. Default is
calculated by the system using the percentage associated with
Discount Code

Otherwise, this field is optional. Enter a flat discount amount
for this commodity line.

Discount Default isDefault [blank]. If you are modifyingdDiscount
(Def/Inc/Dec) Amount, selectncrease [I] or Decrease [D] otherwise,
selectDefault [blank].

Text Defaults td\None [blank] If you want to associate additional
text with this transaction, select the appropriate text:

Standard [S]
The text entered on Standard Specification (STDS)
for this commodity is used.
Custom [Y]
The text entered on Requisition Text (RXTX) is
used. SelecAdditional Description to leaf to the
Requisition Text (RXTX) entry for this transaction.
No Change [blank]

EEEEEEEEEEEEEEEEEEEEEEEEE
Requisition (EPS) (RX) 527

MARS0899



528

Field

Description

Tax (Amount)

Discount Code

Freight
(Amount)

Freight
(DeflInc/Dec)

Tax Code

Total Cost
(Amount)

Manuf Number

Name

To use this field, you must turn linking on. Displays the
system-calculated tax amount for this line from quantity,
discounted unit cost, and the tax rate associated with the tax
code applied to this line.

Optional. To use this field, linking must be turned on. Enter a
discount code to apply a percent of discount to this
commodity line. A valid purchase order discount code will
have thePO Discount Flagset toY on Discount Type
(DISC). This value overrideiscount Codeon theOther
Attributes View of this document.

Optional. You can only use this field if linking is turned on
andFreight Charge Basisis By Commodity [C] otherwise,
leave blank. Enter the amount of freight to be added into the
total cost of this commodity line.

Default isDefault [blank]. If you are modifying-reight
Amount, selectincrease [I] or Decrease [D] otherwise,
selectDefault [blank].

Default is inferred and the system does not display it. To use
this field, linking must be turned on. Enter the code
representing the tax rate used for this line only. See Tax Code
(TAXT) for valid values. If entered, ensure that the value
entered has the same tax typ&as Code on theOther
Attributes View of this document and all other line tax codes.

Optional. Enter the total cost of the commaodity line. This cost
is calculated by multiplying the discounted price by quantity
and adding the tax amount and freight amount. The quantity of
units multiplied by the discounted price per unit plus the tax
amount plus freight charges for this line.

Optional. Enter the number of the manufacturer for this
commodity line.

Optional. Enter the name of the manufacturer for this
commodity line.
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Field Description

Description Defaults to the description entered on Commodity (COMT)
for the commodity used on this line. Enter any comments you
want associated with this requisition line.
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Comm Line View

"_Batch: Document: RX 470 00000000000 =]
[ ate of Record I ! ! Acctg Period I ! Budget FY'
& MNew  Modification ' Cancellation Building # Roam /
“endor Delivery [ ate I ! ! Shipto /Bill To !
MName Wendaor Phone
Cortact Itern Tatal
Other Attrib Freight I Acctg Details I Cornm Details
Line Commadity Code Item Uit Quantity Def /Inc / Dec Uriit Cost Def / Inc / Dec
- -] cccol e cc

Note: Descriptions are provided on tiemmodity Details view.
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REQUISITIONFROM PROCUREMENTDESKTOP

(RQP)

& Mew  Modification

Requizition Type € Dutside Yendar € Internal & Default / Mo Change

Document Total I Calculated Document Tatal I

E_Batch: Document: RAP 470 00000000000 !EE
Date of Recard | ! ! Acct Period I ! Budget Fr’ |

Comments | Seller Fund I Seller Agency I

Appr
Line Mo Fund Agency Org SD":S Lmit Activity Function  Object E'-Dubbi Ndno'ubber Termini
[ 1 T T 0 | | | 1 I

Fept Categary I Reguisition Amount I Ihc/Dec & O

A Requisition from Procurement Desktop (RQP) records the intention to purchase
goods or services and pre-encumbers the funds for reporting that are interfaced to
ADVANTAGE from Procurement Desktop (PD).

Field

Description

Date of Record

Acct Period

Default is the date the system accepts the document. Enter the
date (mm dd yythat you want to associate with these
transactions, usually the current date. You cannot enter a
future date.

Default infers the accounting period frbate of Record If
you want these transactions recorded in another accounting
period, enter the desired open period, using fiscal month and
fiscal year. You cannot enter a future accounting period.
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Field

Description

Budget FY

New/
Modification
[Action]

Comments

Seller Fund

Seller Agency

Requisition Type

Default is the current fiscal year. If you want these
transactions recorded in some other fiscal year, enter the
desired open fiscal year. You cannot enter a future budget
fiscal year.

Default isNew [N]. Valid values are:

New [E]
Indicates this is a new entry (new document).
Modification [M]

Note: This lets you change the amounts of existing lines (not
codes) or cancel a line (decrease a line amount to zero).
On modification transactions, all values must match
the original document.

Optional. Enter a descriptive note pertaining to this document.

Conditional. RequiredRequisition Typeis Internal [2];
otherwise, leave blank. Enter the fund you want credited for
this sale. Refer to Fund Index (FUND) for valid values.

Conditional. RequiredReequisition Typeis Internal [2];
otherwise, leave blank. Enter the agency you want credited for
this sale. Refer to Agency Index (AGCY) and Fund Agency
Index (FAGY) for valid values.

Default iBefault/No Change [blank] Valid values are:

Outside Vendor [1]
The purchase is made from an outside vendor.
Internal [2]
The purchase is made between agencies within the
entity.
Default/No Change [blank]
No change is made to the requisition type on a
modification.
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Field Description

Document Total  Required. Enter the net amount of all lines on the document,
not including tax if the tax codes used on the documendt are
(use tax) on Tax Code (TAXT). To compute this amount:

1. Add all the increase amounts.
2. Add all the decrease amounts.
3. Subtract the smaller of these amounts from the larger.

4. If the tax codes used are markéduse tax) on Tax Code
(TAXT), add together all the adjustment amounts on the lines
(pay attention to signs) and subtract that amount from the
result of #3

5. Enter that amount.

Calculated Display only. This field contains the system-computed total of
Document Total the line amounts.

Line No Required. Enter a different two-digit number for each line on
the document. Numbe@9to 99 are valid. This number is
used later for either a payment voucher or manual warrant to
reference this requisition line.

Fund Required. Default is inferred from Organization (ORG?2)
based on the agency and organization entered on this
document. If this is a modification to a previously entered
document, fund is inferred from the original document.
Otherwise enter a valid fund.

Agency Required. Enter the agency paying for this item. Refer to
Agency Index (AGCY) and the Fund Agency Index (FAGY)
for valid values.

If this is a modification document amidtior Document
Referenceon System Control Options (SOP2)/ss [Y] this

field is optional. If entered, it must match the original
document. On balance sheet transactions, it is required when
Reporting Categoryis entered.Agencyis required to

validate the reporting category code.)
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Field Description

Org Conditional. Required wheDbject is entered if th&xpense
Budget Organization Option on Fund Agency Index
(FAGY) isY (required on budget and accountingPor
(required on accounting). Otherwise, it is used for reporting
purposes only. Enter a valid value from Organization Index
(ORGN).

If this is a modification document amidtior Document
Referenceon System Control Options (SOP2)ss [Y] this
field is optional. If entered, it must match the original
document.

Sub-Org You must enter an organization before you can enter a
sub-organizationSub-Organization is required ifSub-
Organization Required on Spendingon Organization
(ORG2) isRequired [Y]or Required on Encumbrance
Transactions [2] Otherwise, an entry is optional. See
Sub-Organization (SORG) for valid values.

Appr Unit Required. Enter the Program Budget Unit element for the
items listed on this voucher. See Program Reference Table
(PRFT) for valid values. The Appropriation Program element
and Allotment Program element will be inferred from PRFT
based on Program Budget Unit.

Activity Default is inferred from Organization (ORG?2), if it is included
there.

Required whe®bject is entered iExpense Budget Activity
isY (required on budget and accountingPofrequired on
accounting) on Fund Agency Index (FAGY). Enter the
activity which will be charged for the items on this accounting
line. See Activity Index (ACTV) for valid values.

Values on documents override the values on Organization
(ORG2).
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Field Description

Function Conditional. Required @bject is coded ané&xpense
Budget Function Option on Fund Agency Index (FAGY) is
Y (required on budget and accountingofrequired on
accounting). Default is inferred from Organization (ORG?2);
or from Activity (ACT2), if Function is not entered on
Organization (ORG2). Refer to Function (FUNC) for valid
values.

If this line references another document, the function entered
in this field must match the other document.

Object Conditional. Leave this field blank on a balance sheet
transaction; otherwise, enter the value that best describes the
item or service that is requisitioned. Do not enter a personal
services object. Refer to Object Index (OBJT) for valid values.

If this is a modification document amitior Document
Referenceon System Control Options (SOP2)ss [Y] this
field is optional. If entered, it must match the original
document.

Sub-Obj Sub-object is required on an expenditure documedjéct
is entered an&ub-Object Requiredis selectedY] on
Expense Budget Inquiry (Extended) (EEX2). Otherwise, this
field is optional. See Sub-Object (SOBJ) for valid values.

Job Number Conditional. Organizations and activities can be defined to
require the entry of a job number. Refer to Organization
(ORG2) or Activity (ACT?2) for details.

Otherwise, this field is optional. Jfob Costis Yes [Y]on

System Control Options (SOP2), enter a job nhumber. See Job
Index (JOBT) for valid values. [fob Costis No [N] on

System Control Options (SOP2), enter a project number or
general reporting category.

Termini Conditional. Required ifermini Validation Indicator is
selected on Agency Project (AGPR) for this project. Enter the
mile point, range of mile points, or bridge identifier at which
work is performed for a given Highway Route. See Termini
Reference Table (TERM) for valid values.
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Field

Description

Rept Category

Requisition
Amount

Inc/Dec

Conditional. Required wi@hbject is entered anReporting
Category Required on Spendingpon Agency (AGC2) is:

Required on Pre-Encumbrance Transactions [1],
Required on Encumbrance Transactions [2J; Required
on Expenditure Transactions [3]

Otherwise, this field is optional. Refer to Reporting Category
(RPTG) for valid values.

If this is a modification document amitior Document
Referenceon System Control Options (SOP2)ss [Y] this
field is optional. If entered, it must match the original
document.

Required. Enter the dollar amount of the requisition, in dollars
and cents (the decimal point is optional). Do not enter the
dollar sign or commas. On modifying transactions, enter the
amount of the change.

Note: The requisition line amount does not have to equal the
purchase order line amount that references this
requisition.

Default idncrease [I] on a new document. Required on a
modification document. Valid values @dec [D] orInc [I] .
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REQUISITIONFROM PROCUREMENT
DeEsSkTOP(EPS) (RXP)

2 Batch: Document: RXP 470 00000000000 M=l E3
Drate of Record W Acctg Period IT Budget FY' ]_
& Mew " Modification " Cancellation Building / Raom /
Vendor | DelwewDate | / /  Shpt/BlTe | [
MHame Wendaor Phone
Contact Item Total
Other Attrib Freight Acchg Details I LCornm Details | Camm Line
Other Attribute:
Address Comment
BS Account [
| wiarehouse [
Responsible Agency / Oig I_ ! I— Requested By I
Phane I—
Responsible Person |
Option
Requistion Type I_ Dizcount Code I_ Tax Code I_
Commadity / Acctg Linking Im Change Order Tracking lm

The Requisition from Procurement Desktop (EPS) (RXP) document records a request
for a future purchase of goods or services from Procurement Desktop. It also pre-
encumbers the funds for financial reporting.

SelectAdditional Description to display Requisition Text (RXTX) when tfiext
indicator isStandard [S]or Custom [Y]

Field

Description

Date of Record

Acctg Period

Defaults to the date that the system accepts the document.
Enter the datenfm dd yythat you want to associate with the
transaction, usually the current date. Future dates are not
valid.

Default is inferred from tiiEate of Record If you want this
transaction recorded in another accounting period, enter the
desired, open perioanm yy. Future periods are not valid.
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Field

Description

Budget FY

New/
Modification/
Cancellation
[Action]

Building/Room

Vendor

Delivery Date

Ship to/Bill to

Name

Default is applied to the budget of the current fiscal year. If
you want this transaction recorded in another budget fiscal
year, enter the desired open fiscal year.

Defaults toNew [E]. Valid values are:

New [E]
This is a new document (new entry).

Modification [M]
This transaction is modifying a previous document.
Modification [M] allows you to add lines to a
previous transaction, change the amounts of existing
lines (not codes), or cancel a line (decrease a line
amount to zero). On a modification transaction, all
codes must match the original document.

Cancellation [X]
This transaction is canceling an existing document.
You cannot have referenced the document you want
canceled in any way; for example, the Centralized
Purchase Order (PC) or the Payment Voucher (PV)
document.

To change codes for an existing line, you must cancel the
existing line and enter a new line. You can enter both these
lines on the same document by selechtaglification [M].

Optional. Enter the building and room to which you want the
order delivered.

Optional. Enter the code of the special vendor that you prefer
to use for these goods. See Vendor Index (VEND) for valid
values.

Required. Enter the datenf dd yywhen you must receive
the goods.

Required. Enter the receiving location and the billing location.
See Shipping Address (SHIP) and Billing Address (BILL) for
valid values.

Optional. Enter the name of the preferred vendor.
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Field

Description

Vendor Phone

Contact

Item Total

Optional. Enter the area code and phone nunmipeniin-
nnnn) of the preferred vendor.

Defaults to the vendor contact listed on Vendor (VEN2). Enter
the name of the person to contact if different from vendor
name. If a valid vendor code is used, this information is
brought forward to the screen.

Display only. This field displays the net total cost of all
commodity lines entered on this document.
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Other Attrib View

Field Description

Other Attributes

Address Default is inferred from Vendor (VEN2) based on the vendor
code entered. Required\iendor is blank or if a
miscellaneous vendor code was used; otherwise, optional.
Enter the address of the vendor. Use the third address line for
the city, state, and zip code.

Comment Optional. Enter any notation you want associated with this
order.

BS Account Optional. Required when using the consumption method for
purchasing inventory items; for example, wi@msumption
Method is selectedY] on Warehouse Management (WHS2).

Warehouse Optional. Enter the warehouse where goods on this order are
shipped. See Warehouse Management Index (WHSE) for
valid values. This field is used by the Inventory Control
Subsystem to validate the commodity/item combination (stock
item) within the warehouse.

Responsible Responsible Agencylefaults to the agency entering the

Agency/Org document. Enter the agency that is placing this order. See

Requested by

Organization
Name
Phone

Responsible
Person

Agency Index (AGCY) for valid values.

Responsible Organizationis required. Enter the responsible
organization within the responsible agency. See Organization
Index (ORGN) for valid values.

Required. Enter the name of the person making the request for
goods or services.

Displays the organization name associated Rébponsible
Organization.

Required. Enter the phone number of the requestomfin-
nnnn.

Required. Enter the name of the person to whom you want
questions addressed about the requisition.
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Field

Description

Options

Requisition Type

Discount Code

Tax Code

Commodity/
Acctg Linking

Change Order
Tracking

Optional. If this is an emergency requisition dntéthis is a
change order modification, ent€r Otherwise, this field is
user-defined. Enter any one-character identification.

Optional. To use this fie@pmmodity/Accounting Linking
must beYes [Y] Enter a discount code to apply a percent of
discount to this requisition. This percent applies to all
commodity lines that do not contain a discount code or
discount amount. A valid purchase order discount code will
have thePO Discount Flagset toY on Discount Type
(DISC).

Default is inferred from Tax Code (TAXT). To use this field,
Commodity/Accounting Linking must beYes [Y] Enter the
code representing the tax rate you want to use for this
document. See Tax Code (TAXT) for valid values. If entered,
it is used to calculate tax on any line that does not have a line
tax code entered or inferred.

Optional. If you have installed EPS with linking, seldct

[N] to turn off the linking between accounting and commodity
lines for this document only. Otherwise, selBefault

[blank]. This field defaults t&Yes [Y]when theExtended
Purchasingoption on System Control Options (SOP2) is
Installed with Linking [L].

If the Extended Purchasingoption on System Control
Options (SOP?2) itnstalled [Y], the only valid value for this
field is Default [blank].

Conditional. On a new entry, this field is inferred from EPS
System Control Options (ESOP) and you cannot override that
value. On a modification entry, this field is only used if
Change Order Tracking is selectedY] on EPS System

Control Options (ESOP); otherwise, selBetffault [blank].

