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Introduction

Purpose of Data
Cleanup Instructions

This Document

<

IMPORTANT

Warnings

Additional OIIT
Resources and
Support:

The purpose of these instructions is to provide the user with the
necessary steps to identify and correct data in the PeopleSoft v7.5
Financial System in preparation for conversion to PeopleSoft v8.9.

This document provides the institutional user with the following
information:

e Instructions for running PS provided, or other queries and
reports to locate “faulty” or orphaned data.

¢ Instructions for correcting or deleting the reported data.

¢ Instructions for when to contact OIIT for assistance in correcting
or deleting reported data.

e Notations as to which types of data will need to be continuously
monitored so data, once cleaned, will remain as such for
conversion.

o Deadlines for each portion of data cleansing.

OIT recommends that all reports and query results be saved, along
with the steps taken to correct or cleanse the data. This information
might be useful if any unforeseen issues occur.

In order to make the clean up process as easy as possible on the
institution it is recommended that GL clean up steps take place after
all other modules clean up has been completed.

In order for the institution’s data to be easily and correctly converted
from the 7.5 to the 8.9 database, it is imperative that all data be
corrected prior to beginning the upgrade process. Some data
cleanup may require database intervention (DBI) by PSFIN support
staff at OIIT.

The deadlines provided in this document are to help ensure ample
time is allotted for all issues that might be uncovered during the
process. Each Campus Coordinator will be reporting institutional
progress toward these deadlines in the monthly Institutional
Readiness phone conferences.

Contact OIIT Customer Services immediately (see contact
information below) if you have questions or concerns about a step,
the data involved, or if you receive system errors or warnings.

Contact the OII'T HELPDESK at
http://www.usg.edu/customer_services (self-service ticket
submission) or e-mail Helpdesk@usg.edu. For urgent or
production down situations, call the Ol T HELPDESK (706-583-
2001; or toll free within Georgia 1-888-875-3697).
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Overview of data cleanup

Overview In order to successfully convert the data contained in each
institutional PeopleSoft Financial database, it is necessary to ensure
the data is as complete and as correct as possible. Regardless of
how the data came to be orphaned or at fault, it must be corrected to
ensure a smooth conversion to version 8.9.

Security Information The reports that will be run will all be accessed via the Define
Upgrade Options panel. This panel is only accessible to a specific
user id created and released by OIIT with release 2.44 on January
19, 2007. Please contact your local Security Administrator for
access to the ID.

The queries that will be run will be run from the Query Tool. No
special access is necessary to run these queries.

Instructions for 7.5 Data Clean Up
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Accessing the Panel Once logged in with the appropriate 1D, the panel will be available
as shown below:

Maintain Product Costs E“Elgl
File Edit View fed

Favorites Use Inguire Report Help

e Windaw 4

| v Manage Costs
Process Data Collection
IMaintain Ikems
Contral Invenkary
Manage Sales Activities
Administer Procurement
Manage Projecks
Manage Assets
Process Financial Information
Administer Grants
Self Service

r v vy vy rowrrvrowwoww

Define Business Rules
EOR Intetfaces & Reports
BOR, Budget Prep

BOR. Utilities

BCR Year End

BOR'WH Project

PeopleToals 3

FOs03

Once this panel is selected, all reports will be located in the Report
menu.

Define Upgrade Options |Z”Elg|

Fle Edit Wiew Go Favorites usaelp

FOs03

Instructions for 7.5 Data Clean Up
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GL Clean Up

Validating the
Budget Period Tree

Run Budgetary Control
Tree Audit (GLS8007)

Budget periods are tracked differently in 8.9 than in the current
version of PSFIN. The conversion process looks at the Budget
Period Trees to convert the Budget Period Chartfield information
into Budget Calendars. For this process to convert the data
properly the structure of the trees must be validated.

Navigate to Go, Define Business Rules, Administer Budgetary
Control, Reports, Budgetary Control Tree Audit. Enter a new
run control if necessary.

Ensure the Business Unit is correct and the check box for Audit
Budget Period Trees is selected while Audit Translation Trees is
not selected.

Administer Budgetary Control - Reports - Budgetary Control Tree Audit Q@E|

Fle Edit View Go Favorites Use Reports Help

8|8 x| alEa| &= =|=] A= 2]

Parameters ]

| *|v|~l? |

Operator 1D: Ps

Run Control 1D: budget

Report Request Parameters

oo s

Unit:

[ Audit Translation Trees ¥ Audit Budget Period Trees

FOS03 Parameters Add

Review Translation
Trees

Click on the traffic light to submit your parameters.
Run the report.

This report should return no rows of data. If it does return data,
please contact OIIT for assistance.

Duplicate chartfield values are not allowed in trees but there are
some instances when duplicates can occur and might not be
‘caught’ by the system. This step will verify none exist.
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Examine Navigate to Go, PeopleTools, Tree Manager. The following
BDXLAT_ACCOUNT screen will appear:

# (Untitled) - Tree Manager

Fle Edit View Go Favorites Structure  Help

Diles| BB & sifvil 2] 2[5 ] 2]

UM

Click on the + sign next to Default. Once the expanded, continue to
access the tree to the level indicated below. Do this by accessing
BDXLATE_ACCOUNT, BDXLATE_ACCOUNT,

BU 01/01/1901, 000000 — All Accounts

# 33000-BDXLATE_ACCOUNT-01/01/1901- - Tree Manager

Fle Edit Wiew Go Favorites Structure Level Mode Detail Help

DIs(B|E| S| sl Xi[w| 2]

|’§ Tree Manager

-5 BU_DEFAULT
&) DEFALLT
+-=fg= ACCESS_GROUP
+-alg® BCCOUNT
+-ag ACCOUNT_BOR
| =3 BDKLATE_ACCOUNT

= 4 BDXLATE_ACCOUNT
=% 33000 014011501
=% 000000 - All Accounts

00 - Revenues
#-{Z]] 500000 - Personal Services
#-{Z1] 600000 - Travel
+ D 700000 - Operating Supplies & Expenses
#-{Z2] 800000 - Equip Purch/Capital Outlay
#-{Z]] 900000 - Transfers
-4 REY_EXP_ACCOUNT
+ =3 BDKLATE_DEPTID
+] =fZ= BORWH_ACCOUNT
+]-=Z= BORWH_CLASS
+|-=f3 BORMWH_PROGRAM
+|-=f3= BUDGET_PERIOD
+-ofge CLASS
+|-=fg= DEPTID
+1-alg= FUND
+-ulF= ITEMS
+ =@ PROGRAM
+ =fZ PROJECT_GL_EOR
ol TOOLS

Lewvel: APPROP UM

Instructions for 7.5 Data Clean Up
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With the first node highlighted (as shown above) click on View,
Expand All. The system will automatically expand this node on
the tree as shown below.

+33000-BDXLATE_ACCOUNT-01/01/1901- - Tree Manager

Flle Edit Wiew Go Favorites Struckure Lewel Mode Detail Help

DIc=(B|E| S| slwi| ] ihi[vi| 2]

# [l BU_DEFALLT ~

+|-=f3= ACCESS_GROUP
= ACCOUNT
+-=fg® ACCOUNT_BOR
=|-=fg= BDRLATE_ACCOUNT
-4 BDRLATE_ACCOUNT
=% 33000 0170115901
=% 000000 - All Accounts
= @ 400000 - Revenues
] a 401000 - Res Tuition (eff FY02)
8 [401001 - 401999]
=% 402000 - Mon Resident
M8 [402001 - 402999]
= a 403000 - Technology Fees
488 [403001 - 403999]
= a 404000 - Student. Transportation
M8 [404001 - 404999]
= a 405000 - Parkingehicle Registration
8 [405001 - 405999]
=1 %) 406000 - Student Health Fees
8 [406001 - 405999]
=] a 407000 - Student Athletic Fees
M8 [407001 - 407999]
= a 40G000 - Student Activity Fees
488 [403001 - 405999]
=% 409000 - Other Fees
488 [409001 - 4099939]
= a 411000 - Federal Appropriations
ey .

