Hints & Tips for processing Budgeting Workbench documents:

1) Transfer entry screen:
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option to modify your input screen as follows:

- This is typically the default view and requires the user to select/change
the “-” for Sender and “+” for the Receiver side

Selecting this option, splits the entry screen into Sender and Receiver
sections, as follows:
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2) Holding a Budget document:

New feature allows the user to Hold a budget document prior to posting. Similar to
the FI posting functionality, the user assigns a unique name to the document and
retrieves it from the HELD folder as follows:

Hold the document:
Hold €+Piepast Save Changes Long Text  &%| cClick on 1219 | and get pop up
asking for the user assigned
Initia unique HELD document number.
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Held Document Mumkber test hold| document.
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Retrieve the HELD document:
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Retrieval of the HELD document is done through the

Docurments of Fi Ares UOFT i
> | Document Overview onfofl | soreen. Open the folder and

| select the appropriate document. HINT: can create
“entry templates” to be used for multiple
transactions; see CREATE WITH REFERENCE
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3) Create with Reference:

New feature allows the user to create a new budget document using a previously
posted or Held document.

From the “Document”, select
Create by Reference and get pop
up box asking for document
number. NOTE: HELD documents
are also available for selection.
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4) Reversing a budget document:

New feature allows the user to “system” reverse a budget document. Similar to the FlI
feature, the system will post a reversal budget document and provide an audit trail
between the 2 documents.

a) Select the document to be reversed using the

| Docurment Overyiew unImT| ‘5

| Diocurment Owe e nnImT| button:

Jocuments of FM Area LIOFT

Cmgir by Rrtererce

7 {3 Posted

2007
2007
2007
2007
2007
2007

200800011 4
2000800118
2000000120
4008000697
4008000180
4008800181
400068080190

SERAAAAAET

[ Freposted

» 1 Undone
1 Held

FEpeRE

Eanerl W EHE o 8 08 @aE
[
Ean F; b Change Doc urmend
B sww Chunges [ Long Tes
ASCEEOET N1 . Stk Fosted

.;.f, Acctionsl Coate |
CHieF Bugel L]
raf-F Transtes ] R A—— NP

=erEERvis + oon no-

Once the document is displayed,
select the Reverse option
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b) Reverse the document:

Document  Edit

Goto
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@ Budgeting Workbench - Reverse Document “Initial (Reversal)” document
Document Overview onfoff B2 I',’?: Hold || Prepost Save Changes Bf Lo W'” be displayed (nOt pOSted yet);
new document date is assigned
Drocument Status Initial (Reversal) and Text field becomes available
l for new description. Once review
HeaderData | Addifional Data | O
: : is complete, Post =",
Walue Type Budget El
Process Transfer El Tatal Sender 1,000, 08
Total Receiver 1,000,
Budget Categary Payment ] Yersion L0}
Document type TRAM (Transfers) & Docurment Date 01.11.2006
Sender
Fiscal Year 2087 Period Al E
Budget Type TSFS
Receaiver
Fiscal Year 2087 Feriod Al B L
&% (62 /| Bt \
Lines \
ll-i+  |Line Funds Center Commitment itern Armount (CADY Dk Text\
- |@|000001 (101105 REVEMUE-S 1,000.00 |0 N
+ 0ooooz (101104 REVEMUE-S 1,000.00 |0
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c) Review Reversed document:

[@=| Budgeting Workbench - Change Document

and on the Additional Data tab, the
audit trail information is presented.
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