Open Purchase Order Header Inquiry (OPPH) indicates the
date of the last modification and the number of modifications
made to the order. Selexs [Y]to track this change to this
purchase order, do [N] if you do not want to track this
modification.
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Freight View

2 Batch: Document: RXP 470 00000000000 M=l E3
Drate of Record I ! ! Acctg Period I ! Budget FY'
@ New O Modification ' Cancellation Building / Room {
Yendor Delivery Date I / / Shipto /Bl To !
MHame Wendaor Phone
Contact Item Total
Other Attrib Freight I Acchg Details I LCornm Details | Camm Line
Freight
Freight Charge Basis | Default £ Calculated
Amount Def /lne / Dec Amount
Freight | O e
Total (O o e
Quantity (O e
Field Description
Freight

Freight Charge  Default isDefault [blank]. To use this field, you must turn on

Basis linking. This field indicates whether or not freight charges
influence the total cost of this commodity and what method is
used to calculate those charges. Valid selections are:

Default [blank]

By Quantity [Q]
Prorate the freight total for the current transaction

across all commodity lines by quantity.
By Line [D]
Prorate the freight total for the current transaction
across all commodity lines by pre-tax-amount.
By Commaodity [C]
Allow users the option of entering freight on
individual commodity lines.
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Field

Description

Freight
(Amount)

Freight
(DeflInc/Dec)

Total (Amount)

Total
(DeflInc/Dec)

Total
(Calculated
Amount)

Quantity
(Amount)

No Freight Allowed [N]
Do not include freight on this document or on any
future document that references this document.
No Change [blank]
If this field is left blank, freight is not included on
this document.

Conditional. Required iFreight Charge Basisis By
Quantity [Q] or By Line [D]. Enter the total freight charge for
this document.

If Freight Charge Basisis By Commodity [Cland this field

is blank, the freight total for the document is supplied by the
system. If this field is entered, regardless of the value in
Freight Charge Basis it must equal the sum of all
commodity line freight amounts.

Default isDefault [blank]. If you are modifying-reight
Amount, selectincrease [I] or Decrease [D] otherwise,
selectDefault [blank].

Conditional. Required Freight Charge Basisis By

Line [D]; leave blank ifFreight Charge Basisis any other
value. Enter the total cost of all commodity lines on this
document before tax and freight, but after discounts are
factored in.

Default isDefault [blank]. If you are modifyindTotal
Amount, selectincrease [I] or Decrease [D] otherwise,
selectDefault [blank].

Displays the system calculated pre-tax, pre-freight, and post-
discount total amount for the document. This amount is used
to verify that the user-supplied total amount is correct and is

only calculated iFreight Charge Basisis By Line [D].

Conditional. Required iFreight Charge Basisis By
Quantity [Q]; leave blank ifreight Charge Basisis
anything else. Enter the total quantity of the document.
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Field

Description

Quantity
(DeflInc/Dec)

Quantity
(Calculated
Amount)

Default isDefault [blank]. If you are modifyingQuantity
Amount, selectincrease [I] or Decrease [D] otherwise,
selectDefault [blank].

Displays the system calculated total quantity for the
document. This quantity is used to verify that the user-
supplied total quantity is correct and is only calculated if
Freight Charge Basisis By Quantity [Q]
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Acctg Details View

2 Batch: Document: RXP 470 00000000000 - [Ox]

Drate of Record I ! ! Aoty Period I ! Budget FY' ]_

& Mew  © Modification " Cancellation Building / Raarmn /

Yendor Delivery Date I ! / Shipto /Bill To !

MHame Wendor Phone

Cantact Item Tatal

Other Attrib I Freight Acctg Details | LCornm Details | Camm Line I

Line I— Appr Unit | Jab Mumber I *

Fund Activity Termnini |

Agency Function Fept Cat | Def #lnc / Dec

Org ¢ Sub J o/ sub A Amount | (G ol e

Lirer I_ Appr Unit Job Mumber

Fund I Activity Terrmini

Agency I Function Fept Cat Def /lnc / Dec

Org ¢ Sub | T obise | A Amount O

4] | LlJ

Field Description

Line Required. Enter a different number for each line on the
document. Numbers frofil to 99 are valid as line numbers.
This number is used later on a purchase order to reference this
requisition.

Fund Required. Default is inferred from Organization (ORG?2)
based on the agency and organization entered on this
document. Enter the fund that you want to charge for this
requisition. See Fund Index (FUND) for valid values.

Agency Required. Enter the agency purchasing the item named on this

line. See Agency Index (AGCY) and Fund Agency Index
(FAGY) for valid values.
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Field

Description

Org/Sub

Appr Unit

Activity

Function

Organization is required ifExpense Budget Organization
Option on Fund Agency Index (FAGY) is setYo(required
on budget and accounting) Ar(required on accounting).
Otherwise, used for reporting purposes only. Enter the
organization purchasing the item named on this line. See
Organization Index (ORGN) for valid values.

Sub-Organizationis required ifSub-Organization
Required on Spendingon Organization (ORG2) is:

Required [Y],
Required on Pre-Encumbrance Transactions [1], or
Required on Encumbrance Transactions [2].

Otherwise, this field is optional. Enter the sub-organization
purchasing the item named on this line. See Sub-Organization
(SORG) for valid values. You must enter an organization
before you can enter a sub-organization.

Conditional. Required ikppropriation Control Option isC

(full control) orP (presence control) on Fund Index (FUND).
Enter the program budget unit which will be charged for the
items listed on this requisition. See Program Reference Table
(PRFT) for valid values.

Conditional. Default is inferred from Organization (ORG?2), if
it is included there. RequiredBfxpense Budget Activity
Option is Y (required on budget and accounting)Por
(required on accounting) on Fund Agency Index (FAGY).
Enter the activity related to this requisition. See Activity Index
(ACTV) for valid values.

Conditional. Default is inferred from Organization (ORG?2);
or from Activity (ACT2), if a function is not entered in
Organization (ORG2).

Required ifExpense Budget Function Optioris Y (required

on budget and accounting) Ar(required on accounting) on
Fund Agency Index (FAGY). Enter the function related to this
requisition. See Function (FUNC) for valid values.
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Field Description

Obj/Sub Object is conditional. IfConsumption Method is selected
[Y] on Warehouse Management (WHS2), this field is
optional; otherwise, it is required. Enter the object from
Object Index (OBJT) that best describes the item named on
this line. You cannot enter a personal services object.

Sub-Objectis required ifSub-Object Requiredis selected

[Y] on Expense Budget Inquiry (EXP2 or EEX2); otherwise,
this field is optional. Enter the sub-object from Sub-Object
(SOBJ) that best describes the item named on this line.

Job Number Conditional. Organizations and activities can be defined to
require the entry of a job number. Refer to Organization
(ORG2) or Activity (ACT?2) for details.

Otherwise, this field is optional. Job Costis Yes [Y]on

System Control Options (SOP2), enter a job nhumber. See Job
Index (JOBT) for valid values. [fob Costis No [N] on

System Control Options (SOP2), enter a project number or
general reporting category.

Rept Cat Conditional. RequiredRfeporting Categoryon Agency
(AGC2) is:

Required on Pre-Encumbrance Transactions [d
Required on Encumbrance Transactions [2]

Otherwise, this field is optional. See Reporting Category
(RPTG) for valid values.

Amount Conditional. If linking is turned on, the system automatically
calculates this field based on the amounts entered on the
commodity lines. If linking is not used, the sum of the
accounting lines must equal to sum of the commodity lines.
Enter the cost charged to this accounting distribution.

Termini Conditional. Required ifermini Validation Indicator is
selected on Agency Project (AGPR) for this project. Enter the
the mile point, range of mile points, or bridge identifier at
which work is performed for a given Highway Route. See
Termini Reference Table (TERM) for valid values.
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Field Description

Def/Inc/Dec Default i©efault [blank]. If you are modifyingAmount,
selectincrease [I] or Decrease [D] otherwise, seleddefault
[blank].
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Comm Details View

2 Batch: Document: RXP 470 00000000000 - [Ox]
Drate of Record I ! ! Aoty Period I ! Budget FY' ]_
& Mew  © Modification " Cancellation Building / Raarmn /
Yendor Delivery Date I ! / Shipto /Bill To !
MHame Wendor Phone
Cantact Item Tatal
Other Attrib I Freight Acctg Details LCornm Details I Camm Line I

Line ArmoUnt Def / Inc / Dec

Commadity Code Quantity (O S

Itemn Cade: Unit Cost IO S

Urit of Measure Line Tatal

AccountingLine | Discount (O S

Text Maohe -] Tax

Discount Code [ | Freight (O S

Tax Code Total Cost

b4 anuf Mumber MName

Description

Field Description

Line Required. Enter the requisition commodity line number
associated with this commodity.

Comm Code Required. Enter the commodity code that identifies the goods
or services ordered. See Commodity Index (COMM) for valid
values.

Quantity Required. Enter the quantity of goods ordered, up to three

(Amount) decimal places. A whole number will default to three decimal
spaces. Maximum gquantity allowed9899999.999

Quantity Default isDefault [blank]. If you are modifyingQuantity

(DeflInc/Dec)

Item Code

Amount, selectincrease [I] or Decrease [D] otherwise,
selectDefault [blank].

Optional. Enter a user-defined code to identify the item
ordered. Used by the Inventory Control Subsystem to identify
a commodity/item combination (stock item) in the warehouse.
See Inventory (INV3) for valid item/commodity
combinations.
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Field

Description

Unit Cost
(Amount)

Unit Cost (Def/
Inc/Dec)

Unit of Measure

Line Total
(Amount)

Acctg Line

Discount
(Amount)

Discount
(DeflInc/Dec)

Text

Required. Enter the cost per unit of the goods ordered, up to
six decimal points. A whole number defaults to six decimal
places.

Default isDefault [blank]. If you are modifyindJnit Cost
Amount, selectincrease [I] or Decrease [D] otherwise,
selectDefault [blank].

Required. Enter the unit of measure for the ordered goods; for
example, box, each, dozen. See Unit of Measure (UNIT) for
valid values.

Displays the cost for the commaodity line before any discounts,
taxes, or freight charges are factored in.

Defaults t®1. You can only use this field if you have
installed linking. Enter a valid accounting line number to
associate this commodity line with an accounting line.

To use this field, you must turn on linking. If you have entered
Discount Code(on theOther Attributes View or the

Commaodity Details View), leave this field blank. Default is
calculated by the system using the percentage associated with
Discount Code

Otherwise, this field is optional. Enter a flat discount amount
for this commodity line.

Default isDefault [blank]. If you are modifyingDiscount
Amount, selectincrease [I] or Decrease [D] otherwise,
selectDefault [blank].

Defaults td\None [blank] If you want to associate additional
text with this transaction, select the appropriate text:

Standard [S]
The text entered on Standard Specification (STDS)
for this commodity is used.
Custom [Y]
The text entered on Requisition Text (RXTX) is
used. SelechAdditional Description to leaf to the
Requisition Text (RXTX) entry for this transaction.
No Change [blank]
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Field

Description

Tax (Amount)

Discount Code

Freight
(Amount)

Freight
(DeflInc/Dec)

Tax Code

Total Cost
(Amount)

Manuf Number

Name

To use this field, you must turn linking on. Displays the
system-calculated tax amount for this line from quantity,
discounted unit cost, and the tax rate associated with the tax
code applied to this line.

Optional. To use this field, linking must be turned on. Enter a
discount code to apply a percent of discount to this
commaodity line. A valid purchase order discount code will
have thePO Discount Flagset toY on Discount Type
(DISC). This value overrideliscount Codeon theOther
Attributes View of this document.

Optional. You can only use this field if linking is turned on
andFreight Charge Basisis By Commodity [C] otherwise,
leave blank. Enter the amount of freight to be added into the
total cost of this commodity line.

Default isDefault [blank]. If you are modifying-reight
Amount, selectncrease [I] or Decrease [D] otherwise,
selectDefault [blank].

Default is inferred and the system does not display it. To use
this field, linking must be turned on. Enter the code
representing the tax rate used for this line only. See Tax Code
(TAXT) for valid values. If entered, ensure that the value
entered has the same tax typ&as Code on theOther
Attributes View of this document and all other line tax codes.

Optional. Enter the total cost of the commodity line. This cost
is calculated by multiplying the discounted price by quantity
and adding the tax amount and freight amount. The quantity of
units multiplied by the discounted price per unit plus the tax
amount plus freight charges for this line.

Optional. Enter the number of the manufacturer for this
commodity line.

Optional. Enter the name of the manufacturer for this
commodity line.
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Field Description

Description Defaults to the description entered on Commodity (COMT)
for the commodity used on this line. Enter any comments you
want associated with this requisition line.
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Comm Line View

2 Batch: Document: RXP 470 00000000000 Hi=l

Drate of Record I ! ! Aoty Period I ! Budget FY' ]_

& Mew 1 Modification " Caneellation Building / Room /

Yendor Delivery Date I ! / Shipto /Bill To !

MHame Wendor Phone

Contact Itemn Tatal

Other Attrib I Freight Acctg Details I LCornm Details Camm Line I
Line Commadity Code ke Unit Cuantity Def / Inc / Dec Urit Cost Def / Inc / Dec
] — c o] ecc

Note: Descriptions are provided on tiemmodity Details view.
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REVENUEBUDGET (RB)

2 Batch: Document: RB 470 00000000000 Hi=l

Date of Record I ! ! Accounting Period I ! Budget I
Fund | Agency | Total Revized Revenue Amount |
Calculated Revized Revenue Amount I

Appropriation Rew Revised Ihe: # Dec

Action Org Lt Achivity  Source Amaunt Amount

[[2: = - - [
Description |
Inc / Dec Inc / Dec

|QTFI1Amount | (ORI
ATR 2 Amoiat I Lo

OTR 3 Amount | (Ol
QTR 4 Amolnt | Lo

The Revenue Budget (RB) establishes and maintains line item revenue budgets.

Field

Description

Date of Record

Accounting
Period

Budget FY

Default is the date the system accepts the document. Enter the
date (nm dd yythat you want to associate with these
transactions, usually the current date. You cannot enter a
future date.

Default infers the accounting period frabate of Record If

you want these transactions recorded in some other accounting
period, enter the desired open period, using fiscal month and
fiscal year. You cannot enter future periods.

Required. Enter the last two digits of the fiscal year to which
this document applies. The year must be open in Fiscal Year
(FSYR).
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Field Description

Fund Required. Enter the code for the fund budgeted to receive the
revenues listed in this document. Refer to Fund Index (FUND)
for valid values.

Agency Required. Enter the agency budgeted to receive the revenues

Total Revised

listed in this document. Refer to Agency Index (AGCY) and
Fund Agency Index (FAGY) for valid values.

Required. Enter the total of the revised budget amount

Revenue column. Enter amounts in whole dollars.
Amount
Calculated This field is the system computed total of the revised line
Revised amounts is displayed.
Revenue
Amount
Action Required. Enter one of the following valid values:
Add [A]
Add a new line or reactivate an inactive line.
Change [C]
Change the description, the two amount columns, or
the unit of appropriation in active lines.
Deactivate [D]
Deactivate a revenue budget line. No further revenue
is recognized against inactive lines for funds whose
Revenue Budget Control Optionis P (presence) on
Fund Index (FUND). All inactive lines are deleted
from next year's budget by the new year initialization
program.
Org Conditional. Required Revenue Budget Organization
Option on Fund Agency Index (FAGY) i¥ (required on
budget and accounting). Refer to Organization Index (ORGN)
for valid values.
Appropriation Required. Enter the Program Budget Unit element for the
Unit items listed on this voucher. See Program Reference Table

(PRFT) for valid values. The Appropriation Program element
and Allotment Program element will be inferred from PRFT
based on Program Budget Unit.
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Field

Description

Activity

Rev Source

Revised Amount

Inc/Dec Amount

Description

QTR Amount (1-
4)

Def/Inc/Dec

Conditional. Required iRevenue Budget Activity Option
on Fund Agency Index (FAGY) i¥ (required on budget and
accounting). Refer to Activity Index (ACTV) for valid values.

Required. Enter the revenue source represented by this line.
Refer to Revenue Source Index (RSRC) for valid values.

Conditional. Required if adding a new line or changing
amounts on a line; optional otherwise. Do not enter cents;
round off to the nearest dollar. You can enter a negative
amount for reimbursable revenue sources. Enter a negative
revenue source with a minus sign and the desired amount; for
example- 00Q Ensure that the increase/decrease amount and
the total amount are positive numbers.

Conditional. RequiredRfevised Budget Amounts filled in;
otherwise, leave blank. Enter the unsigned difference between
the revised budget amount and the existing amount. (The latter
is obtained from Revenue Budget Inquiry (REV2).) On new
lines, it is equal t&kevised Budget Amount Do not enter
cents.

Optional. Enter a description. To change a previous entry,
enterChange [C]in Action and enter the new description
exactly the way you want it to appear on reports.

Enter the revenue budget for the appropriate quarter. Note that
the RB transaction will not validate for quarterly estimate
adjustments that are greater than the budget established for a
given quarter.