UM

Examine each branch to ensure that the detail level does not include
the same information as the level above it or below it. For example,
the “detail level’ for Res tuition shows 401001 — 401999 which
does not contain the account in the level above it (401000) or below
it (402000). An example of an error is shown below:

#1 Adobe Reader - [ureposts04_022205_ufineg?5xtoB81.pdf]

' Fie Edt View Dorument Tools Window Help NIEES

TH S @ M D s S oot oo ‘g‘:u o ©[2on |- @ D3| @new - ! Mm"_\]

l-=j2= BDXLATE_CLASS
. =4 BDRLATE_CLASS

[ Pages € Bockmarks

_ =& UNIY 010171900

Note: The tree node | =% 00 - All Classes

(01 — Payroll) Elvﬁ 01 - Payroll

should not appear in - LB [01 - 14]

the detail range (01- E‘ﬁ 0Z - Benefits
‘| 14). The range B 16 - 20]
; should be changed D 03 - Office Expenses
A | 0 02-14 -] 04 - Utilities
; +-{_ 7] 09 - Others

S Id d [ =oese [ b bl | © O[=]H
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Correcting Tree Errors To correct an error as the one shown above, highlight and then right
click on the detail range to correct. The following window will pop
up.
Edit Data
Change Range
Delete

Insert Detail
Edit Levels

Cuk

Click on Change Range to open the following window.

Detail Value Range ﬁl

M ode Mame; 401000
Arcct
[ Dynamic Range

From:  |GILERITIY]

To 401999
| Save | Eann::el|

At this point you may change either the From or To range
information and save.

Due Date Any trees with issues should be corrected by February 28, 2007.
Process should be run once during each month close in order to
identify any issues prior to FY 2007 close, and each month prior to
the upgrade during FY 2008.

Completing Budget For the upgrade process to convert the log for budget check properly

Checked Journals all journals must have a valid budget checked status. This includes
any journals that have previously been successfully budget checked
and then modified but not budget checked again.

Instructions for 7.5 Data Clean Up
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Run Query
UPG_GFGLX05

Due Date

Posting Successfully
Budget Checked

Access the Query Tool and open the query UPG_GFGLX05. No
modification to the criteria is needed. Run the results of the query
to Excel.

Examine the results. Any journals that have not been budget
checked for the current open accounting period and fiscal year
should be researched, and if valid, they should be budget checked
and posted.

For journals from previous fiscal years or closed accounting periods
in the current fiscal year, research the journals to determine the
following:

e Ifa ‘replacement’ journal was entered and posted.

e Was the journal documented and noted for the audit of the
specified fiscal year?

e Was the journal reported in financial results?
e Does the data warehouse need to be corrected?

Once all data has been documented, contact OIIT for assistance in
completing/removing the data.

Any journals not budget checked from a prior fiscal year be
corrected by February 28, 2007. Query should be run once during
each month close in order to identify any issues prior to FY 2007
close, and each month prior to the upgrade during FY 2008.

Prior to upgrading the database, all journals that have been budget
checked must be completed. It is possible that the institution’s

Journals database has prior fiscal year journals that have been budget
checked but not posted. This step will help identify and complete
these journals.
Instructions for 7.5 Data Clean Up
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Run the query
UPG_GFGLX01

Due Date

Revenue Adjustment
Journals

Run query
UPG_GFGLFO05

Access the Query Tool and open the query UPG_GFGLX01. No
modification to the criteria is needed. Run the results of the query
to Excel.

Examine the results. Any journals that have not been posted for the
current open accounting period and fiscal year should be
researched, and if valid, posted.

For journals from previous fiscal years or closed accounting periods
in the current fiscal year, research the journals to determine the
following:

e If a ‘replacement’ journal was entered and posted.

e Was the journal documented and noted for the audit of the
specified fiscal year?

e Was the journal reported in financial results?
e Does the data warehouse need to be corrected?

Once all data has been documented, contact OIIT for assistance in
completing/removing the data.

Any journals not budget checked from a prior fiscal year be
corrected by February 28, 2007. Query should be run once during
each month close in order to identify any issues prior to FY 2007
close, and each month prior to the upgrade during FY 2008.

All posted journals with an original budget type of “Revenue
Adjustment” and a journal line amount type of “Recognized” (RC)
will be assigned a journal header status of ‘Z’ during the upgrade.
This new header status is described as “Upgrade journal-Can’t
Unpost”. If the end user attempts to unpost this type of journal
after the upgrade it will reverse the budget amounts incorrectly. If
any of these journals marked with the ‘Z’ status must be unposted
after the upgrade they will need to be copied and posted with the
Reverse check box selected.

This query provides the user with a listing of any journals with the
original budget type of “Revenue Adjustment”.

Access the Query Tool and open the query UPG_GFGLF05. No
modification to the criteria is needed. Run the results of the query
to Excel.

Examine the results. Any journals that appear on this report should
be reported to OIIT.

Page 9
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Due Date

Post Controlled

Budget Journals

Run query
UPG_GFGLX02

Due Date

Reconcile Budget

Any revenue adjustments not budget checked from a prior fiscal
year be corrected by February 28, 2007. Query should be run once
during each month close in order to identify any issues prior to FY
2007 close, and each month prior to the upgrade during FY 2008.

Due to differences in table structure between versions 7.5 and 8.9 it
is imperative that all controlled budget journals be posted in order
to convert all the required data from one system to the other. This
query lists budget journals that have not been posted.

Access the Query Tool and open the query UPG_GFGLX02. No
modification to the criteria is needed. Run the results of the query
to Excel.

Examine the results. Any journals that have not been posted for the
current fiscal year should be researched, and if valid, posted.

For journals from previous fiscal years, research the journals to
determine the following:

o If a ‘replacement’ journal was entered and posted.

e Was the journal documented and noted for the audit of the
specified fiscal year?

e Does the data warehouse need to be corrected?

Once all data has been documented, contact OIIT for assistance in
completing/removing the data.

Any budget journals not budget checked from a prior fiscal year be
corrected by February 28, 2007. Query should be run once during
each month close in order to identify any issues prior to FY 2007
close, and each month prior to the upgrade during FY 2008.

This report will show any discrepancies between the Fiscal Year

Ledgers view and Budget Period view rows in LEDGER_BUDG. These
must be corrected prior to running the upgrade process. This report
will need to be run for each fiscal year the system has been operable.
Instructions for 7.5 Data Clean Up
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Run the Budget
Reconciliation Report
(GLS8100)

Navigate to Go, Process Financial Information, Maintain
Ledgers, Report, Budget Close Reconciliation. Create a run
control ID. The following panel will be accessed.

Maintain Ledgers - Report - Budget Close Reconciliation

Fle Edt Wiew Go Favorites Uss Process [nquire Report Help
gl@ x| alEal e 5= AlE So|2] #lelslf |
Parameters ]
Operator 1D: PSS
Run Control 1D: budcloze Language: m i
Process Frequency Parameters j
 Once Request Number: 1
= Always .
o Request Option Fiscal Year: 2002
" Don't Run & AllBUs
" One BU
" Dne Ledger
Z‘
Frocess Instance: 235450 FOs03 Parameters Add

<

Select the Always radio button and the All BUs button. Enter the
first fiscal year for which there is data in the institutions database.
Click the Traffic icon to submit the specified parameters.

When the Process Scheduler panel appears, verify the printer path (if
printing) or specify a file name (if running to a file), and click on
OK to submit the report.

Examine the report or file. No discrepancies should be reported on
any section of the report. If discrepancies are found on the report,
contact OIIT for diagnosis and corrective action.

. This report must be run separately for each fiscal year on the
database.

. If the user chooses to run this report to a file, it will be necessary

IMPORTANT ) X
to give the file a new name for each run of the report or the
previous report will be over-written. It is recommended that the
Fiscal Year be included in the report name.
Instructions for 7.5 Data Clean Up
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Due Date Any reconciling items prior to fiscal year 2007 must be corrected
by February 28, 2007. Report should be run once during each
month close in order to identify any issues prior to FY 2007 close,
and each month prior to the upgrade during FY 2008.

Completing Journal All subsystem transactions must be journal generated prior to cut

Generation of Banner over. There are significant table structure changes between 7.5 and
8.9. Because of this, institutions cannot assume pending
transactions will successfully post once the conversion process is
complete. Define and execute the following query in order to
determine if all student financials transactions have been distributed
to the general ledger.

Instructions for 7.5 Data Clean Up
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Create Query
UPG_BNR_NOT_JGE
N

Access the Query Tool and create the query shown below. Save the
query with the name UPG_BNR_NOT_JGEN. Run the results to
Excel.

