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Department

	Delivery Status
	Manual Set Up

	Additions allowed?
	Yes

	Menu Path
	Set Up Financials & Supply Chain > Common Definitions > Design Chartfields > Define Values > Chartfield Values > Department

	Expected Number of Rows/Valid Values
	NA

	Record(s) to Add
	F100000

	Key Values to Validate / Update
	All

	Anticipated Exceptions
	None

	Manual Set Up Tasks
	Create a new department for use in processing and workflow routing of FSA transactions 

	Comments
	None
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NOTE:  The Manager ID entered on this page does not control workflow routing of Expense transactions; The Approver Assignment task is still required for this new FSA department.  Having said that, any ePro transactions keyed to this department will route to the department manager entered on the department chart field definition.  
We suggest that you select the Open Item Recon. Administrator as the Manager for this department.

EX Approver Assignment

	Delivery Status
	Manual Set Up

	Additions allowed?
	Yes

	Menu Path
	Set Up Financials & Supply Chain > Product Related > Expenses > Management > Approval Set Up > Approver Assignment 

	Expected Number of Rows/Valid Values
	NA

	Record(s) to Update
	AP_AUDITOR

	Key Values to Validate / Update
	All

	Anticipated Exceptions
	None

	Manual Set Up Tasks
	Insert a new row for the FSA department created in the previous step, assigning the workflow approver for FSA expenses. 

	Comments
	None
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NOTE:  Institutions may select the Financials FSA Administrator or a member of the HR Staff as the “Level 4” approver who receives FSA transactions.  Because this is a “pooled” level, institutions may prefer to send the transaction to the Financials FSA Administrator and the HR FSA contact.
Open Item FSA Inquiry - BEFORE
	Delivery Status
	Manual Task

	Additions allowed?
	Yes

	Menu Path
	General Ledger > Open Items > Review FSA Balances > 

	Expected Number of Rows/Valid Values
	Varies by Institution

	Record(s) to Update
	None

	Key Values to Validate / Update
	All

	Anticipated Exceptions
	None

	Manual Set Up Tasks
	Print page(s) in landscape format , for use during conversion reconciliation

	Comments
	Users may prefer to select the Grid icon [image: image3.png]Fie tat Vew Fovoles Tooh Help 3
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 and download the open item balances to an Excel spreadsheet format. 


213108

[image: image4.png]rosoft Internet Explorer

He B Mow Favomes Iods tb 3

Qs - © - 1 B G D Forwns @

Ueor@ 3

1
R- &

s 6] Wt .ot chlslFS30/EMPLOYEEJERPfREVIEW_FINANCIAL INFORMATION£54_OPEN_ITEN_SOR,GBLIPORTALPARA_PTCNAY=F5_OPEN_ITEN _5OR_GLSECPP SCHoden

rel_Reconcue_open_rren_sauseop v G0 L >

RPEEOPP. SCPortal=EMPLOVEESEOPP. SCame=!

V|6 o @ B~ ¥ Bookmarks~ | D popups okay | " check + N ausiink - aurl [ap Sendtow 4 O settings~

b My Favorites
1 Customers.
b Products
b tems
b vendors
b Purchasing
1 ePracurement
b Sourcing
b Grants
b Program Management
b Project Costing
1 Proposal Management
1 Maintenance Management
1 Travel and Expenses
0 Billing
> Accounts Receivable
1 Accounts Payahle
1 BOR Menus
> Asset Management
1 T AssetManagement
1 Banking
b Cash Management
> Commitrment Cantral
[~ General Ledger
© Journals.
b Ledgers
b Sumrmary Ledgers
b Close Ledgers
1 Pracess Mull-Currency.
b Average Daily Balance
< Open ltems
— Review F5A Balances
 Review Stalus Online
- Process Reconciliaion
aintenance
— Open llern Listing Repor|
© Consolidate Financial
Data
© Maintain Standard
Budgets
© Monitar Background
Process
© Review Financial
Information
b Regulatory Ledger
Reports
© General Reports
 Federal Reports
b Allocations
b Set Up Financials/Supply
Chain
b Background Processes
1 Workiist
1 Application Diagnastics
1 Tree Manager
1 Reporting Taals.
b PeopleTools
- Change iy Password
|- v Personalzations
|- by System Profe
|- v Dictionary