Default iDefault [blank]. Required if modifying a line. Valid
values ardecreasdD] andIncrease[l]
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REVENUERECOGNITIONPLAN (RR)

E_Batch: Document: RR 470 00000000000 M= E3
Date of Recard Iﬁ Arcounting Period I.f— Budaget Fr’ I_
Plan Fy' I_ Flan Type Total Increaze / Decreaze Amount I—
' Base Calculated Increase / Decrease Amount I—
¢ Maodification
Internal  Ref Organization # Revenue /
Fund Agency Fund Agoy Sub Appr Unit Activity Func Sub
| [ 1 1 /1 | | | /
Job Mumber I— Report Categony I_ T ermini I—
Flan Period Amount Def / lnc / Dec
| T T eccf

The Revenue Recognition Plan (RR) establishes revenue recognition (revenue
earned) targets by planning period within user-defined planning units. It also modifies

existing plans.

Field

Description

Date of Record

Accounting
Period

Budget FY

EEEEEEEEEEENEEEEEEEEN
Revenue Recognition Plan (RR)

MARS0899

Default is the date the system accepts the document. Enter the
date (mm dd yythat you want to associate with these
transactions, usually the current date.

Default infers the accounting period from ate of Record

If you want these transactions recorded in another accounting
period, enter the desired open period, using fiscal month and
fiscal year. You cannot enter a future period.

Default is the current budget fiscal year. Enter the last two
digits of the budget fiscal year to which this document applies.
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Field

Description

Plan FY

Plan Type

Total Increase/
Decrease
Amount
Calculated
Increase/
Decrease
Amount

Fund

Agency

Internal Ref

Fund

Agency

Organization/
Sub

Default is the current budget fiscal year. You cannot enter a
plan year that is prior to the budget fiscal year.

Optional. Enter the appropriate value depending on which
plan type you are creating, adding to, or changing. Valid
values ardBase [B]andModification [M]. All changes made
to the base plan are also reflected in the modified (current)
plan.

Required. Enter the total of the increase/decrease amount.

This is a system-computed total of all line amounts is
displayed.

Required. Enter a valid fund. If this is a modification to a
previously entered document, fund is inferred from the
original document. See Fund Index (FUND) for valid values.

Required. Enter the agency that this plan document applies.
Refer to Agency Index (AGCY) and Fund Agency Index
(FAGY) for valid values. If you are changing previously
entered lines, this value must match the original agency code.

Conditional. Required if planning for internal purchases and
sales. Enter the fund of the seller. Refer to Fund Index
(FUND) for valid values.

Conditional. Required if planning for internal purchases and
sales. Enter the agency of the seller. Refer to Agency Index
(AGCY) and Fund Agency Index (FAGY) for valid values.

Optional. Refer to Organization Index (ORGN) and Sub-
Organization (SORG) for valid values.
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Field

Description

Appr Unit

Activity

Func

Revenue/Sub

Job Number

Report Category

Termini

Required. Enter the Program Budget Unit element for the
items listed on this voucher. See Program Reference Table
(PRFT) for valid values. The Appropriation Program element
and Allotment Program element will be inferred from PRFT
based on Program Budget Unit.

Default is inferred from Organization (ORG2). If you want to
override the value on Organization (ORG2), enter a valid
activity from Activity Index (ACTV).

Default is inferred from Organization (ORGZ2); or from
Activity (ACT2), if Function is not entered on Organization
(ORG2). Refer to Function (FUNC) for valid values.

Optional. Refer to Revenue Source Index (RSRC) and Sub-
Revenue Source (SREV) for valid values.

Optional. This field is used for job costindolh Coston
System Control Options (SOP2)¥ss [Y] then refer to Job
Index (JOBT) for valid values.

You can enter a project number. If your installation does not
use job cost or project accounting, you can enter a general
reporting category.

Optional. Refer to Reporting Category (RPTG) for valid
values.

Conditional. Required ifermini Validation Indicator is
selected on Agency Project (AGPR) for this project. Enter the
mile point, range of mile points, or bridge identifier at which
work is performed for a given Highway Route. See Termini
Reference Table (TERM) for valid values.

Revenue Recognition Plan (RR)
MARS0899
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Field

Description

Plan Period

Amount

Def/Inc/Dec

Required. Enter the two-digit representation for the period that
this line applies. Valid values for this field depend on the
value of theAllotment Frequency Control Option on Fund
(FUNZ2) for the fund entered. Valid values are:

01 or spaces
Enter this value iAllotment Frequency Control
Option is Yearly [Y]

01, 02, 03, or 04
Enter one of these valuesAfiotment Frequency
Control Option is Quarterly [Q].

01, 02, 03...
Enter one of these valuesAfiotment Frequency
Control Option is Monthly [M].

Required. Enter the unsigned amount of change that is made
to the plan. If you are establishing a new line, enter the
original amount of this line. Do not enter cents; round off to
the nearest dollar.

Defaults tdefault [blank]. Required if making changes to
existing lines. Valid values af@efault [blank], Increase [l],
or Decrease [D]
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StoCK ISSUECONFIRMATION(CI)

E_Batch: Document: C1 470 00D0O00O00O0OO00D M= E3
[ ate of Recaord | ! ! Acctg Period I ! Budget Fr’ |
& Mew " Modification " Cancellation
Requisition Trans [0 |SF|
Comments | Document Total I
Stack. lssue Det / lssue Def / Ref &cchg

Lire Iterm Mumber Quantity Inz / Dec  Unit Urit Price Inc / Dec Line
I_ l— I_ I— [ON el e | | = CC I_
Fieleased Quantity | Total |

Description |

Requesting Drganization | Warehouse I Mumber of [ssues I
Requested by J Delivery Date I ! ! [ Shiim e Hale

Phone Mumber I Delivery Building and Room I

The Stock Issue Confirmation (Cl) document recognizes that requisitioned items
were removed from inventory and released to the requestor. It reverses the pre-
encumbrance established by the Stock Requisition (SR) document. It also records an
expenditure for the buyer and a revenue/expense credit for the seller.

Field

Description

Date of Record

Acctg Period

Defaults to the date the system accepts the transaction. Enter
the daterim dd yythat you want to associate with the
transaction, usually the current date. You cannot enter a future
date.

Default is inferred from thixate of Record If you want this
transaction recorded in another accounting period, enter the
desired open accounting period using fiscal months and fiscal
year. You cannot enter future periods.

Stock Issue Confirmation (CI)
MARS0899
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Field

Description

Budget FY

New/
Modification/
Cancellation
[Action]

Requisition
Trans ID

Comments

Document Total

Line

Stock Item

Number

Issue Quantity

Def/Inc/Dec

Defaults to the budget of the current fiscal year. If you want
this transaction recorded in another fiscal year, enter the
desired fiscal year (ensure that it is open). You cannot enter
future budget fiscal years.

Default isNew [E]. Valid values are:

New [E]
Indicates a new document.

Modification [M]
Indicates that this document is modifying a previous
document. Allows you to add new lines to a previous
document, change the quantities or prices of existing
lines (not codes), or cancel a line (decrease a line to
zero). On modify transactions, all codes must match
the original document.

Cancellation [X]
Indicates that this document is canceling an existing
document.

Required. Enter the transaction identifier (document number)
of the Stock Requisition (SR) for which the issue was made.

Optional. Enter up to thirty characters of text you want
associated with this order.

Display only. The system computed document total is
displayed in this field.

Required. Enter the item line number associated with this
item.

Display only. TheStock Item Numberindicated on the Stock
Requisition (SR) item line is displayed.

Required. Enter the quantity of goods actually issued.

Defaults tdefault [blank]. If this is a modification
transaction, sele¢hcrease [I] or Decrease [D]reflects the
change in quantity issued).
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Field

Description

Issue Unit

Unit Price

Def/Inc/Dec

Ref Acctg Line

Released
Quantity

Total
Description
Requesting
Organization
Warehouse
Number of
Issues
Requested by

Delivery Date

Ship Whole

Display only. The standard unit of issue from Inventory
Inquiry (INVN) is displayed for the ordered goods (for
example, box, each, dozen). See Unit of Measure (UNIT) for
valid values.

Defaults to the current unit price from Inventory Inquiry
(INVN). Enter a unit price to override the default.

Defaults tdefault [blank]. If this is a modification
transaction, sele¢hcrease [I] or Decrease [D]reflects the
change in unit price).

Defaults to the first account distribution line entered on the
document. Enter the line number of the account distribution
charged for this item.

Display only. The quantity released by the Pick and Issue (PI)
document is displayed.

Display only. The system compute total is displayed (unit
price multiplied by the quantity).

Optional. The description from Inventory Inquiry (INVN) is
displayed in this field.

Display only. TheRequesting Organizationindicated on the
Stock Requisition (SR) is displayed.

Display only. The warehouse indicated on the Stock
Requisition (SR) document is displayed.

Display only. The number of issues made against the Stock
Requisition (SR) is displayed.

Display only. The name of the person requesting the stock
items is displayed.

Display only. The delivery date indicated on the Stock
Requisition (SR) is displayed.

Display only. If selected]you must ship the entire stock
order. You cannot ship a partial order.
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Field Description

Phone Number Display only. The phone number indicated on the Stock
Requisition (SR) is displayed.

Delivery Display only. The delivery building and room indicated on the
Building and Stock Requisition (SR) is displayed.
Room
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SroCK REQUISITION(SR)

IEEEEEEEEEEEEEEER

E_Batch: Document: SR 470 000000000D0O M= E3 I
Date of Recard I ! ! Acctg Period I ! Budget Fr’ |
o« Mew { Modification & Cancellation
Warehouse I Reguesting Org I
Ship Whole C Yes € No & NoChange Dielivery [ ate I ! !
Drelivery Building and Room I Phone Mumber I
Requested by | Job Type I
Comments | Docurment Tatal |
Accounting Details | Commadity 0 etails |
Line Fund Agoy Org # Sub Appr Lnit Activiy  Func Obiject £ Sub Fept  Job Mumber
[ 1 i I | | 1 | =
Termini | Cost Cat | Arnount | | Default
[ 1 {1 I | | ! |
Termini | Cost Cat Amaunt | | Default
[ [ {1 I | | L | =
1| | E

The Stock Requisition (SR) document requests items stocked in inventory. It is
recorded in the system as a pre-encumbrance.

Field Description

Date of Record Defaults to the date the system accepts the document. Enter
the dateim dd yythat you want to associate with the
transaction, usually the current date. You cannot enter a future
date.

Acctg Period Default is inferred from tiiiate of Record If you want this
transaction recorded in some other accounting period, enter
the desired period (ensure that it is open), using fiscal months
and fiscal years. You cannot enter future periods.
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Field

Description

Budget FY

New/
Modification/
Cancellation
[Action]

Warehouse

Requesting Org

Ship Whole

Delivery Date

Delivery
Building and
Room

Phone Number

Default applies to the current fiscal year budget. If you want
this transaction recorded in another fiscal year, enter the
desired fiscal year (ensure that it is open). You cannot enter
future budget fiscal years.

Defaults toNew [E]. Valid values are:

New [E]
Indicates a new document.

Modification [M]
Indicates that this transaction modifies a previous
document. Allows you to add lines to a previous
document, change the quantities of existing lines (not
codes), or cancel a line (decrease a line to zero). On
modification transactions, all codes must match the
original document.

Cancellation [X]
Indicates that this transaction cancels an existing
document (you cannot enter an issued or released
document).

Required. Enter the warehouse where the goods are requested
from. See Warehouse Management Index (WHSE) for valid
values.

Required. Enter the organization that is requesting this item.
See Organization Index (ORGN) for valid values. The system
uses the agency code from the Document ID to identify a valid
agency/organization combination.

Defaults tdlo Change [blank] SelectYes [Y]if partial
shipments are not allowed. Seldld [No] if partial shipments
are allowed.

Required. Enter the future dater( dd yywhen the buyer
must receive the order.

Required. Enter the building and room where the order is

delivered.

Required. Enter the phone number of the requesting person.
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Field

Description

Requested by

Job Type

Comments

Document Total

Required. Enter name of the person to whom you want
questions addressed about the order.

Conditional. Optional if the Work Order Subsystem is
installed; otherwise, leave blank. Enter the job type defaulted
to commodity lines. You cannot enter this field on a
modification. See Work Order Job Type (JOBS) for valid
values.

Optional. Enter up to thirty characters of text that you want
associated with this order.

Display only. The system computed document total is
displayed in this field.

Stock Requisition (SR)
MARS0899
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Accounting Details View

Field

Description

Line

Fund

Agcy

Org/Sub

Appr Unit

Activity

568

Required. Enter a different number for each line on the
document. Numbers frofil to 99 are valid. This number is
referenced from the item lines of this transaction.

Required. Default is inferred from Organization (ORG2)
based on the agency and organization entered on this
document. See Fund Index (FUND) for valid values.

Required. Enter the agency charged. See Agency Index
(AGCY) and Fund Agency Index (FAGY) for valid values.

Organization is required if thé&Expense Budget
Organization Option on Fund Agency Index (FAGY) ¢
(required on budget and accounting)ofrequired on
accounting). Otherwise, it is optional and used for reporting
purposes only. See Organization (ORGZ2) for valid values.

Sub-Organization is required ifSub-Organization
Required on Spendingon Organization (ORG2) is:

Required [Y],
Required on Pre-Encumbrance Transactions [1], or
Required on Encumbrance Transactions [2].

Otherwise, it is optional. See Sub-Organization (SORG) for
valid values. You must enter an organization before you can
enter a sub-organization.

Required if thé\ppropriation Control Option is C (full
control) orP (presence control) on Fund Index (FUND). Enter
the program budget which will be charged for the items in
this accounting line. Refer to Program Reference Table
(PRFT) for valid values.

Conditional. Default is inferred from Organization (ORG2).
Required if theExpense Budget Activity Optionon Fund
Agency Index (FAGY) is¥ (required on budget and
accounting) oA (required on accounting). See Activity Index
(ACTV) for valid values.
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Field

Description

Func

Object/Sub

Rept

Job Number

Termini

Conditional. Default is inferred from Organization (ORG?2);
or from Activity (ACT2), if a function code is not entered in
Organization (ORG2). Required if tlxpense Budget
Function Option on Fund Agency Index (FAGY) ¢
(required on budget and accounting)ofrequired on
accounting). See Function (FUNC) for valid values.

Object is required. Enter the object from Object Index
(OBJT) that best describes the item requested. You cannot
enter a personal services object.

Sub-Objectis required ifSub-Object Requiredis selected

[Y] on Expense Budget Inquiry (EEX2). Otherwise, optional.
Enter the code from Sub-Object (SOBJ) that best describes the
item.

Conditional. Required Reporting Category Required on
Spendingon Agency (AGC?2) is:

Required on Pre-Encumbrance Transactions [1], or
Required on Encumbrance Transactions [2].

Otherwise, it is optional. See Reporting Category (RPTG) for
valid values.

Conditional. Organizations and activities can be defined to
require the entry of a job number. Refer to Organization
(ORG2) or Activity (ACT?2) for details.

Otherwise, this field is optional. Job Costis Yes [Y]on

System Control Options (SOP2), enter a job nhumber. See Job
Index (JOBT) for valid values. [fob Costis No [N] on

System Control Options (SOPZ2), enter a project number or
general reporting category.

Conditional. Required ifermini Validation Indicator is
selected on Agency Project (AGPR) for this project. Enter the
mile point, range of mile points, or bridge identifier at which
work is performed for a given Highway Route. See Termini
Reference Table (TERM) for valid values.

Stock Requisition (SR)
MARS0899

569



570

Field

Description

Cost Cat

Amount

Def/Inc/Dec

Optional. You can only enter this field when a work order
number is entered b Number. If blank, the system infers
it from Stores Default Cost Categoryf Work Order Branch
(WOBT). See Cost Category (COST) with the branch code of
the work order for valid values.

Display only. The system computes and displays the cost that
is charged to this account distribution from the item lines.

Display only. Valid values abefault [blank], Decrease [D]
andIncrease [l].
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Commodity Details View

E_Batch: Document: SR 470 000000000D0O M= E3 I
Date of Recard Iﬁ Acctg Period If Budget Fr’ I—
% Mew 1 Modification " Cancellation
Warehouse I_ Reguesting Org I_
Ship Whale " Yes ¢ Mo & HoChange Delivery Date [
Drelivery Building and Room I— Phone Mumber I—
Requested by | Job Type I
Comments | Docurment Tatal I
Accounting Details Carnmadity D etails |
Stock Requested Def / |zzue Ref &cctg
Line Itermn Mumber Quartity Inc / Dec Uit Unit Price Lire
[ 0 coc [ [
Backaorder Quantity I— Tatal I—
Description | Job Type I—

Field Description

Line Required. Enter the item line number associated with this
item.

Stock Item Required. Enter the stock item code that identifies the goods

Number requested. See Inventory Inquiry (INVN) for valid values.

