USAS QUESTIONS

1.    Can we view/print a vendor history by check?

    YES.. you can do one of 2 things...You can run CHEKPY and select by a particular vendor: 
Output file: CHEKPY.TXT 
Print options page? (Y,N) Y 
Sort options: C 
Print missing check numbers. (Y,N): Y 
Print vendor from PO or check. (P,C): C 
Date Selection From: 07/01/2004 
To: 02/01/2005
Summary or Detail report? (S,D) S 
Single or Double space summary report? (S,D) S
Include or Exclude the following vendors?(I,E) I
Vendors: 1843
This would pick up what checks have been issued for just one vendor.
 
Or you could also run a invoice listing (INVLST) for just a particular vendor.  either one would show you the checks issued to that vendor.
               

2.    How can we un-do a PO which all budgetary accounts were cancelled
in error
 

When the budgetary accounts were cancelled did you pay on it or is the invoice still outstanding?
Is the PO still open?  
If the PO is still on the invoice status and you cancelled the items you can go into VERINV and change the status of the item in error.  
If you had already closed out the open invoice by payment and  the PO is still open you can go into the PO and select modify, and select the AMEND Option.  Add in the new items with the proper account.  
 

.  

3.    How can we print EIEIO when multiple pages of history are involved
        When using EIEIO or OINQ.  When you go into either one before putting in the information.  You can set the printer to on.  This will produce an output print file that you can print what was displayed on the screen:
 
Access the program by entering EIEIO  or if going to OINQ put in EIEIO.  Select OINQ.
Hit your PF3 key  .  (* on the num lock key pad)  This brings up a dialog box called "Select Options"
Arrow down and select "PRINT ON"
Dialog Box Report Format will pop up.  Using your down arrow to select the paper you would like.  Hit ENTER.
Select Report spacing. Single or Double.
The exit the Select Options Dialog Box.  
When you are down in OINQ whatever you have viewed on your screen will be saved to an output text file.
When you exit OINQ, the output would be OINQ.TXT.
PRT OINQ.TXT   (This would send the report to a printer)
.    

4.    Is there a way to change the next po # default in POSCN

   The PO# is picked up from the configuration file on USASDAT: USACON   Whatever number is there, is how it assigns the PO #
        

The option also needs set on the USASCN:OPTSCN  To pickup the District PO# “Use Districts highest PO number” needs to be set to D.
        
5.    Is there a way to change the next vendor # default

       When adding a vendor number in the VENSCN program the system will put in the next number that is held in the USASDAT:USASCON screen

.
6.    What is the proper procedure to change a charged budgetary account
number after the check has been mailed  

RCPROC  - We will go into more detail at the meeting.


7.    What is the proper procedure to change a budget account on a posted PO

        Depends on the status of the PO. If it has been already billed to the wrong account you would use RCPROC
        

If it is at an invoice status and no check, then you can change this in VERINV
       

 If no invoice has been generated you can modify the PO, change option and change the item to the correct account number

8. When we choose the CANCEL & REPOST selection in POSCN should we use the original PO date or the date the PO is changed?


    This is totally up to the district.  The system will keep track as to when the PO was created.  The issue date should be within the month you want the money to be encumbered.  If you are still in January processing month but  the actual date is February 1.  When you go in to cancel and repost the system will automatically place the actual date in the issue date.  IF today is Febraury 1st this would become the issue date unless you override the system with the date you prefer. 
If you are in the January processing month and you post that PO with a February 1st date, then  it would make that PO a future PO because you are not in February processing.  

To pull in a Future PO you would need to be in the February Month and  then run AUTOPOST. Select the FUTPO options and pull in the batch file which corresponds with the PO that was placed in Future.  You can see your future Po's be running a POSUMM report and select the option for future PO'S.  
8.    How do checks print when you choose "print description". This
questions is in regards to check that have more than five lines.
       ( Does the system issue multiple checks)

1.  As far as overliquidating/overfilling a purchase order..... Is there a limit?  Does it set a limit of a percentage, or dollar amount that it will overfill?

2.  Does it limit the number of times you can change a vendor on a

purchase order?

You must use a Multi-Vendor vendor number in order to change the vendor number more than once.