NewWindow | pelp | Customize Page |

Review FSA Balances

it ledger e Jownalld  JounalDatefromTo Closed bate FromTo Reconcile or
33000 |Q |ACTUALS || Open v 010171990 [ 07032008 |E) 01011990 07/03/2004
Recowt Fund Dot Program Class  Project sutRer B9 Sconatlo curency OpenRembey Descr

213108|Q Q Q Q Q Q Q Q Q Q @ EmplssN

Seacn Reconsle | Re-0pen

e tom Balances i
‘Select OpentemKey  Desar Accowt  Fund  Dent Proam Class  project ButRel " Book Code. Scenaii pount Curce
O 266873431 ClarkDeondri L 213108 10000 2008 Open 400.00 USD.
O 105685671 TorbertKena M 213108 10000 2008 Open 250.00 USD.
Seloted: a0 Tota ss000

Base Cutency: ueo Base Curency: o

& save | [ Natify

[iin Contert]

i )

=T
I





213208
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Extract FSA Account Balances

	Delivery Status
	Manual Task

	Additions allowed?
	Yes

	Menu Path
	SQL Plus 

	Expected Number of Rows/Valid Values
	Varies by Institution

	Record(s) to Update
	None

	Key Values to Validate / Update
	All

	Anticipated Exceptions
	None

	Manual Set Up Tasks
	Extract open item balances and paste information into an Excel spreadsheet for upload; save spreadsheet in C:\temp directory

	Comments
	None


SQL Statement:
SELECT FUND_CODE, ACCOUNT, DEPTID, PROGRAM_CODE, CLASS_FLD, BUDGET_REF , OPEN_ITEM_KEY, SUM(MONETARY_AMOUNT) * -1 

FROM PS_OPEN_ITEM_GL WHERE  ACCOUNT  IN  ('213208','213108') 

 AND OPEN_ITEM_STATUS = 'O' 

 AND OPEN_ITEM_KEY IN (SELECT OPEN_ITEM_KEY FROM PS_OI_KEY_VW_BOR) 

GROUP BY FUND_CODE, ACCOUNT, DEPTID, PROGRAM_CODE, CLASS_FLD, BUDGET_REF, OPEN_ITEM_KEY 

UNION ALL 

SELECT A.FUND_CODE, A.ACCOUNT,  'F100000', A.PROGRAM_CODE,  A.CLASS_FLD , '2009', B.EMPLID, SUM(A.MONETARY_AMOUNT) 

FROM PS_OPEN_ITEM_GL A, (SELECT EMPLID, SSN FROM PS_PERS_SERV_BOR 

GROUP BY EMPLID,SSN) B 

WHERE A.ACCOUNT IN ('213208','213108') 

 AND A.OPEN_ITEM_STATUS = 'O' 

 AND A.OPEN_ITEM_KEY = B.SSN 

 AND RTRIM(B.EMPLID) IN (SELECT OPEN_ITEM_KEY FROM PS_OI_KEY_VW_BOR) 

GROUP BY A.FUND_CODE, A.ACCOUNT, A.PROGRAM_CODE, A.CLASS_FLD, A.BUDGET_REF, B.EMPLID

Account 213108 – INTERIM UPDATE
	Delivery Status
	Delivered – Institution Specific + Model

	Additions allowed?
	Yes

	Menu Path
	Set Up Financials & Supply Chain > Common Definitions > Design Chartfields > Define Values > Chartfield Values > Account

	Expected Number of Rows/Valid Values
	Varies by Institution

	Record(s) to Update
	213108

	Key Values to Validate / Update
	Edit Record, Prompt Table, Edit Field, Description of Open Item

	Anticipated Exceptions
	None

	Manual Set Up Tasks
	Update Key Fields, to reflect settings in panel shot displayed below – USE CORRECTION MODE

	Comments
	None


AFTER
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Account 213208 – INTERIM UPDATE
	Delivery Status
	Delivered – Institution Specific + Model

	Additions allowed?
	Yes

	Menu Path
	Set Up Financials & Supply Chain > Common Definitions > Design Chartfields > Define Values > Chartfield Values > Account

	Expected Number of Rows/Valid Values
	Varies by Institution

	Record(s) to Update
	213208

	Key Values to Validate / Update
	Edit Record, Prompt Table, Edit Field, Description of Open Item