Requested Required. Enter the quantity of goods requested.

Quantity

Def/Inc/Dec

Issue Unit

Unit Price

Ref Acctg Line

Default iDefault [blank]. On a modification document,
selectincrease [I] or Decrease [D]reflects the change in
quantity ordered).

Display only. The standard unit of issue from the Inventory
Inquiry (INVN) entry is displayed in this field.

Display only. The current unit price from Inventory Inquiry
(INVN) is displayed.

Defaults to the first account distribution line entered on the
document. Enter the line number of the account distribution
charged for this item.

Stock Requisition (SR)
MARS0899
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Field

Description

Backorder
Quantity
Total

Description

Job Type

Display only. The quantity of the stock item that was back
ordered to meet this requisition is displayed.

Display only. The system computes the total price by
extending unit price multiplied by the quantity.

Display only. This description is inferred from Inventory
Inquiry (INVN).

Conditional. Required if the Work Order Subsystem is
installed and the job number of the reference accounting line
requires a job type. If blank, it defaults to the job type entered
on the header. See Work Order Job Type (JOBS) for valid
values.
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STOCK REQUISITIONFROM PROCUREMENT
DESKTOP(SRP)

IEEEEEEEEEEEEEEER

E_Batch: Document: SAP 470 00000000000 M= E3
Date of Recard I ! ! Acctg Period I /! Budget Fr’ |
o« MNew { Modification &~ Cancellation
Warehouze I Requesting Org I
Ship Whale C Yes © No & NoChange Delivery Date I ! !
Drelivery Building and Room I Phone Mumber I
Requested by | Job Type I
Comments | Docurnent Tatal |
Accounting Details I Comrnadity 0 etails |
Line Fund  Agoy Org # Sub Appr Lnit Activity  Func Object / Sub FRept  Job Murmber
[ 1 i I | | ' | I =
Termini | Coszt Cat | Arnount | | Default
[ 1 {1 I | | ! | I
Termini | Cost Cat Amaunt | | Default
[ [ {1 I | | 4 | I o
1| | E

The Stock Requisition from Procurement Desktop (SRP) document requests items
stocked in inventory from Procurement Desktop. It is recorded in the system as a pre-
encumbrance.

Field Description

Date of Record Defaults to the date the system accepts the document. Enter
the daterim dd yythat you want to associate with the
transaction, usually the current date. You cannot enter a future
date.

Acctg Period Default is inferred from tlixate of Record If you want this
transaction recorded in some other accounting period, enter
the desired period (ensure that it is open), using fiscal months
and fiscal years. You cannot enter future periods.
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Field

Description

Budget FY

New/
Modification/
Cancellation
[Action]

Warehouse

Requesting Org

Ship Whole

Delivery Date

Delivery
Building and
Room

Phone Number

Default applies to the current fiscal year budget. If you want
this transaction recorded in another fiscal year, enter the
desired fiscal year (ensure that it is open). You cannot enter
future budget fiscal years.

Defaults toNew [E]. Valid values are:

New [E]
Indicates a new document.

Modification [M]
Indicates that this transaction modifies a previous
document. Allows you to add lines to a previous
document, change the quantities of existing lines (not
codes), or cancel a line (decrease a line to zero). On
modification transactions, all codes must match the
original document.

Cancellation [X]
Indicates that this transaction cancels an existing
document (you cannot enter an issued or released
document).

Required. Enter the warehouse where the goods are requested
from. See Warehouse Management Index (WHSE) for valid
values.

Required. Enter the organization that is requesting this item.
See Organization Index (ORGN) for valid values. The system
uses the agency code from the Document ID to identify a valid
agency/organization combination.

Defaults tdlo Change [blank] SelectYes [Y]if partial
shipments are not allowed. Seldld [No] if partial shipments
are allowed.

Required. Enter the future dater( dd yywhen the buyer
must receive the order.

Required. Enter the building and room where the order is

delivered.

Required. Enter the phone number of the requesting person.
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Field

Description

Requested by

Job Type

Comments

Document Total

Required. Enter name of the person to whom you want
questions addressed about the order.

Conditional. Optional if the Work Order Subsystem is
installed; otherwise, leave blank. Enter the job type defaulted
to commodity lines. You cannot enter this field on a
modification. See Work Order Job Type (JOBS) for valid
values.

Optional. Enter up to thirty characters of text that you want
associated with this order.

Display only. The system computed document total is
displayed in this field.
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Accounting Details View

Field

Description

Line

Fund

Agcy

Org/Sub

Appr Unit

Activity

576

Required. Enter a different number for each line on the
document. Numbers frofil to 99 are valid. This number is
referenced from the item lines of this transaction.

Required. Default is inferred from Organization (ORG2)
based on the agency and organization entered on this
document. See Fund Index (FUND) for valid values.

Required. Enter the agency charged. See Agency Index
(AGCY) and Fund Agency Index (FAGY) for valid values.

Organization is required if thé&Expense Budget
Organization Option on Fund Agency Index (FAGY) ¢
(required on budget and accounting)ofrequired on
accounting). Otherwise, it is optional and used for reporting
purposes only. See Organization (ORGZ2) for valid values.

Sub-Organization is required ifSub-Organization
Required on Spendingon Organization (ORG2) is:

Required [Y],
Required on Pre-Encumbrance Transactions [1], or
Required on Encumbrance Transactions [2].

Otherwise, it is optional. See Sub-Organization (SORG) for
valid values. You must enter an organization before you can
enter a sub-organization.

Required if thé\ppropriation Control Option is C (full
control) orP (presence control) on Fund Index (FUND). Enter
the program budget which will be charged for the items in
this accounting line. Refer to Program Reference Table
(PRFT) for valid values.

Conditional. Default is inferred from Organization (ORG2).
Required if theExpense Budget Activity Optionon Fund
Agency Index (FAGY) is¥ (required on budget and
accounting) oA (required on accounting). See Activity Index
(ACTV) for valid values.
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Field

Description

Func

Object/Sub

Rept

Job Number

Termini

Conditional. Default is inferred from Organization (ORG?2);
or from Activity (ACT2), if a function code is not entered in
Organization (ORG2). Required if tlxpense Budget
Function Option on Fund Agency Index (FAGY) ¢
(required on budget and accounting)ofrequired on
accounting). See Function (FUNC) for valid values.

Object is required. Enter the object from Object Index
(OBJT) that best describes the item requested. You cannot
enter a personal services object.

Sub-Objectis required ifSub-Object Requiredis selected

[Y] on Expense Budget Inquiry (EEX2). Otherwise, optional.
Enter the code from Sub-Object (SOBJ) that best describes the
item.

Conditional. Required Reporting Category Required on
Spendingon Agency (AGC?2) is:

Required on Pre-Encumbrance Transactions [1], or
Required on Encumbrance Transactions [2].

Otherwise, it is optional. See Reporting Category (RPTG) for
valid values.

Conditional. Organizations and activities can be defined to
require the entry of a job number. Refer to Organization
(ORG2) or Activity (ACT?2) for details.

Otherwise, this field is optional. Job Costis Yes [Y]on

System Control Options (SOP2), enter a job nhumber. See Job
Index (JOBT) for valid values. [fob Costis No [N] on

System Control Options (SOPZ2), enter a project number or
general reporting category.

Conditional. Required ifermini Validation Indicator is
selected on Agency Project (AGPR) for this project. Enter the
mile point, range of mile points, or bridge identifier at which
work is performed for a given Highway Route. See Termini
Reference Table (TERM) for valid values.
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Field

Description

Cost Cat

Amount

Def/Inc/Dec

Optional. You can only enter this field when a work order
number is entered b Number. If blank, the system infers
it from Stores Default Cost Categoryf Work Order Branch
(WOBT). See Cost Category (COST) with the branch code of
the work order for valid values.

Display only. The system computes and displays the cost that
is charged to this account distribution from the item lines.

Display only. Valid values abefault [blank], Decrease [D]
andIncrease [l].
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Commodity Details View

E_Batch: Document: SARP 470 00000000000 !EE
Date of Recard I ! ! Acctg Period I ! Budget Fr’ |

o« Mew { Modification & Cancellation
Warehouse I Reguesting Org I
Ship Whole C Yes € No & NoChange Dielivery [ ate I ! !
Drelivery Building and Room I Phone Mumber I
Requested by | Job Type I
Comments | Docurment Tatal |

Accounting Details Carnrmadity O etails |
Stock Requested Dief / (=0 Fef Acctg
Line Itern Mumber Quantity Inc # Dec Uit Unit Price Line

I | | | coc | | |

Backaorder Quantity | Tatal I

Description | Job Type |

Field Description

Line Required. Enter the item line number associated with this

item.

Stock Item Required. Enter the stock item code that identifies the goods
Number requested. See Inventory Inquiry (INVN) for valid values.
Requested Required. Enter the quantity of goods requested.
Quantity

Def/Inc/Dec

Default iDefault [blank]. On a modification document,
selectincrease [I] or Decrease [D]reflects the change in
quantity ordered).

Issue Unit Display only. The standard unit of issue from the Inventory
Inquiry (INVN) entry is displayed in this field.
Unit Price Display only. The current unit price from Inventory Inquiry

Ref Acctg Line

(INVN) is displayed.

Defaults to the first account distribution line entered on the
document. Enter the line number of the account distribution
charged for this item.
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Field

Description

Backorder
Quantity
Total

Description

Job Type

Display only. The quantity of the stock item that was back
ordered to meet this requisition is displayed.

Display only. The system computes the total price by
extending unit price multiplied by the quantity.

Display only. This description is inferred from Inventory
Inquiry (INVN).

Conditional. Required if the Work Order Subsystem is
installed and the job number of the reference accounting line
requires a job type. If blank, it defaults to the job type entered
on the header. See Work Order Job Type (JOBS) for valid
values.
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STOCK RETURN(SN)

IEEEEEEEEEEEEEEER

E_Batch: Document: SN 470 00000000000 - [O]x] I
Date of Record I ! ! Aoty Period I ! Budget FY' |
i New € Modification = Cancellation [™ Overide Retun Charge
Wwarehouse | Returning Org | Return Charge |
Reference Transaction 1D | Returt Cade |
Returned by | Job Type: I
Comments | Document Tatal I
Accounting Details | LComrmodity [ etails |
Line Fund Aoy Org / Sub Appr Lnit Achivity  Func Object # Sub Rept Job Humber
| | I A | I | ! I | =
Cost Cat I Termnini I Amount | | Crefault
[ [0 o | I | 1 |
Cost Cat I Termini I Amount | Detault
[ [0 L | I ' |
| Cost Cat | T ermini | Amount | I Defaullt il |
A 3

The Stock Return (SN) document records items that are returned to inventory. It
causes a decrease in expenditure to the buyer and a decrease in revenue for the selle
depending upon the seller’s ability to recognize revenue.

Field Description

Date of Record Defaults to the date the transaction was entered. Enter the date
(mm dd yythat you want to associate with the transaction,
usually the current date. You cannot enter a future date.

Acctg Period Default is inferred fromate of Record If you want this
transaction recorded in another accounting period, enter the
desired period (ensure that it is open), using fiscal months and
fiscal years. You cannot enter future periods.

EEEEEEEEEEEEEEEEEEEEEEEEEEE
Stock Return (SN)

MARS0899

581



582

Field

Description

Budget FY

New/
Modification/
Cancellation
[Action]

Override Return
Charge

Warehouse

Returning Org

Return Charge

Reference

Transaction ID

Return Code

Defaults to the budget of the current fiscal year. If you want
this transaction recorded in another fiscal year, enter the
desired fiscal year (ensure that it is open). You cannot enter
future budget fiscal years.

Defaults toNew [E]. Valid values are:

New [E]
Indicates a new document.

Modification [M]
Indicates that this transaction is modifying a previous
document. Allows you to add lines to a previous
document, change the quantities or unit price of
existing lines (not codes), or cancel a line (decrease a
line to zero). On modification transactions, all codes
must match the original document.

Cancellation [X]
Indicates that this transaction cancels an existing
document.

Default is cleareddlank]. Select K] if a specific return
charge is entered to override the system computed amount.

Required. Enter the code of the warehouse where the goods
are returned. See Warehouse Management Index (WHSE) for
valid values.

Required. Enter the organization within the returning agency.
See Organization Index (ORGN) for valid values.

Conditional. Default is computed from Inventory Inquiry
(INVN). Required if a return charge override is desired. Enter
the amount of the return charge deducted from the credit to the
returning organization for the returned items.

Optional. Enter the transaction code and number of the Stock
Requisition (SR) document or Over the Counter (OC)
document that originally issued the returned items.

Required. Enter the code that describes the reason for return.
See Return Code (RETC) for valid values.
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Field

Description

Returned by

Job Type

Comments

Document Total

Required. Enter the person who is returning the items.

Conditional. Optional if you have installed the Work Order
Subsystem; otherwise, leave blank. Enter the job type
defaulted to the commodity lines. Do not enter on a
modification document. See Work Order Job Type (JOBS) for
valid values.

Defaults to the description associated with the return code.
Enter up to thirty characters of text you want associated with
this order.

Display only. The system computed document total is
displayed in this field.

Stock Return (SN)
MARS0899
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Accounting Details View

Field

Description

Line

Fund

Agcy

Org/Sub

Appr Unit

Activity

Required. Enter the line number. Valid valuesCdre 99.

Default fund code is inferred based on the agency and
organization entered on this document. See Fund Index
(FUND) for valid values.

Required. Enter the agency charged. See Agency Index
(AGCY) and Fund Agency Index (FAGY) for valid values.

Conditional. Required if tl&xpense Budget Organization
Option on Fund Agency Index (FAGY) 18 (required on
budget and accounting). Otherwise, used for reporting
purposes only. Enter the organization charged. See
Organization Index (ORGN) for valid values.

Sub-Organization is required if theSub-Organization
Required on Spendingdfield on Organization (ORG?2) is:

Required [Y],
Required on Pre-Encumbrance Transactions [1], or
Required on Encumbrance Transactions [2].

Otherwise, it is optional.. See Sub-Organization (SORG) for
valid values. You must enter an organization before you can
enter a sub-organization.

Required if thé\ppropriation Control Option is C (full
control) orP (presence control) on Fund Index (FUND). Enter
the program budget which will be charged for the items in
this accounting line. Refer to Program Reference Table
(PRFT) for valid values.

Default is inferred from Organization (ORG2). Required if the
Expense Budget Activity Optionon Fund Agency Index
(FAGY) isY (required on budget and accounting)Aor
(required on accounting). Enter the activity charged. See
Activity Index (ACTV) for valid values.
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Field

Description

Func

Object/Sub

Rept

Job Number

Cost Cat

Default is inferred from Organization (ORGZ2); or from
Activity (ACT?2), if a function code is not entered in
Organization (ORG2). Required if tlxpense Budget
Function Option on Fund Agency Index (FAGY) 8
(required on budget and accounting)Aofrequired on
accounting). Enter the function charged. See Function
(FUNC) for valid values.

Object is required. Enter the code from Object (OBJ2) that
best describes the requested item. Do not enter a personal
services object.

Sub-Objectis required if Sub-Object Required is selectéd [

on Expense Budget Inquiry (EEX2). Otherwise, optional.
Enter the code from Sub-Object (SOBJ) that best describes the
item.

Required iReporting Category Required on Spendingn
Agency (AGC2) is:

Required on Pre-Encumbrance Transaction [1], or
Required on Encumbrance Transactions [2].

Otherwise, it is optional. See Reporting Category (RPTG) for
valid values.

Conditional. Organizations and activities can be defined to
require the entry of a job number. Refer to Organization
(ORG2) or Activity (ACT?2) for details.

Otherwise, this field is optional. Job Costis Yes [Y]on

System Control Options (SOP2), enter a job humber. See Job
Index (JOBT) for valid values. [fob Costis No [N] on

System Control Options (SOPZ2), enter a project number or
general reporting category.

Default is inferred from tigtores Default Cost Categoron
Work Order Branch (WOBT). You can only enter this field
when a work order number is enteredab Number. See
Cost Category (COST) for valid values.

Stock Return (SN)
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Field

Description

Termini

Amount

Def/Inc/Dec

Conditional. Required ifermini Validation Indicator is
selected on Agency Project (AGPR) for this project. Enter the
mile point, range of mile points, or bridge identifier at which
work is performed for a given Highway Route. See Termini
Reference Table (TERM) for valid values.

Display only. The system computes and displays the cost that
is charged to this account distribution from the item lines.

