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GENERAL OVERVIEW OF THE ROLLOVER

e All campuses should perform the rollover as soon as possible on or after July
2. If new fiscal year vouchers are entered against prior year POs before roll over,
the carryover encumbrance balances will not be correct and encumbrance entries
will have to be entered. PO Rollover must be completed by July 18, 2008.

o Blanket orders should not be rolled over. If you have classified a PO as a blanket
in error, correct the PO type on the header panel

e POQO’s with a balance of less than $50 are not to be carried over. Please close these
purchase orders or you need to supply a legitimate reason for rollover.

PLEASE READ AND FOLLOW THESE INSTRUCTIONS CAREFULLY. IF
YOU DO NOT FOLLOW THESE INSTRUCTIONS EXACTLY, THERE IS A
POTENTIAL TO ENCUMBER INCORRECTLY

Preliminary Steps

Make sure all PO’s are edited and budget checked and PO Vouchers have been
edited and budget checked. The process will not roll a PO with outstanding
Change Orders or Vouchers. Ensure all payments are posted also.

Be current with PO Closures (PO Recon Process). Follow procedures on cleaning
up purchase orders. You must close, cancel or complete any blanket orders or
other orders you know you will not roll.

Determine if you want to change the “Distribution Type” from QTY to AMT. See
Step 2 below.

Pre Roll Queries and Reports

1. Run query UW_88 ROLLED_POS_LIST to get a listing of PO’s rolled the
previous fiscal year. Note that whether you have a remaining balance on
these PO’s or not, they should not be rolled again. Please close these PO’s.
This query should only show open Purchase Orders rolled over from the
previous fiscal year.

Records Y Query YE}{pressiunsY Frompts Y Fields Y Criteria Y Hawing Y Wiew SQL Y Run
Unit=UWCOL

| Eetun Guery | Download to Excel 1-27 of 27

1 UWCOL Q000001832 07122004 07022005
2 UWCOL Q000001998 0713142004 07022005
3 UWCOL aooonooz02z 08132004 07022005
4 UWCOL Q000002098 11/04i2004 07022005
5 UWCOL aooonooze12 111712004 07022005
] UWCOL Q000002121 1143042004 07022005
7
a
]
1
1

UWCOoL aooonoozl 44 122002004 07022005
011142006 0722006
02/07i2005 07022005
03222006 0722006
04/26/2005 07022005

UWCOL 0000002153
UWCOL aoooooz1y4
0 UWCOL 0000002213
1

oo oo oo o o000

2. Run query UW_88 PO _DISTRIB_BY_QUANTITY. The results show
purchase orders that were entered by Quantity rather than by Amount.



Change these purchase orders to “Distributed by amount” if these will be
rolling over. (If you do change the PO to be distributed by AMT rather than
QTY, be sure to edit, and budget check these PO’s.) In this query you will be
prompted for BU and Accounting dates.

Records | Query | Ewpressions | Prompts Y Fields Y Criteria Y Having Y wiewS@L " Rum Y
Unit = UWCOL Beg Acctyg D=2005-07 02 End Accty Date=2006-07 01

| Berun Query | Download to Excel

1-30f3

|| e | powo. | swws | Acogbate | wne | scheanum | Fiay |
1 1 G

1 UWCOL 0000002538 D 1200972005
2 UwcoL 00000026800 D 031162006 1 1 Q
3 |UWCoL 0000002626 D 04125/2006 1 1 Q

3. Run nvision Report POADJBAL.
Navigate to: UW nVISION, nVision Report Request

NVision Report Request
Enter any infarmation you have and click Search. Leave fields hlank for a list of all values.

J Find an Existing Value

Business Unit:l heging with j |UWCOL Q
ReportID:  |begins with | [FOADIBAL Q,

Search | Clear | Basic Search Save Search Criteria

Fill in your business unit and Report ID and click SEARCH

| W nvision Report Request

Business Unit: UWCOL ReportlD:  POADJBAL Process Monitor
Report Manager
Description: PO hal plus GL jrnl adj
nvision Layout: LhWeal_88_PO_ADJ_EMNC_BAL
=
Run Report
S
“Type: IWindow j Delivary
Ternplate
*Format: |M\crosoﬂ Extel Files (*xls) =l