#* Untitled - Query

Flle Edit Wiew Go Favorites Criteria  Help

D= |H|5| golelen| &|B[8] 2|2[%|@]|9] B|X[2

5 PRIVATE.QUERY.UNTITLED | | Fields | Criteria | 50L | Resuts |
= @ A = JGEM_EMR._BOR. - BOR) = i
& @B Record hierarchy Col | Record.Field I Format |Rel[ Dr(l[ Xt [Agg[ Heading
B BUSINESS_UNIT - Busic 1 & B_LISINESS_LIN\T - EUSil‘!ESS U |Chars 1 Unit ) )
¢ TRANSACTION_ID - Tr. 2 A.TRA_NSAC'_[ION_ID - Transacti Char10_ | Trans_ac:liun [}
@ LEDGER_GROUP - Ledc 3 & APPL_JRML_ID - Journal Temp Charw | _T_emp_late
7 LEDGER - Ledger H s acChlip Aol [Cheil: | foces
€ ACCOUNTING DT - Act| || |5 ABUDGET_PERIOD - Budget Por|Chars | Bt Pd_
@ APPLIRNL_ID - Journe| (| |& |A-ACCOUNTING. DT - Ascourtin Date | ficetd Dete
& BUSINESS UNIT GL-¢ & A FOREIGN_AMOUMT - Foreign _SNm1?.2_ _Amount

& FISCAL_VEAR - Fiscal v

¢ ACCOUNTING_PERIOD

¥ JOURNAL_ID - GL Joun

¥ JOURNAL_DATE - Joun

& JOURNAL_LINE - GL Jo

@ ACCOUNT - Account

@ FUND_CCDE - Fund

¥ DEPTID - Department

¢ PROGRAM_CODE - Pro

$ CLASS_FLD - Class

& BUDGET_PERICD - Bud

% PROJECT_ID - Project)

& AFFILIATE - Affiliate

¥ CURREMNCY_CD - Curre

& STATISTICS_CODE - 5t

¢ FOREIGN_CURREMCY -~
3

<

Ready

@ Databaze 3‘3? Query

A = JGEM_BNR_EOR - BOR MOD LISF

4 Untitled - Query
Fle Edit View Go Favorites Criteria Help

8|&8] 5] 2ole|el| &[5

| %2 |%|@|w Bl=2|

&3 PRIVATE.QUERY,UNTITLED
=1 €3 A= IJGEN_ENR_BOR - ECR
# @& Record hisrarchy
% BUSIMESS_UNIT - Busir
P TRANSACTION_ID - Tr.
& LEDGER_GROUFP - Ledg
T LEDGER - Ledger
& ACCOLINTIRG DT - A)rr V

~

Logical

Expression 1

<

Ready

@Daﬁhase wquery ‘

Fields Crieria | 50L | Resuls |
Operator Expression 2
riky Eﬁﬁi - {Eﬁﬁ

= JGEMN_BNR._BOR - BOR. MOD LISF

Examine the results. Any student financials journals not journal
generated should be researched. If data is correct it should be sent
to the general ledger. If the data should not be journal generated,
and all other data has been journal generated and reconciled, run the
Banner Staging Table Purge process to remove all data from the
table.

Due Date Any outstanding items prior to fiscal year 2007 should be corrected
by February 28, 2007. Query should be run once during each
month close in order to identify any issues prior to FY 2007 close,
and each month prior to the upgrade during FY 2008.
Instructions for 7.5 Data Clean Up
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Complete Journal
Posting

All general ledger journals must be posted to the ledger prior to cut
over. There are significant table structure changes between 7.5 and
8.9. Because of this, institutions cannot assume pending
transactions will successfully post once the conversion process is
complete. Define and execute the following query in order to
determine if all journal transactions have been distributed to the
general ledger.

Page 14
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Create Query Access the Query Tool and create the query shown below. Save the
UPG_GL_NOT_POST query with the name UPG_GL_NOT_POST. Run the results of

the query to Excel.

“* Untitled - Query.

Fle Edit Wiew Go Favorites Criteria Help
D || |5| geleen| ¢ |®B[0] 2|2 (%@ 7] B|xX[2

25 FRIVATE,

ONTITED & | | Fislds | Ciiteria | SEL | Resuls |
CTi_LINE - A
- @ea R erarchy
% BUSINESS_UNIT - Busine
¢ YOUCHER_ID - Yaucher
B UNPOST_SEQ - UnPost ¢
& APPL_IRML_ID - Journal
G PYMNT_CMT - Payments
T YOUCHER_LINE_HUM -
T DISTRIE_LINE_MUM - Di
& DST_ACCT_TYPE - Acco
B CF_BAL_LINE_NUM - Ch
% LEDGER - Ledger

£ ACCOUNT - Account

¢ STATISTICS_CODE - Ste
¢ FOREIGN_AMOUNT - Fo
@ FOREIGN_CURRENCY -

$ RT_TYFE - Rate Type

& RATE_MULT - Rate Multi

& RATE_DIV - Rate Divisor

¢ BASE_CURREMCY - Base
& WMONETARY_AMOUINT - |
& QTY_WCHR - Quantity Wi

¢ STATISTIC_AMOUNT - £
¢ JRML_LM_REF - Journal

% DESCR - Description

@ MERCHAMDISE AMT = v

Col RecorField | Format |Rel] ord| it [Agg] Heading
& BUSINESS_UNIT - Business U |(Chard Unit

I VOUEHERJD “Voucher D |CharB | “oucher

& APPL_JRRL_ID - Journal Temp | CharlD | Template

|, ACCOUNT - Aecount [Chars |X Aot

|# BUDGET_PERIOD - Budget Per|Chard | Bagt Pdl

|& ACCOUNTING_DT - Accourtin Date | Acct Date

| FOREIGN_AMOUNT - Foreign |SNm17.2 | Amourt

~[ @] | G| k| =

m

(.
@’ Datahaze w Query

Ready & = YCHR_ACCTG_LINE - AP Accounting Entries

4 Untitled - Query D@E]

Flle Edt Wiew Go Favorites Criteria Help

0| @S] gelelen| t[]@] 7|2 %[ @] 7] Bk

7 PRIVATE.QUERY.UNTITLED. & | | Fislds  Ciiteria | 0L | Resuts |

- €3 A=VCHR_ACCTG_LINE - Al = = =
= @3 Record hierarchy Logical Expression 1 Operator Expression 2
T BUSINESS_UNIT - Busine AGL_DISTRB_STATUS - [‘ll-ztrll:-|rn:-t in list

@ WOUCHER_ID - woucher

B UNPOST_SEQ - UnPost ¢
Fs ADDI DML TR - Tewwnal

£
@Dahhase \‘?\“;?Qnery ‘

Ready A = VCHR_ACCTG_LINE - AP Accounting Entries

Examine the results. Any journals not posted to the ledger should
either be posted or deleted from the system.

Note: Determine if there is an impact on budgetary control prior to
deleting a journal. Many journals will be valid in budgetary control
and not posted to the general ledger.

Once all data has been documented, contact OIIT for assistance in
resolving issues.

Due Date Any outstanding items prior to fiscal year 2007 must be corrected
by February 28, 2007. Query should be run once during each
month close in order to identify any issues prior to FY 2007 close,
and each month prior to the upgrade during FY 2008.

Instructions for 7.5 Data Clean Up
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Vendor Clean Up

Vendor Address Data

Run query
UPG_APF01

Due Date

1099 WH Vendors

Create and run query

It is possible in version 7.5 for a vendor to have an address
sequence number without any address data. This could cause data
to be out of synch after the data conversion process. The following
query will indicate if this scenario exists in the institutions database.

Access the Query Tool and open the query named UPG_APFOL1.
No modification to the criteria is needed. Run the results of the
query to Excel.

Examine the results. Access the vendor and address sequence listed
on the report. If no address information is found, delete that
sequence.

Continue until the query returns no rows.

Query should be run and all problem addresses corrected by
February 28, 2007. Vendor cleanup should begin immediately and
continue each month prior to the upgrade.

For proper data conversion of 1099 Withholding vendors, all
vendors marked as withholding must be correctly marked as
Withholding.