Defaults tdefault [blank]. On a modification transaction,
valid values aréncrease [I] or Decrease [D]
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Commodity Details View

2 Batch:

Document: SN 470 00000000000 =] B3

Date of Recard I ! ! Acctg Period | ! Budget FY |

& Mew Modification

Warehouse I

' Cancellation I Overide Retun Charge

Returning Org I Retun Charge I

Reference Tranzaction [D | Return Code I
Returned by | Job Type I
Commerts | Document Total I

Accounting Details Comnmodity Details |

Stack Returned Def / lezue Def/  Ref Acctg

Line Itern Murnber Quattity Ihe # Dec Unit Uit Price Ihc /Dec  Line
1 - cec G |
Unit Cost I Def 4 Inc / Dec [ON SN e Tatal I
Dezcription | Job Type I Bin Mumber I
Field Description
Line Required. Enter the item line number associated with this

item.

Stock Item Required. Enter the stock item code that identifies the goods
Number requested. See Inventory Inquiry (INVN) for valid values.
Returned Required. Enter the number of items that were returned to
Quantity stock.

Def/Inc/Dec

Issue Unit

Unit Price

Def/Inc/Dec

Defaults tefault [blank]. On a modification transaction,
selectincrease [I] or Decrease [D](reflects the change in
quantity returned).

Display only. The standard unit of issue from Inventory
Inquiry (INVN) is displayed.

Defaults to the current unit price from Inventory (INVN). On
a modification transaction, enter any adjustment to the
previous unit price.

Defaults t®efault [blank]. On a modification transaction,
valid values aréncrease [I] or Decrease [D]

Stock Return (SN)
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Field

Description

Ref Acctg Line

Unit Cost

Def /Inc /Dec

Total

Description

Job Type

Bin Number

Defaults to the first account distribution line entered on the
document. Enter the line number of the account distribution
charged for this item.

Display only. The price for one unit of this stock item.

Default iDefault [blank]. On a modification transaction,
valid values aréncrease [I] or Decrease [D]reflects the
change in quantity ordered).

Display only. The system computes the total price by
extending unit cost multiplied by the quantity.

Display only. This description is inferred from Inventory
Inquiry (INVN).

Defaults to the job type entered on the header. Required if the
Work Order Subsystem is installed and the job number on the
referenced accounting line requires a job type. See Work
Order Job Type (JOBS) for valid values.

Display only. The location of the item in the warehouse is
displayed.
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STOCK TRANSFERSSUE(TI)

2 Batch: Document: TI 470 00000000000 !E[

[rate of Record I / /

& MNew ¢ Modification " Cancellation

|zzuing Warehouse | Receiving Warehouse |
|zsuing Date I ! ! Delivery Date I ! !
|zsued by
Comments
Staock Transfer =0

Line Item Mumber Cluantity Uit Def / Inc # Dec

. | o & s
Description |

The Stock Transfer Issue (TI) initiates the transfer of items from one warehouse to
another. It has no accounting effects.

Field Description

Date of Record Defaults to the date the system accepts the document. Enter
the datefim dd yythat you want to associate with the
transaction, usually the current date. You cannot enter a future
date.

When the system accepts this document, this field
automatically updatelsast Transfer on Inventory Inquiry
(INVN).
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Field

Description

New/
Modification/
Cancellation
[Action]

Issuing
Warehouse

Receiving

Warehouse

Issuing Date

Delivery Date

Issued by

Comments

Line

Stock Item
Number

Transfer
Quantity

Defaults toNew [E]. Valid values are:

New [E]
Create a new document.

Modification [M]
Modify an existing document. Allows you to add
lines to a previous document, change the quantities
of existing lines (not codes), or cancel a line
(decrease a line to zero).

Cancellation [X]
Cancel an existing document. You cannot cancel a
Stock Transfer Issue (TI) document if the system has
processed a matching Stock Transfer Receipt (TR)
document.

Required. Enter the warehouse where the goods are
transferred from.

Required. Enter the warehouse where the goods are
transferred to.

Required. Enter the current date or past date when the transfer

was issued.

Required. Enter the future date when you must receive the
transfer.

Required. Enter the name of the person responsible for issuing

the transfer.

Optional. Enter up to thirty characters of text you want
associated with the issue of the transferred goods.

Required. Enter the item line number associated with this
item.

Required. Enter the stock item code that identifies the goods
transferred. Ensure that it is valid on Inventory Inquiry
(INVN), and that it is not a parent item on Inventory (INV3).

Required. Enter the quantity of goods transferred.
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Field Description

Issue Unit Display only. This field is inferred from Inventory Inquiry
(INVN).
Def/Inc/Dec Defaults tdefault [blank]. On a modification transaction,

valid values aréncrease [I] or Decrease [D](reflects the
change in quantity transferred).

Description Display only. This field is inferred from Inventory Inquiry
(INVN).
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STOCK TRANSFERRECEIPT(TR)

2 Batch:

Drate of Record

Receiving ‘Warehouze

& Mew  Modification ' Cancellation

Document: TR 470 00000000000 !IEII:{

I ! ! Accounting Period I ! Budget Fy’ |
lzzuing Y arehouze I

Received by

Feceived Date pod All Quantity OK ez O Mo % Default

Comments |

Stock Tranzfer lzzue Received
Line Itermn Mumber Guantity Unit Quantity Def / lnc # Dec

(O S o

| 1 .l

Description |

The Stock Transfer Receipt (TR) completes the transfer of items from one warehouse

to another. Iffran

sfer Reorder is selectedY] on Warehouse Management (WHS2)

this document updates Inventory Inquiry (INV2) to reflect issued-out plus
transferred-out quantities. This flag causes the system to include transferred items
when calculating reorder quantiti®éote: For Stock Transfers between warehouses,
transferred quantity must equal the received quantity.

Field

Description

Date of Record

Accounting
Period

Defaults to the date the system accepts the document. Enter
the daterfim dd yythat you want to associate with the
transaction, usually the current date. You cannot enter a future
date.

Defaults from theDate of Record If you want this
transaction recorded in another accounting period, enter the
desired open perioanm yy. You cannot enter future periods.
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Field Description
Budget FY Defaults to the current fiscal year budget. If you want this
transaction recorded in another fiscal year, enter the desired
open fiscal year. You cannot enter future budget fiscal years.
New/ Defaults toNew [E]. Valid values are:
M0d|f|catlpn/ New [E]
Cancellation
[Action] Create a new document.
Modification [M]
Modify an existing document. Allows you to add
lines to a previous document, change the quantities
of existing lines (not codes), or cancel a line
(decrease a line to zero).
Cancellation [X]
Cancel an existing document.
Receiving Display only. The receiving warehouse indicated on the Stock
Warehouse Transfer Issue (T1) document is displayed.
Issuing Display only. The issuing warehouse indicated on the Stock
Warehouse Transfer Issue (T1) document is displayed.
Received by Required. Enter the name of the person responsible for the

Received Date

receipt of the transfer.

Required. Enter the current or past date when the transfer was
received.

All Quantity OK  Defaults tdefault [blank]. EnterYes [Y]if the entire transfer
was received and the quantity received is equal to the quantity
issued for every stock item.

Line information is not displayed ¥es [Y]is selected.

Comments Optional. Enter up to thirty characters of text you want
associated with the receipt of the transferred goods.

Line Conditional. Required ill Quantity OK is No [N]. Enter
the item line number associated with this item.

Stock Item Display only. The stock item code from the Stock Transfer

Number Issue (TI) document line is displayed. This field is blanklif

Quantity OK isYes [Y]
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Field

Description

Transfer
Quantity

Issue Unit

Received
Quantity

Def/Inc/Dec

Description

Display only. The quantity indicated on this item line of the
Stock Transfer Issue (T1) document is displayed. This field is
blank if All Quantity OK isYes [Y]

Display only. The standard unit of issue from Inventory
Inquiry (INVN) is displayed. This field is blank All
Quantity OK isYes [Y]

Conditional. Required iAll Quantity OK isNo [N]. Enter
the quantity of goods received.

Default iDefault [blank]. On a modification transaction,
valid values aréncrease [I] or Decrease [D]reflects the
change in quantity received).

Display only. This description for this line is inferred from
Inventory Inquiry (INVN). This field is blank ill Quantity
OK isYes [Y]
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TRAVELAUTHORIZATION(TE)

2 Batch: Document: TE 470 TEO0O0D00DDDO Hi=l
Trip | Itinerary I Expenzes I Advances | Summary |

Date I / / Accounting Period I / Budget FY' I

0 Hew " Modification
Traveler ID | |
Address

City / State / Zip
Phane

Resp Ageoy / Org I— I—
Trawel Policy [0 I—

wark Location | |
Pupose | J

Meal Reimbursement Type IF'er Diem

A Travel Authorization (TE) is used to request approval for a business-related trip. In
this document, the traveler indicates trip destination(s), purpose, and dates of travel
and requests advance checks. In response, the TE records trip information and
schedules advance checks. Third-party travel advances are divided into three
categories: hotel deposits, registration fees, and airline advances.

There is one Travel Authorization document for each type of travel. These documents
are TE, TEO, and TEC, representing In-State, Out-of-State, and Foreign Travel
Authorizations respectively
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Trip View

Field Description
Date Default is the system date (usually the current date). Enter the
date (mm dd yythe travel was authorized.
Accounting Default is the current accounting periadni yy. If this
Period document is to be recorded in another accounting period, enter
a valid, open period. Future periods cannot be entered.
Budget FY Defaults to the current budget fiscal year. If this document is
to be recorded in another accounting period, enter a valid,
open period. Future periods cannot be entered.
New/ Required. Valid values are:
Modification
[Action] New [E]
This document is new.
Modification [M]
This document is modifying a previous document.
Traveler ID Key field. Enter the employee ID or the vendor code that

Traveler Name

Address

City/State/Zip

Phone

Resp Agcy/Org

identifies the traveler. See Vendor Index (VEND) for valid
values.

Display only. The traveler name is inferred from Vendor
(VEN2) based on the value entered in the Traveler ID field.

Display only. The traveler’s street address is inferred from
Vendor (VEN2).

Display only. The traveler’s city, State and Zip Code is
inferred from Vendor (VEN2).

Display only. The traveler’s phone number is inferred from
Vendor (VEN2).

Required. Enter a responsible agency code and organization
code. These fields allow users to decentralize billing for travel
documents and provide higher security by establishing an
audit trail. See Agency Index (AGCY) and Organization
Index (ORGN) for valid values.
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Field

Description

Travel Policy ID

Work Location

Work Location
Description

Purpose

Purpose
Description

Meal
Reimbursement

Type

Required. Enter the identification number of the appropriate
travel policy to regulate this trip. See Travel Policy (TVPL)
for valid values.

Required. Enter the valid destination code for the traveler’s
work location. See Destination Functionality (DEST) for valid
values.

Display only. This field identifies the traveler’s work location,
inferred automatically from Destination Functionality
(DEST), based on the value entered in the Work Location
Code field.

Required. Enter the code that corresponds to the reason for the
trip. See Travel Purpose (PURP) for valid values.

Display only. This field identifies the name of the reason for
the trip, inferred from Travel Purpose (PURP) based on the
value entered in the Purpose Code field.

Default is inferred from Travel Policy (TVPL). Valid values
are:

Per Diem
Actual and Necessary

Travel Authorization (TE)
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Itinerary View

E_Batch: Document: TE 470 TEOOODOOODO M= E3

Tiip Itirerary |

Erpenzes I Advances | Surmmary |

Destinations

-

Calculated Per Diem

Per Diemn Adjustrnent |

Total Per Diem Reimbursement

Explanation |

Field

Description

Itinerary Details

Destination 1

Destination (2-
10)

Destination
Description (1-
10)

Overnight Stay

Required. Enter the code for the appropriate first destination
of the trip. This field will be used in calculating per diem
reimbursement amounts for the traveler. See Destination
Functionality (DEST) for valid values.

Optional. Enter any additional codes describing the
destinations on this trip. See Destination Functionality
(DEST) for valid values.

Display only. The appropriate name of the destination is
inferred from Destination Functionality (DEST).

Optional. Sele¥esif an overnight stay at this destination is
anticipated. Seledto if no overnight stay is anticipated.
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Field Description

From (1-10) Conditional. Required if the Per Diem option button is
selected. Enter the date the traveler will arrive at this
destination for this leg of the trip. This field will be used in
calculating per diem reimbursement amounts for the traveler.

From Time (1- Conditional. Enter the timénfi mn) the travel began.
10)

To (1-10) Conditional. required if the Per Diem option button is
selected. Enter the date the traveler will leave this destination
for this leg of the trip. This field will be used in calculating per
diem reimbursement amounts for the traveler.

To Time (1-10) Conditional. Enter the timigh(mn) that travel ended.

Per Diem Display Only. The amount of Per Diem reimbursement
calculated for this destination is displayed.

Calculated Per  Display only. This is the per diem reimbursement amount

Diem calculated by the system from the Destination information.
First Day Travel Total + Full Days Travel Total + Last Travel
Days = Calculated Per Diem Reimbursement.

Total Per Diem  Display only. The Calculated Per Diem + any Per Diem
Reimbursement Adjustment amounts.

Per Diem Enter any adjustments (+/-) to the Calculated Per Diem.

Adjustment

Explanation Optional. Enter any explanation for Per Diem Adjustment
amount.
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Expenses View

E_BRatch: Document: TE 470 TEOOODOOODDO H[=]

Trip I Itinerary Expenses | Advances I Surnmary I

Expense Detall
Line Murmber I Date I / / Aot I
Expense Type | J
Description | Fapment kethod | Cut of Pocket vI
Location I & Def  Ine ¢ Dec FRate/Cap I

Funding Strip

Fund  Agency Org / Sub Appr Unit Activity  Function  Object / Sub Job / Project

| | | 41 | | | 4 1
Rept Categomn I Termini I

Iileage Detail
Origin | | Trip Mileage I
Explanation (if necessary) | Wicinity Mileage |
Destination | | Total Mileage I
Explanation (if necessary) | Calc Mileage |

Authorization Total I

Field

Description

Expense Detail

Line Number

Date

Amount

Expense Type

Expense Type
Name

Description

Required, key field. Enter unique number for the expense line.
This value must be two digits.

Default is the system date. Enter the date ¢d yy}hat the
expense occurred.

Required. Enter the amount of the expense (in dollars).

Required. Enter the type of expense. See Expense Type Code
(EXTC) for valid values.

Display only. This field indicates the name of the given
Expense Type based on the value entered in the Expense Type
Code field.

Conditional. Required if the Expense Type Indicatgras
EXTS. If required, enter descriptive information about the
incurred expense.
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Field

Description

Payment Method

Location

Def/Inc/Dec

Rate/Cap

Funding Strip

Fund

Agency

Org

Sub-Org

Required. Select the payment method of the expense line.
Default isOut of Pocketexcept for Internal Resource
expenses (State Parks and Motor Pool). Selettiegnal
Bill will not include the amount in the “Amount Due
Traveler” field. This amount will be recorded in OTLT with
other trip expenses, but will not be reimbursed to the traveler.
Valid values are Airline Advances, Registration Advances,
Hotel Advances, Internal Bill Per Diem Out of Pocket.

Enter the location where the expense was incurred. See
Destination Functionality (DEST) for valid values.

Default igDefault]. Required on modified documents if
Advance Amountfield has been altered. If increasing the
amount of the advance, seléut; if decreasing, selefec

Display only. This field identifies either the mileage rate or
expense cap depending on expense type selected. Both
mileage rate and expense cap are inferred from Travel Policy
(TVPL) and the related Rate Schedule (RTSC) table.

The default value is inferred from Organization (ORG2).
Enter the fund that will pay for this trip. See Fund Index
(FUND) for valid values.

Enter the Agency that is paying for this trip. See Agency
Index (AGCY) and Fund Agency Index (FAGY) for valid
values.

Conditional. Organization is requireddkpense Budget
Organization option isY (required on budget and accounting)
on Fund Agency Index (FAGY); otherwise, field is optional
and used for reporting purposes only. See Organization Index
(ORGN) for valid values.

Optional. Enter a sub-organization if desired. See Sub-
Organization (SORG) for valid values.
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Field Description

Appr Unit Required. Enter the last four bytes of the Appropriation Unit.
The last four bytes represent the Program Budget Unit. The
first five bytes are display only.

Activity The default value is inferred from Organization (ORG2).
However, values entered on documents override the values
entered in Organization (ORG2). See Activity Index (ACTV)
for valid values.

Function Conditional. Required Expense Budget Functioroption is
Y (required on budget and accounting)ofrequired on
accounting) on Fund Agency Index (FAGY); otherwise, field
is optional. See Function (FUNC) for valid values.

Object Enter the code that describes the resource being requisitioned.
See Object Index (OBJT) for valid values.

Sub-Object Conditional. Sub-Object is require8ifb-Object Required
isY on Expense Budget Inquiry (EXP2) or Expense Budget
Inquiry (Extended) (EEX2); otherwise, field is optional. See
Function (FUNC) for valid values.