B save | JELReturn to Search | [=] Motify |

You can run the output to window or Web (click Run Report). If you choose “window”
the excel spreadsheet will pop up when the job is completed. The query will produce a
listing of purchase orders for the current fiscal year. You can filter on a variety of
columns. Most useful filters are PO type and PO Stat. If you filter on PO Stat of D or A,
this will show you open PO’s. This should serve as a guide to determine what PO’s you
want to roll. For those PO’s you will not be rolling, they need to be closed and



completed AND all balances at zero. Blanket PO’s must be closed at year-end. If these
PO’s were not classified correctly, change the PO type on the header panel indicating
this. Ideally you should focus on the PO’s that are not blankets as it relates to the
rollover process.

B Microsoft Excel - UwWCOL-POADJBAL[1] xls _[&]x]
E] Fle Edk Yiew Insert Format  Tools Data  Window Help Typeaquestionforhelp  « o 8 X
DS AR ERB-S9-5- @ Fiad .5 - » IE E-S-A- BIRD
=R R ER @ g ga Reply it changes... EndRevew. . il
L3 - % Due Date
1 + =
4 : 2
(k2] B[ ¢ ] D I E [ F [ 6 T H Wl fw T w [ o [ P ]
2 | UWCOL
Based on Act
Based on Act Log  Log where tran
wheretrantype  type equal to BCM
equal to AP_Y¥DUCHER Status
PO_POENC and ledger ENC JNRL_LN FO POHdr
L2 uw_kk_poDTL_vw uw_kk_poDTL_vw Formuls record Subtatal Stat Due Date _rennrd
i
Liguidated Adjusted PO
| 5 POID  [=|POTYF=| oOriginal Enc=|  Amount |=| EncBalancez|cLadi x|  Balance ~|PO =|owoae [x|BCM =ht
[- | 6 (None) ) 0.00  (1,88812114) (188812114 0.00 | (1,000,121 14)] #MA | #wes | #NiA
LTIEIEIDDEH 916 |GEM 0.00 000 ono 0.00 oon|c 2004-07-07 W
i’DDDDDDW 932 |CHG 499.80 000 499.80 (284.00) 20580 |D 2006-08-25 W
l’DDDDDDW 948 |GEM 2,650.00 000 265000 (1,800.00) 850.00 |0 2004-07-31 W
| 10 /0000002022 | CHG #,000.00 (31 GE) 5,368,327 (4,507.16) 7116 |D w0s0a1E |V
LTIEIEIDDEIZDEIE GEM 4,329.00 o0no 4,320.00 0.00 4,329.00 |0 2004104 W
g'ﬂDDDDDZHZ GEM 1,708.46 o0no 1,708 46 (1,453.00) 25546 |0 2004-11-17 v
ﬁ'DEIEIDDEIN 31 GEM 2,723.50 o0no 272340 (1,276.00) 1,447.50 |D a00a-m30 W
l’DDDDDDN 44 GEM 9,083.80 o0no 9,08380 (8,854.53) 22937 |0 a00s-tz-z0 W
£ﬁ0000021 59 GEM 141821 0o 141821 0.00 141821 |0 2008-013 W
| 16 0000002174 | GEN 14,372.50 (3,810.00) 1056250 (10,562.50) 0.00 |0 050207 |V
LWJDDDDDQM 3 GEMN 1,478.00 (1,978.00) ona 0.00 000 |0 2005-03-22 | W
ﬁﬁDDDDDQZAQ GEM 350.75 (350.75) ona 0.00 000 |0 2005-05-15 W
ﬂﬁDDDDDQZAB GEN 2,022.00 (2,022.00) ona 0.00 000 |0 2008-05-04 W
AWJDDDDDQQED GEN 1,435.00 (1,020.00) 35600 (366.00) o0on|c 2008-05-05 |V
g AWJDDDDDZ253 GEN 1,380.85 (1,390 85) ona 0.00 000 |0 20080506 |V
- | 22 000002256 | GEN 18,216.22 ¢, 405.08) 1280016 (12,800.16) 0.00 D 205050 |V
- | 23 000002265 | GEN 13,059.12 (8,000 6d) 4,050.48 (4,050.48) 0.00 | 05052 |V
- | 24 000002276 | GEN 5,257.96 (5,257 96) 0.00 oo D 20050818 |V
- | 25 000002281 | GEN 3,711.00 (7a5.00) 2,956.00 oo D 20050518 |V
- | 26 000002283 | GEN 1,606.68 (1,606 68) 0.0 oo D 2005-08-20 |V
- | 27 000002288 | GEN 7,413.00 (950.00) 6,462.00 oo D 20050823 |V
- | 28 M000002288 | GEN 5,722.20 (3,722.20) 0.0 oo D 2005-08-24 |V =
Ho n A TApL i ¥ G v —Y)
M4 b Wl paDt i summ, | ﬂJJ