Access the Query Tool and create a query named UPG_APF02 and

UPG_APF02 run the results to excel:
Fie Edit ‘iew Go Favorites Criteria  Help
@ ||| | el o [2]] 2l ]w]o]o] Blele|
(&3 PUBLIC.QUERY.UPG_APFOZ - 1099 WH YENDOR CLEANLP Fialds }Enteua] SaL | Results|
#-€3 A = VENDOR - Vendor Headsr Table -
€3 B = YENDOR_LOC - Vendar Location col| Record.Field | Format | Rel] ord| it [agg|
€3 € = YENDOR_WTHD - Vendor withholding Information | |1 |- YENDOR_ID - Wendor ID (Chaii0 Mendory
S5 Expressions 2 AMNAME! - Name 1 Chard) Mame:
2 prompts 3 AMENDOR_STATUS - Vendor S|Charl n Wendor Stetus
4 AWTHD_SWY - Withholding Appli Char Withholding
5 BWTHD_CD - Withholding Code | Chars £
3 CWTHD_ENTITY - Withholding E Chars X
7 C EFFDT - Effective Dat Date
Chel
Fle Edt Wew Go Favorites Criteria Help
EIEEIE] 2 (B[R %2 % @e| Bl
(@3 PUBLIC.QUERY.LIPG_AFFOZ - 1099 WH VENDOR CLEANUP Figlds ~ Criteria IsuL | Resut|
+-€3 A= VENDOR, - Vendar Header Table - -
#-£3 B = VENDOR_LOC - Vendor Location Logical| ERERS ol | Operator |
+ €3 C = YENDOR _WTHD - Vendor Withholding Information A-SENDLISSHD erusl to |8 SETD - SetD
£ Expressions AMD A NEMDOR_ID - Wendar I equal to j B YENDOR_ID - Wendor [0
2 Prompts AMD |BSETID - SetiD equalto x| C.SETD - SetiD
AMND B.WENDOR_ID - Yendor 1D equal to j C.WENDOR_ID - Wendor 1D
AMD C EFFDT - Effective Date Eff Date <= j B EFFDT - Effective Date
AND A \WTHD_Si - Withholing Appl | equal to v
Code
Examine the results. Each vendor should have a withholding code
and Entity of IRS populated.
If the vendor should not be marked as withholding, update the
vendor to remove the Withholding status.
Instructions for 7.5 Data Clean Up
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Classification: 55N -

Status: Approved -
Persistence: Regular - ¥ Open For Ordering

If the vendor is correctly marked as WH and the Entity is missing,
you will need to access the Vendor Withholding Information and
select the IRS Withholding Entity.

Maintain Vendors - Use - Vendor Information

Tax |d Number:

File Edit View Go Favorites Use Process Report  Help

8le/8!x| ‘Ba8 ew oo S5 felo] +lelale]

Identifying Information ]Address 1 Location I Contacts 1

SetlD: 33000 Vendor: 000oDooaT 2

¥l

Withholding Yendor Information E|
Withholding Entity] | =
Cancel
Effective Date:  |01/11/2007  Status: Active - -
Percent: |De[aull j |

If the vendor is correctly marked as WH and the code is missing,
you will need to access the Vendor Location Payment Options and
select the appropriate withholding code for the vendor.

Maintain YVendors - Use - YVendor Information

File Edit Wiew 1Go Faworites Use Process Repork Help
| @@ x| Hl-alE| =w == alsE] 2|

Identifwing Information ] address  Location ]CDntacts ]

SetlD: 33000 Yendor: Qooo002456

(e|=|=|=] (@]|a]s] [=]e] (=] [

Payment Options Ll
Payment Control Bank
Ok,
Withholding Code: |1 K Default - o
Cancel
Pay Group: ﬂ Bank: ﬂ 4
[~ Hold Payments AT ﬂ
| Always take discount Pavment Method

Continue until the query returns no rows.

Due Date Query should be run and all VVendors correctly marked as
Withholding by February 28, 2007. Vendor cleanup should begin
immediately and continue each month prior to the upgrade.

Instructions for 7.5 Data Clean Up
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AP Clean Up

Run Voucher
Processes

Run the following processes against your business unit in the given
order. This may reduce the number of transactions that will need to
be corrected in this section.

Run Matching — Inquire to confirm that no Match Exceptions
exist.

Voucher Budget Check - Confirm all vouchers successfully
budget checked by navigating to the Voucher Budget Control
Exceptions panel.

Page 18
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Voucher Post - Confirm all vouchers successfully posted by
running delivered query BOR_UNPOSTED_VCHR:

«* PUBLIC.QUERY.BOR_UNPOSTED_VCHR - Unposted Vchrs Expanded Info - Query

File Edit View Go Favorites Criteria Help
Sl golef|m| & |fm|@| %% [%|w]w | BK|w]
@3 PUBLIC QUERY.BOR_UNPOSTED | | Fislds | Criteria | SOL | Results |
+ §3 A =WOUCHER - AP Youcher He - _
#1630 B = VENDOR - Vendor Header Col | Record.Field | Format |Ret] 0ra| it |Agg] Heading A
+1€3 C = DISTRIB_LINE - Youcher €| |1 |A-#OUCHER ID - Voucher 1D |Cher 1 \aucher #
+1 €3 D = PO_LINE_DISTRIE - PO Lir | |2 |CYOUCHER_LINE_NUM - ouch|Nums.0 Line
+1 €3 E = PO_HDR  Purchase Order | |3 |C DISTRIE_LINE_NUM - Distributi |Nums.0 Line
41630 F = GRP_AP - AP Control rou | [ |A-0ROSS_AMT - Gross invaice |Shim17.2 Vehr Gross
4 5 Expressions S |CMOMETARY _AMOUNT - Monet|Shm17.2 Dist At
S prompts & | AACCOUNTIMG_DT - Accountin |Date Acctg Date
7 | APOST_STATUS_AP - Post Stat|Char B Post Status
G | AMANUAL_CLOSE_DT - ManualDate Close Date
9 | APROCESS_MAN_CLOSE - Pro |Charl s Wan Close
10 |A.CLOSE_STATUS - Close Statu|Char B Close Stat
11| AWENDOR_ID - Vendor ID Charl Vendor #
12 |B.MAMET - Mame 1 Chardd Wendor
13 | AEMTRY_STATUS - Entry Statu |Chart s Erry Status
14 | A APPR_STATUS - Approval Sta|Char B Approval Status
1 MATCH STATIIE MCHE hist Cbaet Msbel Sta

Payment Post - Confirm all payments successfully posted by
running the delivered query
BORQP002_UNPOSTED_PYMNTS:

4 PUBLIC.QUERY.BORQPO02_UNPOSTED_PYMNTS - Unposted Payments - Query

File Edit Wiew Go Favorites  Criteria  Help
B ||| 5| golof|ial & |0|@| 2|2 |%|@] 2% [® |
@ PUBLIC.QLERY,BORCPO0Z_UNFO: | | Fields | Criteris | SOL | Results |
+-§3 A= PAYMENT_TBL - AP Disbur - _
£5 Expressions Col | Record.Field | Format |Re|| Or(ll X |Agg| Heading
\'b._ Promipts 1 A BANK_ACCT_KEY - Bank Acc Chard 1 Accournt
2 A PYMRT_ID_REF - Payment Ret Char10 2 Check #
3 A PYMWT_DT - Payment Date Diate Pt Dt
4 £ PYMMNT_AMT - Payment Amou SNm17.2 Amount
s A PYMMT_METHOD - Paytnent M Chat3 i) Pt Method
B A PYMMT_STATUS - Payment St Chart M Pay Statusz
7 A CANCEL_ACTIOMN - Cancel Ac | Chari i) Cancel Action
i) APOST_STATUS_AP - Post Stat Char1 i) Post Status
3 & REMIT_VENDOR - Remit “end Char10 Femit ndr #
10 | ANAMET - Mame 1 Char40 Remit Ta

Journal Generate for AP - Confirm all AP entries successfully
journal generated by running BOR_JE_PENDING:

“* PUBLIC.QUERY.BOR_JE_PENDING - Pending Journal Entries - Query.