	Anticipated Exceptions
	None

	Manual Set Up Tasks
	Update Key Fields, to reflect settings in panel shot displayed below – USE CORRECTION MODE

	Comments
	None


AFTER
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Load FSA Account Balances

	Delivery Status
	Manual Task

	Additions allowed?
	Yes

	Menu Path
	General Ledger > Journals > Import Journals > Spreadsheet Journals > 

	Expected Number of Rows/Valid Values
	NA

	Record(s) to Update
	None

	Key Values to Validate / Update
	All

	Anticipated Exceptions
	None

	Manual Set Up Tasks
	Upload spreadsheet created in previous step, using new run control

	Comments
	None
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Click Add Button and enter the name of the spreadsheet.
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Edit & Post Spreadsheet Journal

	Delivery Status
	Manual Task

	Additions allowed?
	Yes

	Menu Path
	General Ledger > Journals > Journal Entry > Create / Update Journal Entries 

	Expected Number of Rows/Valid Values
	Varies by Institution

	Record(s) to Retrieve
	1 Journal

	Key Values to Validate / Update
	All

	Anticipated Exceptions
	None

	Manual Set Up Tasks
	Set Process Option to “Edit Journal” and Press the Process Button; Validate Journal Status

If the Journal Status is “V” (valid), Set the Process Option to “Post Journal” and Press the Process Button; Validate Post Status – should be set to “P” (posted).

Validate: 

Account = 213X08

Budget Reference = 2009

Department = F100000

	Comments
	None
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Open Item FSA Inquiry - AFTER
	Delivery Status
	Manual Task

	Additions allowed?
	Yes

	Menu Path
	General Ledger > Open Items > Review FSA Balances > 

	Expected Number of Rows/Valid Values
	Varies by Institution

	Record(s) to Update
	None

	Key Values to Validate / Update
	All

	Anticipated Exceptions
	None

	Manual Set Up Tasks
	Print page(s) in landscape format; compare to information printed prior to conversion; identify and resolve any exceptions

	Comments
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 and download the open item balances to an Excel spreadsheet format.
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Combination Definition
	Delivery Status
	Manual Task

	Additions allowed?
	Yes

	Menu Path
	Set Up Financials & Supply Chain > Common Definitions > Design Chartfields > Combination Editing > Combination Definition

	Expected Number of Rows/Valid Values
	Varies by Institution

	Record(s) to Update
	None

	Key Values to Validate / Update
	All

	Anticipated Exceptions
	None

	Manual Set Up Tasks
	Add Combination Definition “ACCTDEPT” and “ACCTPROJ” for use with FSA Transactions; populate all fields, as indicated in panel shots displayed below

	Comments
	Validates distribution line, to ensure that DEPTID is used with the FSA Accounts
Validates distribution line, to ensure that PROJECT_ID is not used with FSA Accounts
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Combination Rule

	Delivery Status
	Manual Task

	Additions allowed?
	Yes

	Menu Path
	Set Up Financials & Supply Chain > Common Definitions > Design Chartfields > Combination Editing > Combination Rule

	Expected Number of Rows/Valid Values
	Varies by Institution

	Record(s) to Update
	None

	Key Values to Validate / Update
	All

	Anticipated Exceptions
	None

	Manual Set Up Tasks
	Add Combination Rule “FSADEPT”  and “FSAPROJ” for use with FSA Transactions; set Effective Date for Prompting to the “current date”; populate all fields, as indicated in panel shot displayed below

	Comments
	Validates distribution line, to ensure that DEPTID is used with the FSA Accounts; associates Combination Definition with Account and Department Values

Validates distribution line, to ensure that PROJECT_ID is not used with FSA Accounts; associates Combination Definition with Account and Project Values


Rule Definition Tab – FSADEPT
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ChartField Combinations Tab - FSADEPT
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Rule Definition Tab – FSAPROJ
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ChartField Combinations Tab - FSAPROJ
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Combination Group

	Delivery Status
	Manual Task

	Additions allowed?
	Yes

	Menu Path
	Set Up Financials & Supply Chain > Common Definitions > Design Chartfields > Combination Editing > Combination Group