3.  Is there a way to pay from a purchase order that was

liquidated/filled/cancelled in error? 

4.  Is there a way to make a payment from a purchase order from an xref

that is not showing on the PO?

5.  What is the proper way to do an expenditure adjustment? Any special

tips or tricks?

6.  Is there a report I can run to show any purchase orders that I put a zero and filled, when I should have put the encumbered amount and

cancelled?  I know that I paid other purchase orders, and when there was more than 1 xref, I filled the one that I wanted to liquidate.....and I should have cancelled that amount....

The PODETL report will show you this information
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MEMO CHECKS:

*These checks are used when no physical check is needed.

* Must use a MEMO VENDOR – MEMO VENDORS are numbered 900000 or higher

* No need to reconcile Memo checks

Uses: 


Wire transfers


STRS or SERS Board Share paid by Foundation


Any time movement of money that does not require a physical check.

MEMO VENDORS

STRS or SERS memo vendor numbers might be 900450 and 900400 to remind you that they go with deduction number 450 and 400.

EXPROC

EXPROC will allow you to enter an expense without having to enter a separate 

Purchase order, invoice and check.

This program will not create a physical check. 

EXPENDITURE ADJUSTMENTS

Expenditure adjustments are now done through the Reduction of an Expenditure option in the RCPROC program.

The Reductions are a positive number and to charge an expense it will be a negative number.

For example:

XREF code AB123 was charged $50 and it should have been AC123

You would choose RCPROC, Reduction of an Expenditure option

The transaction number that is displayed can be used

The item number will be 001

Enter the date 

Enter the amount              50.00

Enter the description

Enter the XREF or long code  AB123

This will reduce the expenditure.

To put the expenditure to AC123

The transaction number will be the same as above

The item number will be 002

Enter the date (same as above)

Enter the amount     -50.00

Enter the description

Enter the XREF     AC123

To post a Refund of a Receipt

RCPROC has an option for Refund of a Receipt.

It will give you the option to print a check if needed.

EXPENDITURE PROCESS

Converting Requisitions to Purchase Orders

MASCNV is the program that converts REQs to Pos

If you want certain requisitions to be certain Purchase Orders, process in a group. For Example:

You have Requsitions 1-9 and 12-15. You want the PO numbers to be the same as the REQ numbers. Mass convert requisitions 1 to 9 (execute) then run MASCNV again for 12-15.

Print out the MASRPT.TXT report. This will be a list of what requisitions went to what PO number. This is an important report because you need the PO numbers to create invoices (check vouchers payable)

APE 

Creates invoices to write checks. This is similar to Check Vouchers Payable.

*** NUM LOCK LIGHT SHOULD BE OFF ** To turn it off – ALT & numlock

To close and liquidate a PO that has some payments on it:

Enter the PO in APE

Go to the item that has a balance but is not going to be filled

Put in the amount that is left and then press 3 to cancel part

This will liquidate that item.

ALWAYS RUN INVLST AFTER YOU ARE FINISHED IN APE

** Watch that the date is correct. Especially if you have not closed out for the previous month. The date that shows is always the actual date.

Please print the OPTIONS PAGE when available. It helps us track what has happened and if you really like the report you can see how it was generated.

FUTURE TRAINING SESSIONS

Tuesday, Feb. 22 at TCTC board room

More on the Expenditure process, Requisitions, converting to Pos, APE, Checks

2 sessions starting at 9 and 1

NEW CONTRACTS AND SALARY SCHEDULES

TCTC, March 22, 9 & 1

Ashtabula county to be announced

EMIS

TCTC, Thursday, April 7

9 & 1

TCTC, Tuesday, April 12

9 &1

Ashtabula County training to be announced

What training would you like? What date do you need it by?

FORUM

SSDT has a public forum that you are welcome participate in. To get to this forum go to WWW.NEOMIN.ORG and then choose OECN WEB SITE, then click on OECN Public Discussion Forums. You can register the first time you use it.

MANUALS

The manuals can be found on the SSDT Web Site. From the WWW.NEOMIN.ORG website, click on OECN Web Site and then click on OECN State Software Development Team. On the left side of their web page is “On line Documentation”. Click on the button. Choose whether you want it in PDF or HTML. If you are going to print the manual I recommend PDF.