Draw~ e | Agtoshapes~ N W DO lad ol 2 (8] &l | & - Z- A==
Ready HUM F"_L_

4 stant| [ Re poecreate 1. | 1] POROLLOVERS .. | &7 Quew Manage: -M..| &7 Report Manager ... | &] Base Navigation .. |[[] Microsoft Excel . |« WD F BN

Using this report for analysis is explained in more detail in the “Clean Up Current Year
Purchase Orders” Manual.



Reviewing Purchase Orders to Roll

To select PO’s to roll you first need to run the PO_POROLLVW process. This process
selects those PO’s which are eligible for rollover. After this is run the first time, you
may “View” and choose PO’s to roll without having to run the process again.

Navigation: Purchasing>Purchase Orders>Budget Year End Processing>Request
PO Roll View

Run PO Roll Yiew

Eind an Existing Walue ‘," Add a Hew Value

Run Control ID: [POROLL

Add

[ind an Existing Value | Add a Mew Value

Use an existing run control or to add a run control type in an ID click Add

2} Request PO Roll View - Micrasoft Intemet Explorer provided by UW System Administration
Fie Edt View Favortes Took Help

@oack - ) - [x] (2] [ seaen fermonss @] (- D ) | 3

Address I@j hitps: //sfswebtest. services.wisc. edu/psp/sf38tst/EMPLOYEE/ERP/c/BUDGET_YEAR_END_PROCESSING HUN,F'EIF\ULLW.EEL?FDIdEIFath=FUF(TAL,HUULUBJEEj a Go | Links >

PeopleSoft.
B
Mew YWindow | Help | Custorrize Page | 5,
PO Rollover View
Remember to enter a
Run ControlID:  FOROLL Repor Manager Process Monitor fun

Search ID — this field needs

ER— to have something in it. Do

e | a not use more than one

vendor ID: Q S h I D
[ Hone ™ Rolled eaI’C .
From PO: 2 Toro: & [ pending ¥ Disqualified

From Date:  |07/022005 [ ToDate: [07/01/2006 I Mid Roll

GL Unit is required prior to entering the other values below:

GL Unit Account Dept Project Budy Dt Oper Unit Fund Class Program  Affiliate
a o Q] a | Q Q Q Q Q
& save | |[=] Matity [Eemod | | EUpdateDisplay
5 T B
d/Start| [ Re: po recreate - Inbax fo.. | 40 POROLLOVERS_ 8.doc - .. | £ Request PO Roll Vie... 4§ Micrasolt Photo Editar - .. F |« WD R 3564M

You may choose any filters you would like. First fill in a search 1D, this will be used
when selecting POs to roll in a subsequent process. Use the “from date” and “to date “
option to narrow the filter for the correct fiscal year (7/2/#### - 7/1/#####). See an
explanation of some selection criteria following.



Selection Criteria
Enter PO information to filter the PO’s that are returned to the Workbench
Enter a Buyer if you want to see PO’s by buyer
Enter PO Ids for a range of PO’s you’d like to roll
Roll Status provides ability to see PO’s in various stages
NONE = will select POs that have not been rolled
PENDING = will select POs in a Pending Status
ROLLED = will select POs that have been rolled.
MID_ROLL= will select POs that are in a Mid Roll Status

DISQUALIFIED = will select PO’s that have been identified during PO

Rolloverl as being in error and, therefore, are not eligible to continue the

Rollover process

5. Chartfield Combinations - if one of the PO distributions meets the criteria, all
of the open details will be selected, even though the chartfields are different

6. Enter a Search ID ot the system will prompt you to enter something in this
field.

PwbdE

® 20 o

After entering the dates or any other filters, click the “Run” button.