Job/Project Enter the Job or Project Code valid for this Fund Agency
combination. If entering Project (5 characters), the Sub-
Project (2 characters) and Project Phase (1 character) must
also be provided. See Job Table (JOBT) for valid Jobs and
Project Budget Line Table (PRBL) for valid Project, Sub-
Project, and Project Phase values.

Rept Category Enter a Reporting Category that is valid within the agency.
See Reporting Category (RPTG) for valid values.

Termini Optional. This field is used by the Department of
Transportation to record termini or bridge identifiers for DOT
projects. This is an unedited field.

Mileage Details

Origin Conditional. Required if expense type is “POV Mileage”.
Enter the destination code of the of the starting location for the
POV Mileage expense. This will be validated against DEST.
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Field

Description

Origin
Description

Trip Mileage

Explanation (if
necessary)

Vicinity Mileage

Destination

Destination
Description

Total Mileage
Explanation (if
necessary)

Calc Mileage

Authorization
Total

Calculated Total

Display only. This field is inferred from the Destination
Functionality (DEST) table based on the value entered in the
Origin Code field.

Optional. Required if the expense type is “POV Mileage”.
This value is the actual mileage between Origin and
Destination on the expense line.

Optional. Free text explanation of the origin may be entered if
necessary.

Optional. Entered by the user, this value is the difference
between the mileage calculated by a mileage calculator tool
and the actual mileage incurred by the traveler.

Conditional. Required if expense type is “POV Mileage”.
Enter the destination code of the ending location for POV
Mileage. This will be validated against DEST.

Display only. This field is inferred from the Destination
Functionality (DEST) table based on the value entered in the
Destination Code field.

Entered by the user, this field identifies the sum of the Trip
and Vicinity mileages entered on this expense line.

Optional. Free text explanation of the destination may be
entered if necessary.

Display only. This field identifies the official mileage between
destinations, inferred from Point-to-Point (PTOP).

Enter the total amount of the travel authorization, including
per diem estimates and all expense estimate lines. This value
is validated against the sum of all the lines to ensure that all
information was entered.

Display only. The amount calculated by the system for the
transaction.
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Advances Tab

2 Batch: Document: TE 470 TEST1 M=l

Trip ] Itinerary ] Expenzes Surnmary ]

Fiegistration Fee
‘endor |
Advance Amount I & Def  |ne  Dec  SchedCheck Date / !
Categary I lzzue Individual Check I vI EFT Indicatar I Default vI Appl Type I

Tatal

Tatal Third Party Advances |
Field Description

Registration Fee

Vendor

Vendor Name

Advance
Amount

Def/Inc/Dec

Sched Check
Date

Required. Enter the appropriate code for the vendor to whom
payment will be made. See Vendor Index (VEND) for valid
values.

Display only. Default is inferred from Vendor Index (VEND)
based on the value Wendor Code Required if a
miscellaneous vendor code was entered.

Optional. If an advance is required, enter the amount in dollars
and cents.

Default i§Default]. Required on modified documents if
Advance Amountfield has been altered. If increasing the
amount of the advance, seléut; if decreasing, selefec

Default is the system date. Enter the date the advance check is
to be written.
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Field Description

Category Optional. Enter the check category associated with this
document. See Check Category (CCAT) for valid values. If
the user leaves this field blank, the system will default the
check category to the default check category defined in the
Travel Special Accounts (TSPC) table.

Issue Individual SelectYesif a separate check should be issued for this

Check amount. Seledio to add this advance amount together with
other advances for the same vendor to produce a combined
check.

EFT Indicator Default is inferred from Vendor (VEN2). Selgesif the
cash advance is to be paid by Electronic Funds Transfer
(EFT). AnApplication Type must be entered Wesis
selected.

Appl Type Default is inferred from Electronic Funds Transfer (EFTT).
Enter the application type for this electronic funds transfer.
See Electronic Funds Transfer Type (EFTA) for valid values.

Total Third Party Display only. This value, calculated by the system, is the sum
Advances of the Hotel Deposit Advance Amount, the Registration Fee
Advance Amount, and the Airline Advance Amount.
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Summary Tab

E_Batch: Document: TE 470 TEOOODOOODO M= E3
Tiip I Itirerary I Erpenzes I Advances Surmmary |
Trip Surnmary

Purpose |

Total Lodging |

Destinations 1 |

6|
Tatal Milzage

Tatal Per Diem

Total Qut of Pocket Expenzes I

2| 3] 4| 5
7] 8 | 3] 10]

Advances Summary

Hotel Deposit Advance I
Registration Fee Advance I
Ailing Advance Amatnt I

Tatal Third Party Advances |

Field

Description

Trip Summary

Purpose

Total Lodging

Destinations (1-

10)

Total Mileage

Total Per Diem

Total Out of

Display only. This field is inferred from the Purpose
Description field on the Trip Tab.

Display Only. The sum of all lodging expenses on the
document is displayed.

Display only. This field is inferred from the Destination
Description fields on the Trip Tab.

Display only. This field is the total mileage as entered on the
Expenses Tab.

Display only. This field is inferred from the Total Per Diem
Reimbursement field on the Per Diem Tab.

Display only. The system calculates this value which includes

Pocket Expenses all trip expenses on this Travel Authorization.
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Field

Description

Advances Summary

Hotel Deposit
Advance

Registration Fee
Advance

Airline Advance

Total Third Party
Advances

Display only. This field is inferred from the Hotel Deposit
Advance Amountfield on the Advances Tab.

Display only. This field is inferred from the Registration Fee
Advance Amountfield on the Advances Tab.

Display only. This field is inferred from the Airlidelvance
Amount field on the Advances Tab

Display only. This field identifies the sum of all third party
advances on this Travel Authorization.

Travel Authorization (TE)
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TRAVELCHECK (TC)

E_Batch: Document: TC 470 TCOO1010034 Hi=l
Date I /! I Aoty Peniod I ! Budget FY' I
Bank Acct Code | Cash Acct Code I

Traveler 1D I

Traveler Mame

Address

Transaction |0

' Registration Fee ' Bitline &dvance
" Hotel Advance
Papes D I Papee Hame |

Docurnent Tatal I

The Travel Check (TC) document is created to manually produce a travel advance or
to reimburse a traveler for business-related expenses incurred during travel. The
payment can be issued directly to the vendor (e.g., hotel, airline, or registration fees)
or to the employee. This document generates the appropriate accounting transactions
related to the requested payment; this document does not trigger an automated
disbursement process.

Field Description

Date Required. Enter the datart dd yythat will be associated
with these documents, usually the current date.

Acctg Period Default is the current accounting period. If these documents
need to be recorded in some other accounting period, enter
the desired, open perioth(n yy. Future accounting periods
cannot be entered.
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Field

Description

Budget FY

Bank Acct Code

Cash Acct Code

Traveler ID

Traveler Name

Address

Transaction ID

Registration Fee/
Airline Advance/
Hotel Advance
[Payment Method]

Payee ID

Payee Name

Document Total

Default is the current budget fiscal year. If these documents
need to be recorded in some other fiscal year, enter the
desired fiscal year (it must be open). Future budget fiscal
years cannot be entered.

Default is inferred from Fund (FUN2). This is the bank
account that will pay for this check. See Bank Account
(BANK) for valid values.

Display Only. The cash account is inferred from FUN2 see
BACC for valid values. Enter a valid cash account from
Balance Sheet Account Index (BACC)

Required. Enter the employee ID or vendor ID of the person
taking the trip. Must be valid in Vendor Index (VEND).

Display only. The traveler’s name is inferred from Vendor
Index (VEND).

Display only. The traveler’s address is inferred from
Vendor (VEN2).

Required. Enter the document code and unique number of
the Travel Authorization (TE) or Expense Voucher (TP)
being referenced by this document.

Default isRegistration Fee Select the appropriate vendor to
receive payment on this check.

Display only. This field identifies the vendor to which
payment will be made for the advance.

Display only. This field identifies the name associated with
the vendor code.

Display only. This field indicates the computed total check
amount for an advance or reimbursement.

Travel Check (TC)
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VENDOROFFSET(VO)

B Ratch: Document: ¥O 470 TEST1 H[=] E3
Date | ¢ / E =piration Date ! / Document Action I_ Claiming Agency I
Debtor TIN I Debtor Narme:
Mizc Yendor Indicator I_ Wendor Name
Debt Reaszon I Address Line

Claim &maunt I—
Contact Code I_

Notice of Offset I_ City
Status I_ Zip Code I—
Statuz Short Dezscription I— Country |

Clair R eference |

State I_

Comments |

The Vendor Offset (VO) document is used to create and maintain claims against
debtor vendors.

Field Description

Date Enter the transaction date (CCYYMMDD). Note this can not
be pre dated. Must default to the system date.

Expiration Date  Enter the expiration date (CCYYMMDD)

Document Enter the document action code.

Action

Claiming Enter the claiming agency code. See agency Index (AGCY)
Agency for valid values.

Debtor TIN Enter the Vendor Tax Identification Number (TIN). See

Vendor by Federal ID Inquiry (VFED) for valid values.
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Field Description

Debtor Name Enter the debtor name.

Misc Vendor ChoosdgYes]if vendor is miscellaneous. Otherwise, choose
Indicator [No].

Vendor Name The vendor name is displayed.

Debt Reason Enter the claim reason code. See Claim Reason Code (CRCT)

table for valid values.

Address Line Conditional. Required if tiiscellaneous Vendor
Indicator on the Vendor (VENZ2) table, otherwise these fields
are optional. Enter the Vendor’s address.

City Conditional. Required if th®liscellaneous Vendor
Indicator on the Vendor (VENZ2) table, otherwise these fields
are optional. Enter the Vendor’s city.

State Conditional. Required if tidiscellaneous Vendor
Indicator on the Vendor (VENZ2) table, otherwise these fields
are optional. Enter the Vendor's state.

Zip Code Conditional. Required if thdiscellaneous Vendor
Indicator on the Vendor (VENZ2) table, otherwise these fields
are optional. Enter the Vendor’s zip code.

Country Conditional. Required if thdiscellaneous Vendor
Indicator on the Vendor (VENZ2) table, otherwise these fields
are optional. Enter the Vlendor’s country.

Claim Amount Enter the claim amount. Note: this must be equal to or greater
than the minimum claim amount.

Contact Code Enter the contact code. See Contact (CNTC) table for valid
values.

Notice of Offset  Default is from the Claim reason Code (CRCT) table. Choose
[Yes] if a notice is to be sent. Otherwise, choose [No].

Status Enter the claim status code. See Claim Status Code (CSCT)
for valid values.
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Field Description

Status Short The description of the status is displayed.
Description

Claim Reference Enter a claim reference.

Comments Optional. Enter a comment.

Receivable Enter the receivable number from the Warrant Intercept
Reference (WINT) table. It must be a valid receivable on Open
Number Receivable Header Inquiry (OREH).
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VENDORPAYMENTVOUCHER(P1)

2 Batch: Document: P1 470 00000000000 M=l E3
[rate of Record T Arcctg Period If Budget FY' l_
@« New  Modification Docurnent Tatal
endor Code I— Use Tax Taotal
Mame | Calculated Tatal l—
Other Attributes | Accounting | Reference Document I Line Details I
“endor Addre: Faypment O ption
Single Check [Defaut =]
| Check Categany I_
| EFT I Drefault ~| Application Type I—
| Scheduled Pay Date lﬁ
Freight
Charge Basiz Im Fired Asset Ind I Mo Change =
Def / Inc / Dec Offset Liability Acct I—
Freight o (@ (@ CEEEEEtE Tax Code I_
e I * *
Oty I— [ S I—

The Vendor Payment Voucher (P1) authorizes the spending of money. You can use it

to pay vendors.

Field

Description

Date of Record

Acctg Period

Default is the date the document is accepted. Enter the date
(mm dd yythat you want to associate with these documents,
usually the current date. You cannot enter a future date.

Default is inferred fromate of Record If you want these
transactions recorded in another accounting period, enter the
desired open period, using fiscal month and fiscal year. You
cannot enter future periods.

Vendor Payment Voucher (P1)
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Field

Description

Budget FY

New/
Modification
[Action]

Document Total

Vendor Code

Default is the current fiscal year. If you want these
transactions recorded in another budget fiscal year, enter the
desired open fiscal year. You cannot enter future budget fiscal
years.

Default isNew [E]. Valid values are:

New [E]
Indicates that this is a new entry (new document).
Modification [M]
This allows you to add lines to a previous document,
change the amounts on existing lines (nhot codes), or
cancel a line (decrease a line amount to zero). To
change codes in an existing line, you must cancel that
line and reenter a new line. You can record both
these lines on the same document by entering
Modification [M].

Required. Enter the net amount of all lines on the document,
not including tax if the tax codes used on the document are for
use tax. To compute this amount:

1. Add all the increase amounts.
2. Add all the decrease amounts.
3. Subtract the smaller of these amounts from the larger.

4. If the tax codes used are markéduse tax) on Tax Code
(TAXT), add together all the adjustment amounts on the lines
(pay attention to signs) and subtract that amount from the
result of #3.

5. Enter that amount.

Conditional. Requiredviéndor/Commodity Control on
System Control Options (SOPT) is seBtath Controls in
Effect [Y]). Leave blank on internal vouchers. Otherwise, it is
optional. Enter the vendor you want paid as a result of this
document. See Vendor Index (VEND) for valid values. Note:
Vendor Codecannot bévliiscellaneousif the Object Codeis
1099 reportable.
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Field

Description

Use Tax Total

Name

Calculated Total

The total amount of tax calculated for this document is
displayed if the tax codes used on the document are Use Tax.
This amount plus the document total must equal the calculated
total.

Default is inferred from Vendor (VEN2). Required on
vouchers for outside vendors whéendor Codeis blank or

if a miscellaneous vendor code is used. Enter the name you
want printed on checks.

This field contains the system-computed total of the line
amounts is displayed.

Vendor Payment Voucher (P1)
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Other Attributes View

Field Description
Vendor Address
(no label) Default is inferred from Vendor (VEN2). Required on

vouchers for outside vendors whéendor Codeis blank or
if a miscellaneous vendor code is used. Enter the address you
want printed on checks.

Payment Options

Single Check Defaults tbefault [blank]. Only specify a choice here if a
vendor elects to receive payments in a different manner than
already specified on Vendor (VEN2).

SelectYes [Y]if you want a separate check printed

specifically for this voucher. Default [blank] is selected, the
system adds this voucher’s amounts together with other
vouchers for the same vendor (by check category) to obtain a
combined voucher check amount. On a modification
transaction, sele¢io Change

Check Category  Optional. This field specifies the category that this check
voucher is printed under. Vouchers are summed by vendor
and check category. See Check Category (CCAT) for valid
values.
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Field Description

EFT Defaults tdefault [blank]. Required if you want the current
payment voucher paid by Electronic Funds Transfer (EFT).
Valid selections arB®efault [blank], No Change [blank] Yes
[Y], orNo [N]. EnterYes [Y]in this field and enter a valid
application type to select this voucher for electronic funds
payment. When blank, this field defaultdNo [N], unless the
vendor is eligible for electronic fund transfer.

A vendor is eligible for Electronic Funds Transfer (EFT) when
EFT Statuson Vendor (VEN2) isActive [A].

If EPPV Requirementson EPS System Control Options
(ESOP) isYes [Y] and the vendor is eligible for electronic
funds transfer, this field is inferred from the referenced
Vendor Invoice (VI) as long &@FT is set toYes [Y]on all of
the invoices referencing this payment voucheEHRT is not
set toYes [Y]on any of the related Vendor Invoice (V1)
documents or one or more payment voucher lines do not
reference Vendor Invoice (VI) documents, you must manually
setEFT to Yes [Y]on this document. If the vendor is eligible
for electronic funds transfer aldFT is Default [blank] or
there are no referenced Vendor Invoice (VI) documétis,
defaults toYes [Y]in the document header. When entering
internal vouchers, seleBefault [blank] in this field.

Application Conditional. Required iEFT is set toYes [Y] otherwise, do

Type not enter this field. The application type is a two-character
code representing the intended application, or use, of the funds
being electronically transferred. See Electronic Funds
Transfer Application Type (EFTA) for valid values.

If EPPV Requirementson EPS System Control Options
(ESOP) isyes [Y]the following description also applies.
When blank andEFT is set toYes [Y] the application type is
automatically taken from the referenced Vendor Invoice (VI),
as long as the application types on all of the Vendor Invoice
(VI) documents referenced on this payment voucher are the
same.

If EFT is set toves [Y]and there are no Vendor Invoice (VI)
documents to take the application type from, the application
type is automatically taken froEBFT Type on Vendor

(VENZ2), if one exists. Otherwise, the user must supply this
field.
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Field Description

Scheduled Pay Default automatically assigns a date according to the
Date following rules:

If Scheduled Payment Days entered on Vendor (VEN2)
for this document's vendor, that value is used. The
payment day is the day of the month when you want to pay
this vendor. The system assigns the payment date using
this day and the current month, or, if the resulting date has
already passed, the next month.