File Edit ‘iew Go Favorites Criteria  Help
B || E] 5 [Eel@] 2|2 |6 <| Blx|w]
[Z5 PUBLIC.QUERY.BOR_JE_PENDING | | Fields | Criteria| AL | Fresuis |
= Selection — =
€3 A — JRNL_HEADER - Journ Col | Record.Field | Format |Rel| ord| xit |Aga| Heading
#-§3 B = JRNL_LN - Journal Line | |1__|DBUDGET_PERICD - Budget Peri Chard 1 Belgt Fa
1B Selection 2 |D.ACCOUNTING DT - Accountin | Date 2 Acct Date
€3 C = WCHR_ACCTGLINE - | |5 [ACTUALS Charin 3 Ledger
B2 Selection R Chara 4 wocule
+ B2 Selection 5 |'PO# [DFO_ID||" || DAPPL_IR |Chards 5 Description
+- B2 Selection 6 |EN Charz At Type
4B Selection 7 |D.ACCOUNT - Accourt Charg Acct
- Selection 8 |DFUND_CODE - Fund Chars Fund
© 55 Expressions 9 |DDEPTID - Departmert Charlo Deptin
P Prompts 10 |DPROGRAM_CODE - Program | Chars Frogram
11 |DCLASS _FLD - Class Chars Class
12 |DPROJECT_ID - ProjectiGrant | Charls ProjiGrt
13 |DMOMETARY_AMOLNT - Manet Shimi7.2 Amourt

In order for the sub-module data related to controlled budgets to be
converted properly it must all be verified, posted or removed. This
query will identify any vouchers that have been deleted but never
re-budget checked (if required).

Verify Non-Budget
Checked Deleted
Vouchers

Instructions for 7.5 Data Clean Up
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Run query Access the Query Tool and open the query UPG_GFAPX01. No
UPG_GFAPX01 modification to the criteria is needed. Run the results of the query

to Excel.

Examine the results. Access the Voucher Budget Control
Exceptions panel to re-budget check the deleted voucher.

If the voucher cannot be successfully budget checked, contact the
OIT Helpdesk for assistance in completing/removing the data.

Due Date All Vouchers should be valid budget checked by February 28,
2007. Query should be run during each month close prior to FY
2007 close, and each month prior to the upgrade during FY 2008.

Verify Unsuccessful This query will list any vouchers that have either never been

Budget Checked successfully budget checked or have been budget checked, then

Vouchers modified and not (successfully) budget checked again.

Run query Access the Query Tool and open the query UPG_GFAPX02. No

UPG_GFAPX02 modification to the criteria is needed. Run the results of the query
to Excel.

Examine the results. Access the Voucher Budget Control
Exceptions panel to determine if vouchers can be budget checked.
If errors exist, correct the errors. Continue until the query returns
no results.

If the voucher cannot be successfully budget checked (or re-budget
checked) contact OIIT for assistance.

Due Date All Vouchers should be valid budget checked by February 28,
2007. Query should be run during each month close prior to FY
2007 close, and each month prior to the upgrade during FY 2008.

Instructions for 7.5 Data Clean Up
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Review Status of Pay
Cycles

Close Pay cycles

Run query
UPG_APY01

Due Date

All Pay Cycles must either be completed or reset prior to the
upgrade. There are extensive changes in the pay cycle architecture,
especially in the payment selection and payment creation processes.
Review the status of each pay cycle in Pay Cycle Manager.

r =

Valid Values

1 Cancel

Search

Ewxpress Check
Ewxpress Check
Express Check
Express Check,
Euxpress Check
Restart Cycle for DAILY
R estart Cycle for DAILY
Restart Cycle for DAILY
Restart Cycle for DAILY
Riestart Cycle for DAILY
Restart Cycle for DAILY i

Create Payments - Use - Pay Cycle Manager g@g‘
Eile Edt Vew Go Favorites Use Process Inguire Report  Help
|e|® x| alnln| G2 @l alE] Slel| *lels |
Pay Cycle Manager 1
Pay Cycle: RSTRT1 Restart Cycle for DAILY
Pay Through Date: 040172003 Next Step . 4
oy Thiouan Bate d ! Refiesh
Payment Crealion L
Payment Date: 04/01/2003
MNext Step
Sched Pymnts: a
Status: Restarted

Pay cycles not in a status of Complete or Reset, need to be
reviewed to determine if they are in process and need to be
completed.

The payment selection and payment creation processes are vastly
different from 7.5 to 8.9. If any pay cycle is sitting in an ‘open’ or
‘processing’ state, the upgrade process will not be able to process
the data. This query will show what pay cycles are ‘hanging’ in the
system.

Access the Query Tool and open the query UPG_APYO01. No
modification to the criteria is needed. Run the results of the query
to Excel.

Examine the results. Any pay cycles listed on the report needs to
be researched to determine if it can be Completed or Reset.

If it cannot be, document all data and contact OIIT for assistance.

All Pay cycles should be in a Completed or Reset status by March
31, 2007. The above steps should be completed during each month
close in order to identify any issues prior to FY 2007 close, and
each month prior to the upgrade during FY 2008.

Page 21
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Close PO Vouchers If the database contains any PO Vouchers that have been marked
for closure but have not completed the closure processes (for
example budget checking and posting), certain flags will not be
correctly populated during the data conversion process. This could
result in incorrectly updated encumbrance budgets.

This query will list all PO Vouchers marked for closure that have
not completed the close process.

Run query Access the Query Tool and open the query UPG_GFAPF01. No
UPG_GFAPFO1 modification to the criteria is needed. Run the results of the query
to Excel.

Examine the results. Any vouchers listed on the report need to be
researched. Complete the closure process by budget checking and
posting the voucher.

For any vouchers that cannot be cleared from the query, document
and contact OIIT for assistance in completing/removing the data.

Due Date All PO Vouchers marked for closure should be completely
processed by February 28, 2007. The above steps should be done
during each month close in order to identify any issues prior to
FY2007 close, and each month prior to the upgrade during FY2008.

Instructions for 7.5 Data Clean Up

Page 22 January 2007



PeopleSoft Financials Office of Information

Data Cleanup Instructions and Instructional Technology
Other AP Cleanup Bank Reconciliation - All Bank Statements should be loaded and
Items: fully reconciled each month prior to the upgrade.

Outstanding checks — Due to changes from 7.5t0 8.9, it is
recommended that your outstanding check list be as current as
possible. Checks issued prior to FY2007 should be reconciled or
voided where possible. This cleanup should begin immediately and
must be completed by September 30, 2007.

Outstanding Vouchers — It is recommended that vouchers or
credit memos that will never be paid, be closed prior to the upgrade.
Run the delivered query BOR_OPEN_LIAB_AP to confirm that
only current fiscal year vouchers appear. VVouchers from previous
fiscal years should be researched to determine why they have not
been paid If vouchers appear that have been paid or closed, they
should be reported to OIIT prior to March 31, 2007.

4 PUBLIC.QUERY.BOR_OPEN_LIAB_AP - Net AP Liabilities - Query

File Edit Wiew Go Faworites Criteria Help
B|s|H|5| gelewlm| ¥ |B|@] 22 [|% ||| Bl=|S|
%5 PUBLIC.QUERY BOR_OPEN_L1AB_| | Fields | Crteria| S0L | Results |
+ £3 D= VCHR_ACCTG_LINE - 4P £ - =
5 @ £ = VOUCHER - A& Voucher He Coll Record.Field | Format |Re|| 0r(|| Xht |Agg| Heading
o 9 E = YEMDOR, - Yendar Header 1 B.WENDOR_ID - Yendar ID Chat10 1 “Wendor
£% Expressions 2 B.NAMET - Mame 1 Char40 Natne
o \?«; Prampts 3 A NOUCHER_ID - Voucher 1D Char 2 Woucher
4 A NOUCHER_TYPE - Waucher T Chard ] “aoucher Type
5 AN OICE_ID - Invoice Number  Char30 Invoice
£ A INYOICE_DT - Invoice Date Date: Date:
7 D FUND_CODE - Fund Chats Fund
g D.DEPTID - Department Char10 DepatiD
9 D PROGRAM_CODE - Program  Chard Program
10 |D.CLASS_FLD - Class Chars Class
11 |DPROJECT_ID - ProjectiGrant | Chat15 ProjiGrt
12 |DBUDGET_PERIOD - Budget Peri Chars Bt Ped
13 |DMONETARY _AMOUNT - Monet Shim17.2 Sum | Total

Instructions for 7.5 Data Clean Up
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PO Clean Up
Run PO Processes Run the following processes against your business unit in the given

order. This may reduce the number of transactions that will need to
be corrected in this section.

& PO Edit

® PO Budget Check

PO Post

PO Recon

PO Budget Check - to liquidate closing balances

PO Post — to post any closing balances
® Journal Generate for purchase orders

Validate POs Not For proper data conversion of controlled budget data, all POs must
Valid Budget have a valid budget header status.
Checked

Instructions for 7.5 Data Clean Up
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Create and run query Access the Query Tool and create the query shown below. Save the

UPG_POF01 query with the name UPG_POFO01. Run the results of the query to
Excel.