	Expected Number of Rows/Valid Values
	Varies by Institution

	Record(s) to Update
	None

	Key Values to Validate / Update
	All

	Anticipated Exceptions
	None

	Manual Set Up Tasks
	Add Combination Group “ACCTDEPT” and “ACCTPROJ” for use with FSA Transactions; populate all fields, as indicated in panel shot displayed below

	Comments
	Associates Combination Rule with a Process Group for combination edit purposes
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Ledgers for a Unit

	Delivery Status
	Manual Task

	Additions allowed?
	Yes

	Menu Path
	Set Up Financials / Supply Chain > Business Unit Related > General Ledger > Ledgers for a Unit

	Expected Number of Rows/Valid Values
	Varies by Institution

	Record(s) to Update
	None

	Key Values to Validate / Update
	All

	Anticipated Exceptions
	None

	Manual Set Up Tasks
	Add ACCTDEPT and ACCTPROJ Process Groups to the Chartfield Combo Edit listing; populate all fields, as indicated in panel shot displayed below

	Comments
	Associates Combination Rule with a Process Group for combination edit purposes


Journal Edit Options Tab
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Combination Edit Process (“Combo Build”)

	Delivery Status
	Manual Task

	Additions allowed?
	Yes

	Menu Path
	Set Up Financials & Supply Chain > Common Definitions > Design Chartfields > Combination Editing > Build Combination Data

	Expected Number of Rows/Valid Values
	NA

	Record(s) to Update
	None

	Key Values to Validate / Update
	All

	Anticipated Exceptions
	None

	Manual Set Up Tasks
	Create a new Run Control “FSA_EXPENSES” and populate the request parameters as indicated in panel shot displayed below (use Current Date for the “As of Date”); Press the Run button to transfer to Process Scheduler Request page.  Press the OK button to initiate the process.  Finally, go to the Process Monitor and monitor the process run status.

	Comments
	Rebuilds valid chart field combinations, to include new FSA department
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Accounting Entry Definition

	Delivery Status
	Manual Task

	Additions allowed?
	Yes

	Menu Path
	General Ledger > Journals > Subsystem Journals > Accounting Entry Definition 

	Expected Number of Rows/Valid Values
	12

	Record(s) to Update
	PYRLEXPDEF

	Key Values to Validate / Update
	All

	Anticipated Exceptions
	None

	Manual Set Up Tasks
	Update Open Item Key, set to “EMPLID”

	Comments
	None
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Expense Type

	Delivery Status
	Manual Task

	Additions allowed?
	Yes

	Menu Path
	Set Up Financials & Supply Chain > Product Related > Expenses > Purchase > Expense Type 

	Expected Number of Rows/Valid Values
	2

	Record(s) to Update
	FSA Expense Types for 2008:

FSAMED8 and FSADEP8

	Key Values to Validate / Update
	All

	Anticipated Exceptions
	None

	Manual Set Up Tasks
	Add FSA Department to Default Chart Fields

	Comments
	Ensures that expense reports are created with the correct FSA Department, for workflow routing purposes


Expense Types 2 Tab
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Account 213108 – FINAL UPDATE
	Delivery Status
	Delivered – Institution Specific + Model

	Additions allowed?
	Yes

	Menu Path
	Set Up Financials & Supply Chain > Common Definitions > Design Chartfields > Define Values > Chartfield Values > Account

	Expected Number of Rows/Valid Values
	Varies by Institution

	Record(s) to Update
	213108

	Key Values to Validate / Update
	Edit Record, Prompt Table, Edit Field, Description of Open Item

	Anticipated Exceptions
	None

	Manual Set Up Tasks
	Update Key Fields, to reflect settings in panel shot displayed below – USE CORRECTION MODE

	Comments
	None


AFTER
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Account 213208 – FINAL UPDATE
	Delivery Status
	Delivered – Institution Specific + Model

	Additions allowed?
	Yes

	Menu Path
	Set Up Financials & Supply Chain > Common Definitions > Design Chartfields > Define Values > Chartfield Values > Account

	Expected Number of Rows/Valid Values
	Varies by Institution

	Record(s) to Update
	213208

	Key Values to Validate / Update
	Edit Record, Prompt Table, Edit Field, Description of Open Item

	Anticipated Exceptions
	None

	Manual Set Up Tasks
	Update Key Fields, to reflect settings in panel shot displayed below – USE CORRECTION MODE