/3 Request PO Roll View - Microsoft Internet Explorer provided by UW System Administration

File Edit View Favoites Took Help ‘ L

Qo= - ) - ] 3] D] D semen e @] -2 - JE 3
oo

‘psp. OYEE/ERP/c/BUDGET_YEAR_END_PROCESSING RUN_POROLLYW. EEL1Fn\devF’alh=F’DF(TAL_RDDT_DEJEEj Ge | Links »

Adaress [{€] hitps://stsweblest services wis

PeopleSoft.

=

Mew Window | Help | Customize Page | &,

Process Scheduler Request

User ID: T2 Run Control ID: POROLL

Server Name: SN Run Date: 05M04i2006 [
Recurrence: ™| Run Time: 057 20AM Regetto Current DateTime
Time Zone: Q

Select Description ProcessMame  Process Tyne “Type ‘format  Distributi
W PO_POROLLWA PO_POROLLYW  Application Engine  [web =] [T«T =] Distiibution
0K Cancel
(€1 Done PUROLLOVERE B.dos - Mizrasalt ward 0T T8 e et !_'—;_
'/ stant| [ Re: porecreate - Inbox fo...l 1) POROLLOYERS 8.doc ... || &7 Request PO Roll Vie... & Microsoft Phato Editor - [u &« MYPD 3 a5TaM

Choose the server of PSUNX and click OK. Then check in Process Monitor for the
process to complete. This may take SEVERAL minutes (FY1). View the results of this
process in the next step.



Selecting Purchase Orders to Roll

Next step is selecting the purchase orders you want to roll.

Navigation: Purchasing> Purchase Orders> Budget Year End Processing> PO

Rollover Workbench

3 PO Rollover Workbench - Microsoft Intemet Explorer provided by UW System Administration

Fle Edt Vien Favoites Toos Hep | &

@k - () - [x] (2] | ) seach ¢ Favories e}‘ o T 3

Addess [ 2] hitps:/7sfsweblest serviees.wisc.edu/psp./s1B81st/EMPLOYVEE/ERP/c/BUDGE T_YEAR_END_PROCESSING.PO_ROLL_WORKBENCH GBL FaldePath=PORTAL_ROOT_=| [£3

PeopleSoft.

< Budget Year End =]
Frocessing
— RequestPO Roll View

New Window | Help | Customize Page | 16

searchp [1] Q

PO Rollover
quest PO Rollover]
- ReouestPO Rollover2

“Business Unit: FWCOL =
- ReauestPO Roll Open

Encum Search
- Open Purchase Order _I
Report
- FO Rollover Activity
Report
— AddiUpdate Express
PO

[Buciget Year End Details

Search D ShortVendor  poy gtatus

PO No. PO Date Buyer
5
— AddUpdate PO
- rove Amounts
porove CharFlelds
— Resenve PO IDs
— Maintain Distributions
— Dispatch POs
— Verify Document
Tolerance
— Budget Check
— Entiy Event Request
— Creale Backorders
— Approval Worktlow
— Acknowledament
Wi rkflow
b Recelts
© Return To Vendor
b Procurement Cards
U Supplier Schedules
D Anahyze Procutement
i Inventory
> eProcurement <[l |

5] F T T[S [ intemet
) Start| 1#1) POROLLOVERB_f.doc -..|[&] PO Rollover Workbe... &) PeopleSiolt Puchasing ... | () Rie: po iecieate - Inbox o.. | 2|« @D 3 102mem

8 Seve | | [ ity

Enter in your business unit and a Search ID. Click the Search Button

File  Edit View

Q-0 1) 2

Address [€] hips:

PeopleSoft.

Favoites  Tooks  Help

A

services. wisc.