System Payment Lagn System Control Options (SOP2)
is used as the default$fcheduled Payment Days blank
on Vendor (VEN2). The payment lag is the number of
days from the voucher date when you want to issue
payment.

If both Scheduled Payment Dayn Vendor (VEN2) and
System Payment Lagn System Control Options (SOP2)
are blank, then the system date is used.

Applies only to vouchers for outside vendors. Enter the date
when you want the check for this payment voucher issued, if
you want to override the system computed date.

Note: You can change scheduled payment dates on
modifying transactions or through Payment Voucher
Scheduling (SCHD). For further details, seeltlser’s
Guide
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Field Description

Freight

Charge Basis Defaults efault [blank]. To use this field, you must install
the Extended Purchasing Subsystem (EPS) and turn linking
on. This field indicates whether or not freight charges factor
into the total cost of this commodity and what method is used
to calculate those charges. Valid values are:

Default [blank]
If this document references another document with a
freight indicator value, this field is set By
Commaodity [C] Otherwise, freight is not included on
this document.

By Quantity [Q]
Prorate the freight total for the current document
across all commodity lines by quantity.

By Line [D]
Prorate the freight total for the current document
across all commodity lines by pre-tax-amount.

By Commaodity [C]
Allow users the option of entering freight on
individual commodity lines.

No Freight Allowed [N]
Do not include freight on this document. Freight is
not inferred if another document is referenced.

No Change [blank]

Freight If Charge Basisis By Commodity [C]the freight total for the
(Amount) document is supplied by the system when this field is blank.

If Charge Basisis By Quantity [Q]or By Line [D], this
amount is required. If a value is entered, regardless of the
value inCharge Basis it must equal the sum of alll
commodity line freight amounts.

Freight Defaults toDefault [blank]. Required when modifying

(Def/Inc/Dec) Freight Amount; selectDefault [blank] or Increase [I]
during a new entry; seleBtefault [blank] whenFreight
Amount is blank.
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Field Description

Line (Amount) Conditional. Required @harge Basisis By Line [D] and
leave blank if the freight indicator is any other value. Enter
total cost of all commodity lines on this document before tax
and freight, but after discounts are factored in.

Line Defaults toDefault [blank]. Selectincrease [I] or Decrease

(Def/Inc/Dec) [D] if modifying Line Amount; selectDefault [blank] or
Increase [I] during a new entry; and seldagfault [blank]
whenLine Amount is blank.

Line (Calculated System calculated pre-tax, pre-freight, and post-discount total

Amount) amount for the document is displayed. This amount is used to
verify thatLine Amount is correct and is only calculated if
Charge Basisis By Line [D].

Qty (Amount) Conditional. Required @harge Basisis By Quantity [Q}
leave blank ilCharge Basisis any other value. Enter the total
quantity for the document.

Qty Defaults toDefault [blank]. Required when modifying

(Def/Inc/Dec) Quantity Amount; selectDefault [blank] or Increase [I]
during a new entry; seleBtefault [blank] whenQuantity
Amount is blank.

Qty (Calculated System calculated total quantity for the document is
Amount) displayed. This quantity is used to verify that the user supplied
total quantity is correct and is only calculate@ffarge Basis

is By Quantity [Q].

Fixed Asset Ind Default isSlo Change [blank] Valid values are:

Create One Shell [F]
The system will create one Fixed Asset Acquisition
(FA) document for each line on this document.
Create Multiple Shells [Q]
The system will create the quantity of Fixed Asset
Acquisition (FA) documents specified @uantity
for each line on this document.
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Field

Description

Offset Liability
Acct

Tax Code

Default is the value entered Wfouchers Payableon System
Special Accounts (SPEC). Enter the balance sheet account
you want credited for the liability created by this voucher. See
Balance Sheet Account Index (BACC) for valid values.

Conditional. To use this field, you must install the Extended
Purchasing Subsystem (EPS) and turn linking on. Enter the
tax rate used for this document. See Tax Code (TAXT) for
valid values. This field is used to calculate tax on each line. If
this field is left blank and all line tax codes are the same, the
tax code is inferred but not displayed.

Vendor Payment Voucher (P1)
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Accounting View

E_Batch: Document: P1 470 00000000000 M= E3

Date of Record I ! ! Acctg Period | ! Budget FY* I_

* New € Modification Document Total I

Yendor Code I Use Tax Total I

MName | Calculated Tatal I

Other Attributes Accounting I Reference Document | Line Details I
Line Fund  Agency  Oig Appr Unit Activity  Function  Object Job / Project Rept Cat
| | | | I | I | |
T ermini I Armount I Def /lnc /Dec & &

Field Description

Line Required. Enter a different number for each line on the
document. Number@0to 99 are valid. This is a key field on
Open Payment Voucher Line Inquiry (OPVL). It uniquely
identifies the line from all other lines on the voucher.

Fund Required. Default is inferred from Organization (ORG?2)
based on the agency and organization entered on this
document. Otherwise, enter the fund paying for the item on
this line. See Fund Index (FUND) for valid values.

Agency Required. Enter the agency paying for the item on this line.
See Agency Index (AGCY) and Fund Agency Index (FAGY)
for valid values.

Org Conditional. Required Expense Budget Organization

622

Option on Fund Agency Index (FAGY) i (required on

budget and accounting) ér(required on accounting).

Optional on balance sheet transactions. Enter the organization
paying for the items listed on this line. See Organization Index
(ORGN) for valid values.

EEEEEEEEEEEEEENEEEEEEEEEER
MARS ADVANTAGE User’s Reference - Documents

MARS0899



Field

Description

Appr Unit

Activity

Function

Object

Job / Project

Required. Enter the Program Budget Unit element for the
items listed on this voucher. See Program Reference Table
(PRFT) for valid values. The Appropriation Program element
and Allotment Program element will be inferred from PRFT
based on Program Budget Unit.

Conditional. Default is inferred from Organization (ORG2), if
it is included there. Otherwise, enter an activitiéxpense
Budget Activity Option isY (required on budget and
accounting) oA (required on accounting) on Fund Agency
Index (FAGY). See Activity Index (ACTV) for valid values.

Conditional. Default is inferred from Organization (ORG?2);
or from Activity (ACT2), if a function is not entered in
Organization (ORG2). Otherwise, enter a functidBxpense
Budget Function Optionis Y (required on budget and
accounting) oA (required on accounting) on Fund Agency
Index (FAGY). See Function (FUNC) for valid values.

Conditional. For transactions that require a balance sheet
account code, this field is optional. Enter the object that best
describes the item named on this line. See Object Index
(OBJT) for valid values. Note: If the object code entered is a
1099 reportable code, tMendor Code cannot be
Miscellaneous

Conditional. Organizations and activities can be defined to
require the entry of a job number. Refer to Organization
(ORG2) or Activity (ACT?2) for details.

Otherwise, this field is optional. Job Costis Yes [Y]on

System Control Options (SOP2), enter a job humber. See Job
Index (JOBT) for valid values. [fob Costis No [N] on

System Control Options (SOP2), enter a project number or
general reporting category.

Vendor Payment Voucher (P1)
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Field Description

Rept Cat Conditional. This field is required on expenditure transactions
if Reporting Categoryon Agency (AGC2) iRRequired on
Expenditure Transactions [3]

This field is required on revenue transactiorlRéporting
Category Required on Revenue Transactionis Required

[Y]. For transactions that require a balance sheet account code,
this field is required iReporting Category Optionis Y

(required) on Balance Sheet Account Index (BACC).
Otherwise, this field is optional. See Reporting Category
(RPTG) for valid values.

Termini Conditional. Required ifermini Validation Indicator is
selected on Agency Project (AGPR) for this project. Enter the
mile point, range of mile points, or bridge identifier at which
work is performed for a given Highway Route. See Termini
Reference Table (TERM) for valid values.

Amount Conditional. Required if this payment voucher references an
EPS purchase order and the purchase order has a warehouse
code olEPPV Requirementson EPS System Control
Options (ESOP) is select@d]. Otherwise, this field is
optional. Enter the number of items paid for.

If modifying a previous document, enter the amount of change
over (under) the previous amount. Do not enter a positive/
negative sign; the increase/decrease indicator determines
whether this is added to or subtracted from the original
amount.

Def/Inc/Dec Default iDefault [blank]. Valid values on a new document
areDefault [blank] andincrease [I]. Valid values on a
modification document ar@crease [I] if Amount is
increasing, oDecrease [DJf Amount is decreasing. If
Amount is blank, seledbefault [blank].

EEEEEEEEEEEEEENEEEEEEEEEER
624 MARS ADVANTAGE User’s Reference - Documents

MARS0899



Reference Document View

E_Batch: Document: P1 470 00000000000 M= E3
Date of Record I ! ! Acctg Period | ! Budget FY* |

* New O Modification Document Tatal I

Yendor Code I Uze Tax Total I

Hame | Calculated Toatal I

Other Attributes I Accounting Reference Document Line Details I
---------------------------------- R eferenced DIOCUmMERtg oo eenes
Comm I
Line - Reference Humber——- Line Lire Yendor Invoice Lire Amount
Defflnc /Dec & & O Partial / Final I Default =]

Field Description

Referenced Documents

Conditional. Required if this line concerns items previously
recorded on a requisition or purchase order; otherwise, it is
blank. Enter the document code, agency and number of the

If a prior year purchase order is referenced, ensure that all

Reference

Number
document being referenced.
values in the accounting distribution are valid for the prior
year as well as for the current year.

Line

Conditional. Required if this line concerns items previously
recorded on a purchase order; leave blank for requisitions.
Enter the purchase order line number of the item being
referenced.

Vendor Payment Voucher (P1)
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Field

Description

Comm Line

Vendor Invoice

Inv Line

Conditional. Required #V Update Inventory on EPS
System Control Options (ESOP) is selectépddnd for
payment vouchers referencing EPS purchase orders with a
warehouse code.

Required ifFixed Asset Indicatoris Create One Shell [Fbr
Create Multiple Shells [Qbn the payment voucher. Required
if Receiver Accrualon EPS System Control Options (ESOP)
is selectedY]. Otherwise, this field is optional. Enter the
commodity line number of the purchase order referenced.

Optional. Enter the vendor invoice number, if one is available.

Conditional. Required EPPV Requirementson EPS
System Control Options (ESOP) is selectéddnd a vendor
invoice has been entered. Enter the line number of the
referenced invoice.
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Line Details View

E_Batch: Document: P1 470 00000000000 M= E3
Date of Record I ! /! Acctg Period | ! Budgst FY’ |
* New € Modification Document Tatal I
Yendor Code I Lse Tax Total I
Hame | Caleulated Tatal I
Other Attributes I Accounting I Reference Document Line Details I
Line I_ Referenced Document
Taw Amt I— Cade | MNurnber | | Acchy Ling I_
Tatal At Comm Line I Invoice I Invaoice Line I
Fund Dbiect / Sub Al Quanty [
Agency Rew Srce / Sub ! I
— ; | @« Def © Inc O Dec
Org # Sub 4 I Job / Project Freight l—
Appr Lnit Fept Cat
ol B;I?ﬂ = . & Def © lne O Dec
g I EEoun Amount I—
Function I Dizc Type I_ Termini I = Def © Ine . Dec
Desc | Tax Code I P/F Im

Field

Description

Tax Amt

Total Amt

Sub-Org

Desc

The amount of tax for this line is displayed. The system will
calculate the tax amount using the amount supplied and the
tax rate associated with the tax code applied to this line.

The total amount of this line is displayed. The system will
calculate the total amount from the amount supplied and the
calculated adjustment amount.

Conditional. Required on expenditure transactions if
Sub-Organization Required on Spendingon Organization
(ORG2) isRequired [Y]or Required on Expenditure
Transactions [3]

Or, on vendor refund transactionsSifib-Organization

Required on Revenuen Organization (ORG2) Required

[Y]. Otherwise, this field is optional. Enter the
sub-organization paying for the items listed in this document.
See Sub-Organization (SORG) for valid values.

Optional. Enter general descriptive information to be recorded
with this transaction.
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Field

Description

Sub-Object

Rev Srce/Sub

BS Account

Disc Type

Tax Code

Conditional. Required@bject is entered an8ub-Object
Required is selectedY] on Expense Budget Inquiry
(Extended) (EEX2). Otherwise, optional. Enter the sub-object
that best describes the item named on this line. See Sub-
Object (SOBJ) for valid values. Note: If the object code
entered is a 1099 reportable code \tbador Codecannot be
Miscellaneous

Conditiond@Revenue Sources required on vendor refunds.
Enter the revenue source credited as a result of this document.
See Revenue Source Index (RSRC) for valid values. If
revenue source is enterédbject andBalance Sheet
Account must be blank.

Enter a sub-revenue sourc&kiévenue Sources entered and
Sub-Revenue Source Requirei Yes [Y]on Revenue
Source (RSR2). IBub-Revenue Source Requirets No [N],
sub-revenue source is optional. See Sub-Revenue Source
(SREV) for valid values.

Default is inferred from Warehouse (WHS?2) if this payment
voucher references an EPS purchase order with a warehouse
code. Enter this field only if this is an expense transaction. See
Balance Sheet Account Index (BACC) for valid values. It
cannot be any of the default accounts in System Special
Accounts (SPEC). However, it can be the default fund balance
account.

Optional. If a vendor discount policy applies to this voucher
line, enter the appropriate discount type from Discount Type
(DISC). A valid discount type must hai#® Discount Flag

set toN. The cash disbursement process determines whether
the discount can actually be taken at the time the check is
printed.

This field is blank on balance sheet transactions and vendor
refunds.

Default is inferred by the system. Enter the tax rate to be used
for this line. See Tax Code (TAXT) for valid values. This field
can only be used when the Extended Purchasing Subsystem is
installed with linking turned on.
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Field

Description

Quantity

Def/Inc/Dec

Freight

Def/Inc/Dec

Conditional. Required if you are referencing EPS purchase
orders that contain a warehouse c@&fRPV Requirementsis
selectedY] on EPS System Control Options (ES@RAYyou

are referencing an Extended Purchasing Subsystem purchase
order, orFixed Asset Indicatoris Create Multiple Shells [Q]

Otherwise, this field is optional. Enter the number of items
paid for.

Default iDefault [blank]. Indicates whether the amount in
Quantity is anIncrease [I] or Decrease [D]Decrease [Djs
valid on a new document as long@iscount Typeis blank
and a requisition is not being referendddcrease [D]s used
on new documents to record credit memos.

Default is inferred by the system. Leave blar@®hiérge
Basisis any value other thaBy Commodity [C] Optional if
Charge Basisis By Commodity [C] enter an amount in this
field to include freight on this commaodity line.

Default iDefault [blank]. Indicates whether the amount in
Freight is anincrease [I] or Decrease [D] This field can only

be used when the Extended Purchasing Subsystem is installed
with linking turned on.
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Field Description

P/F Defaults tdefault [blank]. This field is used only when a
purchase order is referenced. Valid values are:

Default [blank]
This will leave this field blank.

Partial [P]
This value is optional (the system knows that the
payment is partial because the payment voucher line
amount is less than the purchase order line amount).

Final [F]
If the total amount expensed equals the purchase
order line amount, then the purchase order line is
closed automatically, and this value is optional.
SelectFinal [F] if the total amount expensediéss
thanthe purchase order amount, but you want to
force a close (the item did not cost as much as
expected) or if the total amount expenseahdse
thanthe purchase order amount (the item cost more
than expected).

A maximum limit exists for how much the total amount
expensed can exceed the purchase order amount. (See
discussion of purchase orders in teer's Guide)
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WAREHOUSEPICK AND ISSUE(PIW)

I SN EEEEEEEE
2 Batch: Document: PIW 470 TEST1 _ (O] %]
Dateof Record | /0 4
Warehouse I
Action Option,
Select One
‘fes Mo

r & Print Mew Pick Tickets
o % Print Mew Pick Tickets and Schedule Warehouse Stock Shipped Documents

I & Reprint Pick Tickets
ar

Schedule W arshouse Stock Shipped Documents Ma =]
Print Optian
IF Printing, Select One
Yes Mo
® % Al'Warehouse Stock Orders
e & Specific Warehouse Stock Order Number Tl
9 % Specific Delivery Date P

The Warehouse Pick and Issue (PIW) document allows for printing tickets for
selected TIW for the specified warehouse. The PIW resembles the Pl document.

Field Description

Date of Record Default is date that the system created the Warehouse Stock
Order (TIW) document. Enter the date of the stock request.

Warehouse Required. Enter the warehouse responsible for printing the
pick tickets, or scheduling issue confirmation documents.