#* PUBLIC.QUERY.UPG,POF01 - PO's not budget checked - Query

File Edit View Go Favorites Criteria Help
o c
8@ || & 2ole@a| 4|B|8] %|7]|% 0|7 BxB
&5 PUBLIC, QUERY,LPG_POFOL - PO's not budgat checked Fields | Creria | 5L | Resuls|
+-§3 A =PO_HDR - Purchase Order Header -
+#§3 B = PO_LINE - Purchase Order Line Item el ‘ Becord Field | FurmatheIl Ord‘ L |Agu|
& @ € =PO_LINE_SHIP - PO Line Shipping Schedule 1 £ BUSINESS_UNIT - Business I Chars Unit
+-§3 D = PO_LINE_DISTRIE - PC Line Accounting Entries H| 0N S Fmchase[Crder S a0 i
£ Expressions 3 A PQ_STATUS - PO Status Char2 il Status
\Z,L Prampts 4 A BCM_HDR_STATUS - Budget | Charl
9 &.PO_DT - Purchase Order Date Date
6 & BUYER_ID - Buyer Name Char3d Buyer
7 B DESCR254 _MIXED - Long Des | Char254 Long Descr
) B LINE_MNBR: - Line Numkber hums.0 Line:
9 C SCHED_MBR - Schedule Numb Mum3.0 Sched Mum
10 |DDISTRIB_LINE_MUM - Distributi | Mums.0 Line:
11 |D MERCHANDISE_AMT - Mercha SNm17 2 Amount

Fields Crteria | 0L | Fiesuls |
Logical Expression 1 Operator Expression 2
| ABCMHDR STATUS-Buiget oteqwaito BV |
AMD A BUSIMESS_IUNIT - Business U | equal to j B.BUSINESS_UMIT - Business Unit
AMD A PO_D - Purchase Qrder equal to ﬂ B.PO_|D - Purchasze Order
AMD B BUSINESE_LIMIT - Business U | equal to ﬂ C BUSIMESE_UMIT - Business Unit
ARD B.PO_ID - Purchaze Order equal to ﬂ CPO_ID - Purchaze Order
AnD B.LINE_MBR - Line Mumber equal to ﬂ C LINE_MBFR - Line Murmker
AMND CBUSINESS _UMIT - Business U | equal to j D BUSINESS_UMIT - Business Unit
AMD CPO_D - Purchase Order equal to j DLPO_D - Purchasze Oroder
AMD C LINE_MBR - Line Mumber equal to ﬂ [ LIME_MBFR - Line Mumkber
ARD C.SCHED_MBR: - Schedule Mumb | equal to ﬂ [ SCHED_MBR: - Schedule Mumber

Examine the results. Access the manage purchase order panels to
correct the PO in order to encumber the funds or cancel the PO.
Run budget checking for the PO. If the PO can not be corrected to
pass budget checking, contact the OIIT Helpdesk for assistance.

Continue until the query returns no rows.

Due Date Any PQO’s with an accounting date prior to Feb 1, 2007 should be
valid budget checked by February 23, 2007. Query should be run
during each month close in order to identify any issues prior to FY
2007 close, and each month prior to the upgrade during FY 2008.

Validate POs Not For proper data conversion of encumbrances, all POs that have
Posted passed budget checking must be posted .

Instructions for 7.5 Data Clean Up
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Create and run query Access the Query Tool and create the query shown below. Save the
UPG_PO_POF02 query with the name UPG_POF02. Run the results of the query to
Excel.
a7
2 || |&| 2olep|en] & |B|@] 2|7 |%|@[] BlX|R
& PUBLIC. QUERY.UPG_POFDZ - PO's not posted Fielde | Crteria | 50L | Rlesus |
+ @ A = PO_HDR - Purchase Order Header —
+-k= B = PO_LINE - Purchase Order Line Item Col| HEcn i Rie] | Format |Relf ora| xit |Agg|
o @ = PO_LINE_SHIP - PO Line Shipping Schedule 1 & BUSINESS_IUMIT - Buziness U |Chars Unit
+-£3 D = PO_LINE_DISTRIE - PO Line Accounting Entries 2 |APOID- Purchase Order Char10 1 PO
o Expressions 3 |APO_STATUS - PO Status Char2 N Status
S Pronpts 4 |8BCM_HOR_STATUS - Budget |Charl N Budget Check Status
5 A PO_DT - Purchase Order Date | Date PO Date
=] & BIUYER_ID - Buyer Name Char30 Buyer
7 B.DESCR254_MIXED - Long Des |Char254 Long Descr
& |B.LINE_NBR - Ling Number NUS 0 2 Line
9 C.SCHED_MBR - Scheduls Mumk |Mum3 .0 3 Sched Mum
110 |D.DISTRIB_LINE_MUM - Distributi [rums0 | (4 | | |
11 |D.MERCHANDISE_AMT - Mercha Shiml 7 2 Amount

Fields Criteria | SOL | Fresubs |
Logical Expression 1 Operator Exp
I OST_STATUS - Post Stetlequalto R |
ARD A BUSIMESS_UMIT - Business U |equal to j B BUSIMESS_UMIT - Business Unit
ARD A PO_D - Purchase Qroder equal to j B.PO_ID - Purchase Order
AMD B.BUSIMESS_LINIT - Buzine=sz U equalto j CBUSIMESS_UMIT - Business Unit
AMD B.PO_D - Purchasze Order equal ta j C.PO_D - Purchaze Order
AMD B.LINE_MBFR, - Line Murmber equal ta j C LINE_MBF, - Line Mumker
AMD CBUSIMESS _LNIT - Buzine=sz U equalto j D BUSIMESS _UNIT - Business Unit
ARD C.PO_D - Purchase Order equal to j D.PO_ID - Purchase Order
ARD C LINE_MER: - Line Mumber equal to j O LINE_MBF: - Line Mumber
ARD C.SCHED_MBR - Schedule Mumb |equal to j 0 SCHED_MBR - Schedule Mumber

Examine the results. Access the Manage Purchase Order panels
to correct the PO in order to post the PO. The PO must be off hold
and Valid budget checked in order to post. Run the PO Post
process for the PO. If the PO can not be corrected to be posted,
contact the OIIT Helpdesk for assistance.

Continue until the query returns no rows.

Due Date Any PO’s with an accounting date prior to Feb 1, 2007 should be
posted by February 23, 2007. Query should be run during each
month close in order to identify any issues prior to FY 2007 close,
and each month prior to the upgrade during FY 2008.

Validate POs Not For proper data conversion of encumbrances, all POs that have
Journal Generated passed budget checking and are posted, must be journal generated.

Instructions for 7.5 Data Clean Up
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Create and run query Access the Query Tool and create the query shown below. Save the

UPG_PO_POF03 query with the name UPG_POFO03. Run the results of the query to
Excel.

g PUBLIC.QUERY.UPG_P0O03 - POs not journal generated - Query
File Edit VYiew Go Favarites Criteria Help

) ) fE
8| 8|8 2olele] o lRle] w2 [wlolo] Blx]
(@ PUBLIC. QUERY.UPG_PODE - POs not journal generated Fields } Citeria | SAL | Results |
+ @ A =PO_LINE_ACCTG - PO Accounting Entries —
; Col | Record.Field | Format |Rel] ora| xit |agg|
55 Expressions
\':x._ Prompts 1 A BUSIMESS _UMIT - Business U CharS Unit
2 & PO_ID - Purchase Crder Char10 PO
3 A LINE_MBR - Line Murmber Mums .0 Line
4 A SCHED_MBR - Schedule Mumb Mum3 .0 Sched Mum
5 A DISTRIE_LIME_MUM - Distributi MumS .0 Line
B A ACCOUNMTING_DT - Accountin Date Acchy Date
T A GL_DISTRIB_STATUS - Distrib | Char1 il Status

Fields Criteria | 50U | Fresults |
Luglcal Expression 1 Operator |

8 GL_DISTRIB_STATUS - Distrio|not equalto | ﬁ

Examine the results. Run the Journal Generate process for PO. If
the PO will not journal generate, contact the OII'T Helpdesk for
assistance.

Continue until the query returns no rows.

Due Date Any PO’s with an accounting date prior to Feb 1, 2007 should be
journal generated by February 23, 2007. Query should be run
during each month close in order to identify any issues prior to FY
2007 close, and each month prior to the upgrade during FY 2008.