OYEE/ERP/c/BUDGET_YEAR_END_PROCESSING ORKBEMCH GBL?FolderPath=PORTAL_ROOT_|

psp/sfBBist,

(=13

Hew window | Heln | Custornize Pare | /&, &]

PO Rollover
*Business Unit: [WMCOLCL

Search

searchiD |1 @ -

Keep PY Encumbrances Open
[Butiget Year End Datailz Jor— First 4 151 o 91 [M Last
Short Vents Outstanding PO PY Encum
PO No. popate SO Roll Status Buyer Quistandind PO BYENCUN Gurrency
L—T nonoonzaza 7sizons  LAMERIORL KSR 23778 UsD =)
r oug00n2330 O70srz00s  LAMERIORL KSR 3625.60 usD =
o oogoonzaz  o7sizons  prSTATEDER KSR 4267.86 usD B
I I ' o 0000002335 o7oerzons  porOMFLES: Mz 150,04 usD =3
- m . - =
o 0000002336 070672005 AT O Mz 4862.97 usD B
o 0000002338 07A0Br2005 A0 CORPO- o 323252 usD =3
1 0000002340 07/06r2005 EAD';AESIMAGIV MMZ 138.04 uso FE‘
o 0000002346  07/06r2005  OMTHEPECIA- urF 158303 UsD B

oo1 e
gl o |
RRRNEY T

5]
4/ Start| 1] PORDLLOVERS 8 doc - [[&7PO Rollover Warkbe... & ] PeapleSoft Puchssing 8| [ Fle: pn recreste - Inbox fo._ | &« WD 3 100aM

POs that you selected on the PO selection page appear if they qualify for rollover. POs
that are canceled, fully vouchered (meaning PO distribution line is reduced to a $0
encumbrance), on hold, in process, or that have not been successfully budget checked do
not qualify for rollover and do not appear on this page.



Distribution lines do not appear if they are canceled, closed or fully liquidated (that is, if
the Commitment Control Close Flag is set to Y) because they are not qualified for

rollover.
IMPORTANT -

FROM PEOPLEBOOKS:

PY Encumbrances Open Select to keep the prior year remaining encumbrances open
(keep prior year encumbrances for the selected PO(s).
open)

Warning! If you select this option, remaining PO encumbrances
for the prior year are not liquidated, and cannot be liquidated

DELLCOMPLUT-

r o 0000002571 0200772006 [ sBY 30906.21 UsD B
(i 0000002572  02/0B/2006 E’&DGE"ANDO' gKU 14504.00 uUsD B
O 0000002573 02 D/2006 E’S:‘GUARDCO' sBY 12501.00 USD B
O 0000002574 020132006 E’S‘;DLAMRA' DR1 275.00 USD B
ro 0000002575 02/ 3/2006 E\E;-ETREKTO' DRI 120750 usD B
r 0000002576 02 472006 E’S‘:"SW'TMAR' sow 2430.00 USD =2
O 0000002577 0201712006 E';NSPORTSU' 1T 434340 UsD B

Click on this icon to view Secondary-lines

Below are the secondary lines for the specific PO.

Purchase Order Details

Business Unit: UvwCOL PO Humber: 0000002576

\endor ID: Ooooooio4s TAMS-WITMARK MUSIC LIBRARY

Furchase Order Details

Customize | Find | 3 First [ 1-3 of 3 ] Last
Distributions Y Chartfields

3 More Details

_ Quistanding
Line Sched Dist Type  Description Due Date  Suantity Ommndl;lo Amt Rolled Currency PO Amt Rolied Base
- - - = Rolled —_— - Encumbrance Base Curreng}[
Encumbrance T Bsa =
1 1 1D8T mgfﬁ':' OF OZROYALYY - FIRST 1214 412008 455,000 455,000 USD 455000 455.000 USD
WIZARD OF 0Z ROVALT\-
2 1 1DST  CONSECUTIVE 0211 4/2008 1650000 1680.000 USD 1680000  1690.000 USD
PERFORMANCES
WIZARD OF OZ
31 apsT R RO eenTaL\ 0142008 295,000 25,000 USD 205000 295.000 USD
Return |

Distributions displays the Line information detailing the outstanding PO Encumbrance
amount. Notice there are 3 tabs (Distributions, Chartfields and More Details)



Purchase Order Details

Business Unit: LG OL PO Number: 0000002576

Wendor ID: ooooooio4s TAMS-WITMARK MUSIC LIBRARY

Purchase Order Details imize | Find | L] First ] 1-3

Distributions § Charthields | Mare Details
Line Sched Dist GL Unit Account Oper Unit Fund Dept Program Class  Project Affiliate Budg Dt
1 1 1 UWCOL 3860 132 300830 ] 0201472006
2 1 1 UWCaL 3860 132 300830 ] 0211472006
3 1 1 UwWCoL 3860 132 300830 ] 024142006

Return |

Chartfields tab displays the chartfields that will roll for each PO line.