	Comments
	None


AFTER


[image: image29.png]1d Values - Microsoft Internet Explorer

e B Mew Favomes Iods teb 3

Qo - © ¥ B @ POsewen Foroores @ (-2 - [J - F B

dress | ] https:jfdfs-Fs.gafirst.usg.edufpspiF 330/EMPLOYEE/ERPc/DESIGN_CHARTFIELDS.F5_CF_VALLEE_HOME.GBL?PORTALPARAM_PTCHAV=EP_F5_CF_VALLE_HOME_GBLBEOPP.5Chode=ERPBEOPP. SCPortal=EMPLOYEEBEOPP. SCHame=EPCO_CF_DEFINE_VALUESBEOPP.5CLabel=Define%252( v | EJ Go  Links >

CGoogle V]co b @ @ B ~ | 1% ockmarks | popuns okay]| P Check ~ N futcnl ~ Al [ sendtor 4 O settings+

1 Accounting Enty
Templates

© Actvies

 Actviy Moritor [ Recomt (AR Alerale AGOUTTL

1 Agency Location Cades

» Anprovals : Accol

 Bank Branch File

b CalendarsiSchedlles

b Gash Pracessing

NewWindow | pelp | Customize Page |

213208

 Codes and Auto “Effective Date: 01011901 5 stars: [Ave V] spptes
Numbering | .
b Curtency Descripi Srending Care-Hedical FY0R Ccontrol Account  C]Commitment Control Override
b Customers *Short Descripti SAMEDCY08 [TBudgetary only
< Design ChartFields
e Statistical Account vor
< Defne Values Monetary Account Type: | Labilty v Book Code:
= Chartield Valuss
TR Balance Sheet Indicato Allow Book Cale Override
— SpeedTypes VAT Account Flag: Non-VAT Related b Physical Natur AT Default
& Combinatin Editing
> ChartField Value Sets Openitem Account
 ChartField nheritance Edit Record: oLEMPLD_W | EditField: oPEN_TEMEY |
> Review
 Reports Prompt Table: oLEwPLDW | Description of Openitem |EMBI D
© Distrbution Accounti
e o) Reconcile Tolerance: Reconcile Currency: a

> Document Sequencing
© Documentum

b EFT

b Employee Data

b Entry Event

© File Attachments

General Ledger Account  [JPerformance Measurement Acct ] ABM Accour

0 File Locations and @5ave | ORetunio Search | +E]previous nist | 4] Nestinist | [ oty | Eiadd | ] Updeteiisploy | 23 nchue pisory | 7 conect ooy
Images

© Integration Rules Account | Map to Aternate Accourt

© Infrfira Urit

 doumals

» Locaion

© Warket Rates

 Notes

© On-Demand Processing
© Pasition Accounting
© Pracess Partion ID
© Products
1 Sales and Use Tax
b Shipping and Receiving
b Team Members
b Units of Measure.
b User Preferences.
b Workllow
b Xml Schema
 Product Related
b Pagelets
b Background Processes
1 Workiist
1 Application Diagnastics
1 Tree Manager
1 Reporting Taals.
b PeopleTools
- Change iy Password
|- v Personalzations
|- by System Profe
|- v Dictionary

€] pone S @ memet

=T






BEFORE


Expense Report (FSA)

	Delivery Status
	Manual Task

	Additions allowed?
	Yes

	Menu Path
	Travel & Expense Center > Expense Report > Create 

	Expected Number of Rows/Valid Values
	NA

	Record(s) to Add
	FSA Reimbursement Request for vlockett or EMPL1

	Key Values to Validate / Update
	All

	Anticipated Exceptions
	None

	Manual Set Up Tasks
	Enter, save and submit expense report; log in as AP Auditor (EMPL6) and approve transaction

	Comments
	Ensures that expense reports are created with the correct FSA Department, for workflow routing purposes
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Detail Hyperlink > Accounting Detail Hyperlink
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Create Expense Report

Accounting Detail
Jahn Parker ReportID: NEXT

This is the accounting detail for expense type 2008 FSA Medical Care with a
transaction date of 2008-07-03 in the amourt of 3 USD. If changes are made
inadvertently, you may reset the default accounting values by hitting the ‘Restore
Defaults' button
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