Instructions for 7.5 Data Clean Up
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Requisition Clean Up

Requisition Prior to closing FY 2007 all outstanding 2007 requisitions should

Conversion Plan be sourced to purchase orders or cancelled. If your business unit
has requisitions prior to FY 2007 that have not been budget checked
and posted, OIIT will run DBIs after FY 2007 to set the requisitions
to closed and posted to prevent creating any accounting entries in
the purchasing or general ledger module.

Due Date Additional information will be provided prior to the 2007 Fiscal
Year close to the business units that have outstanding requisitions.

Instructions for 7.5 Data Clean Up
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AM Clean Up

Validate PO/AP/AM For those instituions that use the PO/AP/AM interface, all data
Interface Data which can be loaded into the INTFC_PRE_AM tables should be

prior to running the validation queries in the steps below. To
determine if any data needs to be loaded, run BORQMO02.

Run BORQMO002 Access the Query Tool and run BORQMO002. Run the results of
the query to Excel.

4 PUBLIC.QUERY.BORQMODZ_AP_AM_ASSET LOAD - Assets w/ Recy ID to load) - Query. Q@@

Fle Edit W¥iew Go Favorites Criteria Help

D || E| S| 2eleg|ea| 2 |m(@] 2|2|% (@]9 BlX |2

63 A= INTFC_Ap_aM_yw -P & | | Fields | Creria | SOL | Resubs |

+! @3 Record hierarchy - —

B BLISTNESS_UNIT_AF - £ Coll Record.Field | ForliRel‘ Or(l‘ Xt ‘Agg‘ Heading
% BUSINESS_UNIT_AM -, 1 ANOUCHER_ID - Youcher D | Chard “oucher
& PROFILE ID - Asset Pr 2 AWOUCHER_LINE_NUM - Youch|Nums.0 Line
& TRAMS DT - Transackic &l A QUANTITY - Gty Interface S 7 .4 GCiuartity
§ ACCOUNTING DT - Aot 4 & RECEWER_ID - Receiver ID Mu |(Char10 Recy Mo
& AM DISTRIE STATUS - 5 A RECY_LM_MBR - Receiver Lin |Hum3.0 Recy Line
& EBUSINESS UNIT PO - | 6 & PO_|D - Purchase Otder Chat10 PO
& PO ID - Purchase Orde T A PO_LINE_NER - Purchase Ord Mum3.0 PO Line
& PO LINE MER - Purcha 6 | AFPROFILE_D - Asset Frofile D |Charld Frofile ID
& SCHED MER - Scheddle 9 |A.COST- Total Cost Shim7.2 Cost
*Y rE e LT 10| ACOSTIAQUANTTY hum 3.2 Unit Cost
& BUSINESS UNMIT RECY 11 |ADESCR - Description Chat30 Descr
¥ RECEIVER_ID - Receiv
@ RECYW_LN_MER - Receiv
¥ RECY_SHIP_SEQ MER
¢ RECY_DIST_LIME_NUM
$ VOUCHER_ID - Youche
& UMPOST_SEQ - UnPost
@ VOLCHER_LIME _MUIM -
& DISTRIB_LINE_MUM - C
@ ASSET_ID - Asset Iden
¢ FUND_CODE - Fund
$ DEPTID - Deparkment
¥ PROGRAM_CODE - Pro s

< ¥

® pabase H aquery |
Ready A = INTFC_AP_AM_VW - Preview For APJAM Interface

Examine the results. If data is returned, the vouchers must be
loaded and the receivers moved into the Pre-AM table.

Due Date Data issues with accounting dates prior to February 1, 2007 should
be resolved by February 27, 2007. This query should then be run as
part of the month end close process each month. Any data returned
by the query should be completely processed.

Validate No pending For proper data conversion during the upgrade processes, all Asset

transactions related transactions should be processed to completion or resolved.
Tables that should be reviewed for transactions that may need to be
processed are: INTFC_PRE_AM, INTFC_FIN, INTFC_PHY_A,
and OPEN_TRANS.

Instructions for 7.5 Data Clean Up

Page 29 January 2007



PeopleSoft Financials Office of Information

Data Cleanup Instructions and Instructional Technology
Create and run query Access the Query Tool and create the query shown below. Save the
UPG_AMF01 query with the name UPG_AMFO0L1. Run the results of the query to
Excel.
& PUBLIC.QUERY.UPG_AMFO1 - List AM pending transactions - Query (=13
File Edit Yiew Go Favorites Criteria  Help
B ||| & 2o (en| 3]=(0] 2l2|%@|e] B[x%]>]

€3 A= OPEN_TRANS - AMOp A | | Fields | Criteria | SOL | Results |
& Record hisrarchy

¥

2@ OPRID - Operator Id Col | Record.Field | Format |Rel| ord| xit [Agg|
T OPEN_TRANS_ID - Ope 1 A BUSIMNESS_UMIT - Business U |Chars Linit
; 2 A ASSET_ID - Asset Identificatio | Chars Azzet D
g?) igggf?;__uiget IB;:E “ A BOCK Book Mame Char10 ---- Book Mame
B BOOK - Asset Book Nar 4 A ACCOUNTING _DT - Accountin | Date Accty Date
& EFFDT - Effective Date a ACALC DEPR_STATUS - Depre | Charl ] Depreciste
P DTTM_STAMP - Date/Ti =] ACALC_DIST_STATUS - Distrib |Char1 il Distribute

P TRANS_TYPE - Transac
& TRAMSFER_BU - Transf
& TRAWSFER_ASSET_ID -
& TRAWSFER_BOCK - Trz
& TRAWS_IM_QUT - Trar:
B9 TRAMS_DT - Transackic
B ACCOUNTING_DT - Act o

4 >
@ Databaze <y Query £ >
|Ready A = OPEM_TRAMS - AM O
& PUBLIC.QUERY.UPG_AMFO1 - List AM pending transactions - Query [=1E3
File Edit Yiew Go Faworites Criteria  Help
B |@|H|S| 2olm(ea| £|8]| K2R |0 B|x|D

= €3 A = OPEN_TRANS - AMOp ~ || | Fields Criteria ] SOL | Resuls |
~ :

% gz;c;'s_hg::::zr 1 Lnglcal Expression 1 Operator

P OPEN_TRANS_ID - Ope A.CALC_DEPR_STATUS - Depre _
P BUSINESS_UNIT - Busir
B ASSET_ID - Asset Iden
P BOCK - Asset Book Mar
& EFFCT - Effective Date
P DTTM_STAMP - DakeyTi
P TRANS_TYPE - Transac
& TRAMSFER_EU - Transf
& TRAMSFER_ASSET_ID -
& TRANSFER_BOCK - Tre
@ TRANS_IM_OUT - Tran:
P TRANS_DT - Transactic
?0 ACCOUNTING DT - Act o

¥

<

@ Datahaze 4y Query £ >

JReady & = CPEM_TRAMNS - &M O

No rows should be returned. If, after month end close, there are
pending transactions returned by this query, research to determine
why and resolve.

Contact the OIIT Helpdesk for assistance as needed.
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Due Date Data issues with accounting dates prior to February 1, 2007 should
be resolved by February 27, 2007. This query should then be run as
part of the month end close process each month. Any remaining
NEW or ERR transactions should be resolved and completed.
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Create and run query Access the Query Tool and create the query shown below. Save the
UPG_AMF02 query with the name UPG_AMF02. Run the results of the query to
Excel.
& PUBLIC.QUERY.UPG_AMFO2 - List INTFC_PRE_AM transaction - Query 9=E3
File Edit Wew Go Favorites Criteria Help
8|5111|8| 2+|lm| L [Ble] 212 (wlvlo] Blx/o|
%5 PUBLIC.QUERY.UPG_AMF0Z - Loy | | Fields | Criteria| 50U | Rresults |
= €3 A = INTFC_PRE_@M - Pre-] -
o~ . Col | Record.Field | Format |Rel| ora| xit |Agg|
+|-i&x5 Record hierarchy
2 PRE INTFC 1D - Pre-Ir 1 |AINTFC_ID - Interface ID Nums.0 Intfc 1D
% PRE_INTFC_LINE_NUM 2 & LOAD_STATUS - Load Status |Chard M Load Stat
% DTTI:‘1 STAP\;P K D;te,l'Ti 3 |&.TRANS_DT - Transaction Date Date Trans Date
& SYSTEM SOLRCE - Sys 4 | & ACCOUNTING DT - Accountin|Date Accty Date
& INTEC 1D - Interface T 5 |A.COST- Total Cost Shim17 2 Cost
¢ INTFC_LINE_MUM - Int
¢ LOAD_STATUS - Load ¢
@ TRANS_DT - Transactic
@ ACCOUNTING DT - Ao
& IMTFC_TYPE - Trans Lo
¢ BUSINESS_UMIT PO -F
@ PO_ID - Purchase Orde
@ PO_LINE_NER - Purcha s
< i >
@ Database %‘f Query < 4
|Ready & = INTFC_PRE_AM - Pre-Int