Purchase Order Details
Business Unit: LwCOL PO Number: 0000002576
Vendor ID: n00ooo1044 TAME-WITMARK MUSIC LIBRARY
Purchase Order Details starnize | Find | [
Distributions Chartfields "{ More Details
Line Sched Dist Distribute by Roll Error Finalize Requisition POs to Budy Chk for PCBU  Activity Source Type Category Subcategory
B = Finalizing —
1 1 1 Amount kone Mo Requisition BOs o Buda Chkfor
Finalizing
2 1 1 Amount kone Mo Requisition BOs to Buda Chikfor
Finalizing
3 1 1 Amount kone Mo Requisition POs to Budg Chkfor
Finalizing
Retumn |
More Details
Check this box so the
< encumbrance stays in
r Keep PY Encumbrances Open the old EY too
I 0000002576 02142008 MSHITHAR: SOW 2430.00 UsD =
o1 DOONO0257Y 0241 T/2006 E';NSPORTSU' GIT 4343 49 usD =

Select the PO or PO’s you want to roll. I chose one for demonstration purposes.

Then click the SAVE button at the bottom of
the page.



Running PO Rollover

By checking “Keep PY Encumbrances Open”, we only need to run through step one of
the rollover process.

Navigation: Purchasing> Purchase Orders> Budget Year End Processing> Request
PO Roll Open Encum

Run PO Roll Open

{ Eind an Existing Yalue | Add a New Value

Run Control ID: [POROLLA

Add

Find an Existing Yalue | Add a Mew Value

If no existing run control, add a new run control called POROLL1 and click Add.

[ Roll Open Encum

Run Control ID::~ POROLLA Report Manager Process Manitor

Run

Business Unit; |3'-"'-"8‘r’8 Q PO Humber; I Q

From Date: |D?.-'02.-'2Due [#] To Date: |nu3.-'3u.-'zung E] Budget Date: ID?.-'D&-‘EEIDEI ]

Bl save | 4 Return to Search | =] Motify | S Add | Update/Display |

Enter your Business unit and the dates as indicated. Make sure the “Budget to Roll to”

POs eligible to roll. See page 12 if some POs stay in a status of pending and do not roll.

10



Process Scheduler Request

User I0: 00556590 Run Control ID: FOROLL1

PSUNX Y| Run Date:
I :I' Run Time:

05M19/2009

Server Hame:

Recurrence: 8:27:35AM

Resetto Current Date/Time |

Time Zone:

—

Process Name Process Type

Select Description

Type

Distribution

*Format

v PO_POROLLOPN PO_POROLLOPN

Application Engine | Weh

j Distribution

x|

Make sure server is PSUNX and click OK. Watch the process in process monitor for

SUCCesSS.

Batch Budget Check of Rolled Purchase Orders

Next Step is to Budget Check the rolled PO’s.
Navigation: Purchasing> Purchase Orders> Budget Check
Search for a run control or ADD one.

= Purchase Orders =
I StagefSaurce Requests
b Acknawdedgments

| Budget Check Request

e indow | Heln | Customize Page | W&

[» Manage Change Orders
[» Reconcile POs
[» Review PO Information

Run Control ID: 070101

Report Manager Process hlonitor

Run |

[» Reparts

[ Budget Year End
Processing

— Add/Update Express
Fos

— Add/Update POs

— Approyve Arnounts

— Approve CharFields

— Resere POIDs

— Maintain Distributions

— Digpatch POz

— Werify Document

Budget Check Request

Request Number:
€ Once o !

& Always
€ Don't Run

“Description: |1

Tolerance
| — Bud ok *Business Unit: IVa\ue d Business Unit:  |UWCOL Q
— Eniry Event Request . Iﬁ
— Creale Backorders POID: TN, -
— Approval Wio riflow .
— Acknawledgr ent PO Date: Al =
L | Acty Date: Al -
[» Receipts
[ Return Ta Yendor PO Type: Al -
[> Procurement Cards
[> Bupplier Schedules Buyer ID: All -
[ Analyze Procurerent »
[ Inventary Origin: All A
[ eProcurement
I Senvices Procuremment PO Status: alll I
[ Sourcing
[ Engineerin
o J Mid Roll Status: | Al =