Action Options - Select One

Print New Pick  Default is[No]. SelecfYes}to choose this option.
Tickets
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Field

Description

Print New Pick
Tickets and
TRW
Documents

Reprint Pick
Tickets

OR

Schedule
Warehouse
Stock Shipped
Documents

Default is[No]. SelecfYes}to choose this option.

Default is[No]. SelecfYes}to choose this option.

Default is[No]. Valid values include:

DELIVERY DATE
Select if you want to schedule the TRW document by
Delivery Date

PICK DATE
Select if you want to schedule the TRW document by
pick date.

Print Options: If Printing, Select One

All Warehouse
Stock Orders.

Specific TIW

Specific TIW
Number

Specific
Delivery Date

Specific
Delivery Date

Conditional. If you selected an option to print the pick tickets,
you must select a print option. Defaul{f¥o]. Selec{Yes]
to select this option.

Conditional. If you selected an option to print the pick tickets,
you must select a print option. Defaul{f¥o]. Selec{Yes]
to select this option.

Conditional. If you selected an option to print the pick tickets,
you must select a print option. Defaul{¥o]. Selec{Yes]
to select this option.

Conditional. If you selected an option to print the pick tickets,
you must select a print option. Defaul{¥o]. Selec{Yes]

to select this option. Enter the delivery date in the second
field.

Conditional. If you selected Specific Delivery Date option to
print the pick tickets, you must enter the delivery date. Enter
the Delivery Date in mm/dd/yy format.
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Releazed Quantity

[iescription

2 Batch: Document: TRW 470 TESTI [ [O] x]

Date of Record rod Acctg Period / Budget FY |_

& New  Modiication ' Cancellation

Requizition Tranz D Tl

Comments | Document Total I—
Stack |ssue Def / |ssue Def /

Line Itern Mumber Quantity Inc / Dec Unit Unit Price Inc / Dec

WAREHOUSESTOCK SHIPPED (TRW)

I'_

Total |

Requesting Org I |zsuing Warehouse I Requesting Warehause I Murnber of |ssues I_
Requested by | Delivery Date !l [ Shipwhale
Phone Number | Delivery Bulding and Room |

The Warehouse Stock Shipprd (TRW) document allows confirmation of the receipt of

stock items. The
the processing o

TRW adopted the accounting logic of the existing TR document and
rder of the C1 document.

Field

Description

Date of Record

Accounting
Period

Budget FY

Default is date that the system created the Warehouse Stock
Order (TIW) document. Enter the date of the stock request.

Default is inferred from teh date of record. If this transaction
is to be recorded in some other accounting period, enter the
desired open period, using fiscal month and fiscal years. Do
not enter future periods.

Default applies to current fiscal year budget. If this transation
is to be recorded in another fiscal year, enter the desired open
fiscal year. Do not enter future budget fiscal years.

Warehouse Stock Shipped (TRW)
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Field

Description

New/
Modification/
Cancellation

Warehouse
Stock Order

Comments
Document Total
Delivery
Building and
Room

Phone Number

Requested By

Comments

Document Total

Line

Stock Item
Number

Default is NEW. Valid values are:

NEW
Select if creating a new document.

MODIFICATION
Selecting if modifying a previous document. This
option allows adding lines, changing the quantities fo
existing lines (not codes), or cancelling a line
(decreasing the line to zero) on a previous document.
All codes must match those used on the original
document.

CANCELLATION
Select if cancelling an existing document (cannot
cancel an issued or released document).

Required. Enter the transaction identifier (document number)
of the TIW for which the transfer was made.

The description for this line is inferred from INVN.

Display only. The total of the document is displayed.
Required. Enter the building and room where the order is
delivered.

Required. Enter the phone number of the requesting person.

Required. Enter the name of the person to whom questions
addressed about the order are directed.

Optional. Enter up to 30 characters of text associated with the
issue of the transferred goods.

Display only. The system computed document total is
displayed in this field.

Required. Enter the line number associated with this item.

Required. Ente the stock items code that identifies the goods
transferred. Ensure that it is valid on Inventory Inquiry
(INVN), nad that is not a parent item on Inventory (INV3).
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Field

Description

Issue Quantity
Def/Inc/Dec
Action

Issue Unit
Unit Price
Def/Inc/Dec
Action
Released
Quantity

Total

Description

Requesting Org

Issuing
Warehouse

Requesting
Warehouse

Number of
Issues

Requested By

Required. Enter the quantity of goods actually transferred.

Defaults to Default. On a modification transaction, valid
values aréncrease [I] or Decrease [D]reflects the change in
quantity transferred).

Display only. This field is inferred from INVN.
The current unit price is inferred from INVN.

Defaults to Default. On a modification transaction, valid
values aréncrease [I] or Decrease [D]reflects the change in
quantity transferred).

Display only. The quantity released by the Warehouse Pick
and Issue (PIW) document is displayed.

Display only. The system computes and displays the cost that
is charged to meet account distribution from teh item lines.

This field is inferred from INVN.

Display only. Enter the organization that is request this item.
See Organization Index (ORGN) for valid values. The system
uses the agency code from the Document ID to identify a valid
agency/organization combination.

Display only. The warehouse from which gooods are
transferred. This warehouse must already be established on
WHS2 table.

Display only. The warehouse that requests the goods to be
transferred. This warehouse must already be established on
the WHS2 table.

Display only. The number of issues made agains the TIW is
displayed.

Display only. The name of the individual requesting the stock
items is displayed.
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Field

Description

Delivery Date

Ship Whole

Phone Number

Delivery
Building and
Room

Required. Enter the future date when you must receive the
transfer.

Default ifNo Change] SelecfYes]if partial shipments are
not allowed. SeledNo] if partial shipments are allowed.

Display only. The phone number indicated on the TIW is
displayed.

Required. Enter the building and room where the order is
delivered.
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WAREHOUSESTOCK ORDER (TIW)

2 Batch: Document: TIW 470 TEST1 _ (O] %]
Date of Record [
* New € Modiication ' Cancellation

|zzLing "W arehouse I Requesting 'warehouze | Requesting Org |

Ship whaole  Yes O Mo 1 MoChange Dielivery Date F

Delivery Building and Room I— Phione Number I—

Requested by |

Comments | Daocument Total I—

Stack Fequested Det / |ssue Backardered
Line |tem Mumber Quantity Ihe #Dec Unit Urit Price Quantity

) O ) S 1< R F—
Description | Tatal I—

The Warehouse Stock Order (TIW) document allows the requesting warehouse to
order stock items from another warehouse. The TIW resembles the Tl documents,
but fosters the processing of the SR document.

Field Description

Date of Record Default is date that the system created the Warehouse Stock
Order (TIW) document. Enter the date of the stock request.
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Field

Description

New/
Modification/
Cancellation

Issuing
Warehouse

Requesting

Warehouse

Requesting Org

Ship Whole

Delivery Date

Billing Code

Delivery
Building and
Room

Phone Number

Default is NEW. Valid values are:

NEW
Select if creating a new document.

MODIFICATION
Selecting if modifying a previous document. This
option allows adding lines, changing the quantities fo
existing lines (not codes), or cancelling a line
(decreasing the line to zero) on a previous document.
All codes must match those used on the original
document.

CANCELLATION
Select if cancelling an existing document (cannot
cancel an issued or released document).

Required. The warehouse from which gooods are transferred.
This warehouse must already be established on WHS2 table.

Required. The warehouse that requests the goods to be
transferred. This warehouse must already be established on
the WHS2 table.

Required. Enter the organization that is request this item. See
Organization Index (ORGN) for valid values. The system
uses the agency code from the Document ID to identify a valid
agency/organization combination.

Default ifNo Change] SelecfYes]if partial shipments are
not allowed. SeledNo] if partial shipments are allowed.

Required. Enter the future date when you must receive the
transfer.

The billing code that identifies the billing profile for invoice
or statement generation is inferred from the original
Receivable (RE) document and displayed.

Required. Enter the building and room where the order is

delivered.

Required. Enter the phone number of the requesting person.
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Field

Description

Requested By

Comments

Document Total

Line

Stock Item
Number
Requested
Quantity
Def/Inc/Dec
Action
Issue Unit

Unit Prece

Backordered
Quantity

Total

Description

Required. Enter the name of the person to whom questions
addressed about the order are directed.

Optional. Enter up to 30 characters of text associated with the
issue of the transferred goods.

Display only. The system computed document total is
displayed in this field.

Required. Enter the line number associated with this item.
Required. Ente the stock items code that identifies the goods
transferred. Ensure that it is valid on Inventory Inquiry
(INVN), nad that is not a parent item on Inventory (INV3).
Required. Enter the quantity of goods to be transferred.
Defaults to Default. On a modification transaction, valid
values aréncrease [I] or Decrease [D]reflects the change in
quantity transferred).

This field is inferred from INVN.

The current unit price is inferred from INVN.

The quantity of the stock item that was back ordered to meet
this requisition.

The system computes and displays the cost that is charged to
meet account distribution from teh item lines.

This field is inferred from INVN.
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WRITEOFF (WO)

P Batch: Document: W0 470 00000000000 - [O]x] I
Drate of Record T Aoty Period T Budget FY' I_
Customer Code | . FE Due Date B
[ TP Billing Code I— Dacumnent Taotal I—
Calculated Tatal I—
Lirie I_ Fund | Appr Unit | BS Account | =
Ligency I_ Function I— Rate Code I—
Org / Sub [ 4 Obest/Sub [ )| Huanity ]
Aictivity I_ Job Mumber I— Lt I—
Rewv Sice / Sub I_ .-’I_ Rept Category I— Amount I—
Description | Def /Inc / Dec IW
I=]
Other Attributes | LCustomer Details |
RE Tupe I_
Dif Bld Fec Accaunt F
Instruction Code I—
Comments |

The Write-Off (WO) document allows the user to write off or cancel Receivable (RE)
documents. These documents are created when the Process Write-Offs (ARWO) job

is run and then loaded to Document Listing (SUSF). You should not enter this
document online.

Field Description

Date of Record Default is date that the system created the Write-Off (WQO)
document. Enter the date of the write-off.

Acctg Period Default is inferred based Date of Record Enter the
accounting period associated with this write-off.

Budget FY Default is current fiscal year. Enter the budget fiscal year
associated with this write-off.
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Field Description

Customer Code The customer whose bill is being written-off is inferred from
the original Receivable (RE) document and displayed.

RE Due Date The date when payment for the receivable was due is inferred
from the original Receivable (RE) document and displayed.

Third Party Specifies if the system is to bill the third party. Inferred from
the original Receivable (RE) document and displayed.

Billing Code The billing code that identifies the billing profile for invoice
or statement generation is inferred from the original
Receivable (RE) document and displayed.

Document Total  Required. Unsigned net amount of all lines entered on the
document. Equal to the total of all line amounts.

Calculated Total  The total of the line amounts is computed by the system and
displayed.

Line Required. Enter a unique number for each document line. This
field must match the line number of the original Receivable
(RE) line that you want to modify.

Fund The fund for which revenue was earned is inferred from the
original Receivable (RE) and is displayed.

Agency The agency for which the revenue was earned is inferred from
the original Receivable (RE) line and is displayed.

Org/Sub The organization and sub-organization is inferred from the
original Receivable (RE) line and is displayed.

Activity The activity is inferred from the original Receivable (RE) line
and is displayed.

Rev Srce/Sub The revenue source and sub-revenue source are inferred from
the original Receivable (RE) line and is displayed.

Description Description is inferred froReceivable Line Write-Off on
the original Receivable (RE) and is displayed.
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Field

Description

Appr Unit

Function

Object/Sub

Job Number

Rept Category

BS Account

Rate Code

Quantity

Unit

Amount

Def/Inc/Dec

The program budget unit is inferred from the original
Receivable (RE) line and displayed.

The function is inferred from the original Receivable (RE) line
and displayed.

Object and sub-object are inferred from the original
Receivable (RE) line and displayed.

The job number is inferred from the original Receivable (RE)
line and displayed.

The reporting category is inferred from the original
Receivable (RE) line and displayed.

The balance sheet account is inferred from the original
Receivable (RE) line and displayed.

The rate code used to define the billing rate per unit of
measure is inferred from the original Receivable (RE)
document and displayed.

The number of units purchased by the customer is inferred
from the original Receivable (RE) document and displayed.

The unit of measure of the goods purchased by the customer is
inferred from the original Receivable (RE) document and
displayed.

The amount is inferred from the outstanding balance of the
original Receivable (RE) line and displayed.

Defaults t®efault [blank].
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Other Attributes View

Field Description

RE Type S (summary) indicates that a receivable is a summary
receivable and not for billing to customers. This field is
inferred from the original Receivable (RE) document and
displayed.

Off Bld Rec The balance sheet account used to record the offset entry is

Account inferred from the original Receivable (RE) document and

Instruction Code

Comments

displayed.

The instruction code used to specify the special instructions
you want printed on an invoice is inferred from the original
Receivable (RE) document and displayed.

The description of the document is inferred from the original
Receivable (RE) document and displayed.

Write-Off (WO)
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Customer Details View

E_Batch: Document: W0 470 00000000000 M= E3
Date of Record | ! ! Acctg Period I /! Budgst FY’ |
Customer Code | : RE Due Date I 4 ¢
1 Tt Pzt Billing Code I Document Total I
Calculated Total I
Line I_ Fund I Appr Unit I BS Account I =
Agency I Function I Rate Code I
Org / Sub I Jf Object / Sub f /| Duantity |
Auctivity | Job Mumber | Uit |
Rev Sice / Sub | JI_ Fept Category | Amount |
Description | Def / Ine / Dec |Default
Other Attibutes Customer Details |
Mame |
Addiess |
|
City | State [ Zip | -
Field Description
Name The corresponding customer name is inferred from the

original Receivable (RE) document and displayed.

Address, City, The customer address information is inferred from original
State, Zip Receivable (RE) document and displayed.
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INDEX

A

AL (Allotment -- Extended) 3

Allotment -- Extended (AL) 3

AP (Appropriation -- Extended) 6
Appropriation -- Extended (AP) 6

C

C1 (Cash Receipt Electronic Deposit) 24
Cash Collection Plan (CC) 10

Cash Receipt (CR) 14

Cash Receipt Electronic Deposit (C1) 24
CC (Cash Collection Plan) 10
Centralized Purchase Order (PC) 30
Centralized Purchase Order from Procurement Desktop (PCP) 49
Check Cancellation (CX) 68

Check Writer Journal Voucher (CJ) 71
ClI (Stock Issue Confirmation) 561

CJ (Check Writer Journal Voucher) 71
CR (Cash Receipt) 14

CU (Customer) 76

Customer (CU) 76

CX (Check Cancellation) 68

E

EB (Expense Budget) 85

Expense Budget (EB) 85

Expense Transfer (1X) 90

Expense Voucher (TP) 100

Expenses 181

F

FA (Fixed Asset Acquisition) 112

FB (Fixed Asset Betterment) 126
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FC (Fixed Asset Modification) 144

FD (Fixed Asset Disposition) 136

FF (Funding Source Modification) 172
Fixed Asset Acquisition (FA) 112
Fixed Asset Betterment (FB) 126
Fixed Asset Disposition (FD) 136
Fixed Asset Internal Sale (FS) 138
Fixed Asset Modification (FC) 144
Fixed Asset Transfer (FT) 152
Foreign Travel Authorization (TEC) 157
FS (Fixed Asset Internal Sale) 138
FT (Fixed Asset Transfer) 152
Funding Source Modification (FF) 172
I

IA (Inventory Adjustment) 210

Il (Internal Voucher) 200

[IT (Internal Travel Voucher) 181
Internal 192

Internal Travel Voucher (1IT) 181
Internal Voucher (II) 200

Inventory Adjustment (1A) 210

IP (Physical Inventory Purchase Input) 446

IX (Expense Transfer) 90

J

JB (Job Control) 216

JC (Job Charges) 213

Job Charges (JC) 213

Job Control (JB) 216

Journal Voucher Correction (JVC) 226
Journal Voucher Master (JVM) 234
Journal Voucher Transfer (JVT) 244
JVC (Journal Voucher Correction) 226
JVM (Journal Voucher Master) 234
JVT (Journal Voucher Transfer) 244

M

Manual Warrant (MW) 249

Manual Warrant/Fed Wire (MWW) 259
Manual Warrant/Investment (MWI) 269

dexlviii
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MP (Multiple Vendor Payment Voucher) 272

Multiple Vendor Payment Voucher (MP) 272

MW (Manual Warrant) 249

MWI (Manual Warrant/Investment) 269

MWW (Manual Warrant/Fed Wire) 259

N

NAC (Name and Address Change) 279

Name and Address Change (NAC) 279

NF (Non-Sufficient Funds) 282

Non-Sufficient Funds (NF) 282

O

OB (Obligation Plan) 286

Obligation Plan (OB) 286

OC (Over the Counter) 316

Out 302

Out of State Travel Authorization (TEO) 290
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