4 PUBLIC.QUERY.UPG_AMFO2 - List INTFC_PRE_AM transaction, - Query H(=1[E3]

File Edit Wew Go Favorites Criteria Help

S EEIR ST

)

@ B|x|e|

@5 PUBLIC.QUERY.UPG_AMF0Z - LA | | Fields Criteia | 50L | Results |
-1 €3 A = INTFC_PRE_AM - Pre-]

&5 Record hierarchy M% Operator Expre

s

ALOAD _STATUS - Load Status

-

(ERR' NEWY)

P PRE_INTFC_ID - Pre-Ir
P PRE_INTFC_LINE_NUM
P DTTM_STAMP - Date/Ti
SYSTEM_SOURCE - Sys
IMTFC_ID - Interface 1
IMTFC_LINE_NUM - Int
LOAD_STATUS - Load &
TRANS_DT - Transackic
ACCOUNTING_DT - A
IMTFC_TY¥PE - Trans Lo
BUSIMNESS_UMNIT_PO - |
PC_ID - Purchase Crde
PO_LINE_MER. - Purcha «

< >
@ Database %?’ Query < >

OO0 OCOCOOCOO

|Ready & = INTFC_PRE_AM - Pre-Int

There should be no INTFC_PRE_AM rows with a
LOAD_STATUS of ‘NEW’ or “ERR’.

If there are “NEW’ or ‘ERR’ transactions after normal month end
close processes have been run, research to determine why and
resolve.

Contact the OIIT Helpdesk for assistance as needed.
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Due Date Data issues with accounting dates prior to February 1, 2007 should
be resolved by February 27, 2007. This query should then be run as
part of the month end close process each month. Any remaining
NEW or ERR transactions should be resolved and completed.
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Create and run query Access the Query Tool and create the query shown below. Save the
UPG_AMF03 query with the name UPG_AMF03. Run the results of the query to
Excel.
« PUBLIC.QUERY.UPG_AMFO3 - List INTFC_FIN transactions - Query (=13
File Edit Wiew Go Favoribes Criteria Help
8|05 |1i|S) 2olflen| s (Ble] 2lv(lo]o] Blx(a]

%5 PLELIC.QUERY.UPG_AMF03 - LA | | Fields | Criteria| 50L | Rresults |
=63 A = INTFC_FIN - AM Tntexf

T & Record hierarchy Col | Record.Field | Format |Rel| 0ra| xit |Agg|
B9 INTFC_ID - InterFace 11 1 A BUSIMESS_UMIT - Business U |Chars Unit
B INTFC_LINE_NUM - Int 2 A ASSET_ID - Asset Identificatio | Chars Aszet ID
0 BUSINESS_UNIT -Busi | (CORAAAL A Ao ---- Date/Time

P9 ASSET I - Asset Iden 4 ALOAD_STATUS - Load Status Char3 Loadd Stat

P BOOK - Asset Book Mar
P9 DTTM_STAMP - DateTi
B FUMD_CCODE - Fund

P DEPTID - Departrment

P PROGRAM_CODE - Pro
B CLASS_FLD - Class

% BUDGET_PERIOD - Bud
@ PROJECT_ID - Project/
T CATEGORY - Asset Cat o

< >
@ Datshaze  +y Query £ >

Jready A = INTFC_FIM - AM Interfac

« PUBLIC.QUERY.UPG_AMFO3 - List INTFC_FIN transactions - Query (=13
File Edit Wiew Go Favoribes Criteria Help

8| H|&| 2ol (@] 4|=e] K2R

@5 PUBLIC.QUERY.UPG_AMFO3 - Loy | | Fields Criteria | 501 | Riesults |
Tk P T M%m

P9 INTFC_ID - Interface 1 & LOAD_STATUS - Load Status inist  Bd|nEarERR)
B INTFC_LIME_MUM - Int
B BIUSIMNESS _UMIT - Busir
P ASSET_ID - Asset Iden
P9 BOOK - Asset Book Nar
P DTTM_STAMP - Date(Ti
P FUMD_CCODE - Fund

B DEPTID - Department

T PROGRAM_CODE - Prao
PP CLASS_FLD - Class

% BIUDGET_PERIOD - Bud
& PROJECT_ID - Project]
F9 CATEGORY - Asset Cat o

£ >

@ Datahaze %‘f Query £ >

|Ready A = INTFC_FIN - AM Interfac

There should be no INTFC_FIN rows with a LOAD_STATUS of
‘NEW’ or “ERR’.
If there are ‘NEW’ or ‘ERR’ transactions after normal month end

close processes have been run, research to determine why and
resolve.

RS

F

Contact the OIIT Helpdesk for assistance as needed.
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Due Date Data issues with accounting dates prior to February 1, 2007 should
be resolved by February 27, 2007. This query should then be run as
part of the month end close process each month. Any remaining
NEW or ERR transactions should be resolved and completed.
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Create and run query

UPG_AMF04

Access the Query Tool and create the query shown below. Save the
query with the name UPG_AMFO04. Run the results of the query to
Excel.

& PUBLIC.QUERY.UPG_AMFO4 - List INTFC_PHY_A transaction - Query =13

File Edit Wew Go Favorites Criteria Help

8561|8) 2ollml :]n|e) w7 (lo]] B/

LOAD_STATUS - Load s & | | Fields | Crteria | 50L | Resuls|

ORIG_INTFC_ID - Origi =
ORIGLINE_ UM - Oric Col| Record.Field | Format |Ret| ord| xit |Agg|

DEFAULT_PROFILE_Sh 1 A BUSINESS_UMIT - Business U | Chars Uit
| 2 ALSSET_ID - Asset Idertificatio| Chard Azzet D

;ESE;;ITE C_)UPLEIT.;&I'E 3 |ADTTM_STAMP - DateiTime Sta [DateTm | | | | |Datefime
PARENT_DESCR - Pare 4 ALOAD_STATUS - Load Status | Char3 M Load Stat
PAREMT_DESCRLOMGS
TAGGABLE_SW - Tagg:
TAG_NUMBER. - Tag Nu
DESCR. - Description
DESCRSHORT - Shark C
ASSET_STATUS - Asset
FINAMCIAL_ASSET_SW
REPLACE_S'W - Replace
REPLACE_ASSET_ID - F o

< *
® Databiase % Query b >

B O 30 IR S I G R VR R R VR VR R

|Ready A = INTFC_PHY_A - AM I

@ PUBLIC.QUERY.UPG_AMFO4 - List INTFC_PHY_A transaction - Query 9=(3]

Fil= Edit WView Go Favorites Critetia Help

8| H| & 2o 222 22 |% @]

%32 |3

LOAD_STATUS - Load s & | | Fields  Criteria |50l | Resuls |

ORI e - o | [Logica| _Ewression1 | operator
DEFAULT_PROFILE_S% L [alo usfinlist  Rd|(HEAERRY
TRANS_IN_OUT - Tran:
PARENT _ID - Parent IC
PARENT_DESCR - Pare
PARENT_DESCRLONGS
TAGGABLE_SW - Taggs
TAG_NUMEER - Tag Nu
DESCR. - Description
DESCRSHORT - Shart €
ASSET_STATUS - Asset
FINANCIAL_ASSET_SW
REPLACE_S'W - Replace
REPLACE_ASSET_ID - Flup

< 3
@ Databaze % Query £ >

B R VIR S VR VR R R R R R R R

|Ready & = INTFC_PHY_A - AMT1

There should be no INTFC_PHY_A rows with a LOAD_STATUS
of ‘NEW’ or “ERR".
If there are ‘NEW’ or ‘ERR’ transactions after normal month end

close processes have been run, research to determine why and
resolve.

Contact the OIIT Helpdesk for assistance as needed.
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Due Date Data issues with accounting dates prior to February 1, 2007 should
be resolved by February 27, 2007. This query should then be run as
part of the month end close process each month. Any remaining
NEW or ERR transactions should be resolved and completed.
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