[> Manufacturing Definitions
[~ Production Canirol

First [ 1 0 1 ] Last

FE

Budget check by YOUR business Unit
Click on the RUN button

11



[» Acknowledgments
I» Manage Change Orders
I» Reconcile POs

Process Scheduler Request

I Review PO Infarmation User ID: T2 Run Control ID: 070101
[- Reports
I» BudgetYear End Server Name: Run Date: 05i31/2006 Ed

Processing e~
_ addiUpdate Express Recurrence: 'l Run Time: 0:36 204M Resetto Currant Date/Time I
POs ) _
— AddiUpdate POS Time Zone: Q
~ ADprove Amounts

— Approve ChadFields Select Description Process Name Process Type *Type “Format Distribution
— Reserve PO DS

F
— Maintain Distribufians ¥ Comm. Chtrl. Budget Processor FSPKBOP3 COBOL 80L (Mone) (Mone) vI Distribution
— Dispatch POs

— Yerify Document

Tolerance

— Budget Check
— Entry Event Reguest

— Create Backorders 0k Cancel

— Approval Workdow
SEEREEIET

Make sure PSUNX is the Server name and click OK

TROUBLE SHOOTING THE ROLLOVER PROCESS

Hints:

The PO must be approved or dispatched and in a posted state.

Only Purchase Orders with open quantities and dollars can be rolled.

The entire Purchase Order must roll (you cannot roll selective lines).

POs with lines finalized at voucher entry will NOT roll.

Please contact Janet Larson (608-890-1632) or Liv Goff (608-890-2977) at UW-
System if you have questions.

Queries:
Compare your total amount on the POADJBAL nVision report (Fiscal Year 2009

balances) with the query UW_88 T2J ROLLED_ENC. They should be pretty close.
Please report if there are any discrepancies to UWSA.

PO does not rollover and Rollover status is pending:
e More than one Search ID created in Request PO Roll View
Using more than one search ID that includes the same POs will create problems
with PO Rollover. When you run the rollover process, it is done on a Business
Unit level. If there is more than one Search ID, it will cause problems when the
PO rollover process tries to roll ALL search IDs. This often causes POs to stay in

a pending status.

e Old budget dates
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PO Rollover
*Business Unit: IU'U"\"U"\'Tl Q Search ID |5 Q

Search |

[ Keep PY Encumbrances Open

Budget Year End Details

Short Yendor Outstanding PO PY Encum
SearchiD PO HNo. PO Date Name Roll Status Buyer Encumbrance Open Currency

r s UNGRODIE 07062005  CAMIERWORL- KRS 24300 UsD 2
001

W s UNGRO1G1 021232007 E'DE1RCEPT'VE' Perding KRS 11547.00 v UsD )

r s UNGRO304 06082007 SCREMASOFT- sl kRs 14040.00 =
001

r s UNGRO222  D6M5007  SENOVOUBAR miial GiR 30996.00 UsD =
001

r s UNHB1076  06/27i2007  EEKECONC- MHZ B0.00 UsD =
001

r s UNHROD14  D627iz007  AOBAUERGLA- 12522.00 UsD =
001

¥ gelectall L Deselect Al

Click on the Line Details
Tab to the Chartfields and look at Budget Date

Purchase Order Details

Business Unit: Ly PO Number: UNGRD181

Wendor ID:

oooo01 4527

PERCEFTIVE SOFTWARE INC

Purchase Order Details
Distriutions | Chartfields

b More Details

Line Sched Dist GL Unit Account Fund Dept Program Class Project Affiliale Budg D
2 1 1 LAWY 2620 128 304007 1 060172006
2 1 2 LW 2620 102 303000 1 060172006
4 1 1 LWWTW 3181 128 304007 1 060172006
4 1 2 ATV 3151 102 303000 1 0610152006

Return |

In this case, the POs will not rollover because of the budget date. In the PO Roll process,

change the ‘Budget to Roll from’ date range to include 6-01-2006.

j/ Roll Open Encum

Run Control I~ POROLLA Eeport Manager Process Klonitor Run

4]

Business Unit: |UWSYEC, PO Humber: I Q

From Date: IDE.-'EH.-'EDEIE [=1] To Date: |nu3..'30..'znng [#1] Budget Date: |n?..'nz.-'2nng [#1]
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