Payroll Suspense Approval Process — Approver Guidelines

Once PPS suspended lines have been marked as ‘Submitted’ for approval in the PPS Suspense Correction
page, those lines will now display in the PPS Suspense Approval Component.

Managers will have a security role specific to this page. A message will display if there is any
unauthorized attempt.

Entry lines that will display for the manager in this page are those where the lines have GL Source (as
assigned from last user who updated the line) that fall under their route controls from role
UC_WF_APPROVER.

The Search criteria are similar to the PPS Suspense Correction component with an added search field of
‘PET/JE’. Unlike the PPS Suspense Correction function, there is no requirement to enter any search
criteria. The user may simply click the ‘Search’ button and all the transactions requiring approval will
appear in the search results.

The process actions available are ‘Approve’ and ‘un-Approve’.

Managers review the COA string given the corrective action PET/JE. Manager ensures that COA string is
appropriate and valid. Manager then approves lines.

Note that the journals generated may fail (for a variety of reasons just like other journal processes). The
new GL Source, PPC, is set up to reject should there be any errors; that is, no entries will be allowed to
post back to suspense. Therefore, it is extremely important that managers review their approved
entries to confirm they are posted.
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The menu path to get to the new PPS Suspense Approval component is Main Menu — CAL Components -
GL — PPS — PPS Suspense Approval

Favorites ~ | Main Menu ~
Search Menu:
ORACLt ®
-

Accounts Payable ’
Top Menu Featy Accounts Receivable 4 S o~

Allocations T

Asset Management ¥

The menu is na , in Menu to get started.

Background Processes
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4
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4
4
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S esettements D Validate COA/Speediyp! D EFA YearEnd Journal Matrix
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E Zinanci?:_G:teway : D Journal Post Authorization
eneral Leager -
31 Government Resource Directory 4 g E:F:Ei;::rlzf:;‘tsmup
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Favorites ~ | Main Menu= > CAL Components ~ » GL ~ » PPS ~ » PPS Suspense Approval

ORACLE"

PPS Suspense Approval

Specify Search criteria. Leave fields blank for all values. Specify sort preference by placing SortSeq nbr beside the criteria you want sorted whers 1 means highest sort level. Sort defaults by PET/JE EmpllD if none specified.
SortSeq SortSeq

[ pps Acctgpate: - @, [ PETLIE: @,

I_ Fund: I_ Employee ID:
[ Dept: [ Pay endbate:

|_ ChartField 2: Orgllode:

Yy

Yy

Search

Select lines, choose an action, click Process.

l—_I, Process Selectall | deSsecial |

PPS Suspended Entries

Save | |[Z] Notify
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As mentioned in the “Introduction”, unlike the PPS Suspense Correction function, there is no
requirement to enter any search criteria; search criteria are not mandatory. The manager may simply
click the ‘Search’ button and all qualifying lines for that manager will display for all accounting dates.

If the department manager chooses to specify search criteria the program populates the grid and sorts
the grid given the criteria specified.

The sort criteria items provided are the same as the search criteria items except for ‘Org Node’. A
number is placed before the search criteria item to indicate the sort sequence for that item where 1 is
the highest sort level. Any number between 1-99 may be used; the program will sort the sort sequences
accordingly. When no sort sequence is specified for any item, the sort defaults to PET/JE and Employee
ID.

Managers may narrow their search results by entering information in any of the eight search criteria
fields. The search fields are as follows:

PPS Accounting Date
Fund

Department
Chartfield 2

PET/JE

Employee ID

Pay End Date

Org Node

O NV A WNR
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Here is an example of the displayed results when we do not specify any sort sequence and allow the
system to default to PET/JE and Employee ID

Favortes~  MainMenu~ » CAL Components ~ » GL - » PPS ~ > PPS Suspense Approval

ORACLE"

PPS Suspense Approval

Spasify Search artenia. Leave filcs biank for 2l valuss. Spacity son preferance by plazing SonSea nbr basids the criten you want sented whers | mazns highast sar evel, Sortdefsubs by PETLJE EmpllD  nons spectiad
sanse

Il I:PSAncluDam: o - & Kl ! PEWE (@,

[l Fundf[ @, [Z Employeetn:[— @,
pepti[— @ [T PayEndoate: [ @

[ craFiema:[ @, orgNodes [ |y,

i sction, cick Process

Process seectal | desesam

PPS Suspended Entries Personalize | Find | View 100 |

lines, che

First ' 1-10 of 147 * Last

COA || Journal Atfributes || Last Update Ermror Message || Approval

PPS PPS EmployeelD Approval PET ChartField | ChartField PC . An ‘Corrected Line
Select | o P ate. | Linehor | - Ninekiet s Pl | Busnit | Account | Fund Dept | Program 5 & Busgnit | Proiect | Act Type | OFGCOA |Notes |Error COA Eoit Measmge
1 [ ] 09030/ 20851 (010010041 I JE |10000 |50215 84469 30017 62 IGM100 |1004503|01 PAY OrigCOA| I\u’ N Successful chartstring validation

3 O |iesese < 010162720 JE |10000 |s0z1s |1000 |11531 |40 |200234 oMi00 100475001 [cPy  |[ Origcos| g N [Buccessul chartsling validation. Note:PC fied values fiad been

modiiied. Previous string: —
. . [ Successful chartstring validation. Note:PC field values had been

3 O 093072014 17405 010162729 JE |10000 |50215 19900 11531 40 200234 IGM100 | 1004759|01 CPY OrigCOA| N modified. Previous string: —
o . f chartstiing validation. Note:PC field values had been

4| O |wevmie | oez|p10213554 JE [10000 |s0212 [43490 (2303 |44 200030 |EiSSO  |oM100 [10pseq7|o1  |cPY |[ Origcod| g [N [Suctessi chareiing vaida
5\ O 7| 010212554 JE |10000 |50215  |43400 |23803 |44 200201 |EISSO  |GM100 |1008067|01  |cPY || OrigCos|| [y | |Successiul chartslring validation. Note:PC field values had been

maified. Previous siring: —
I - s Successful chartstring validation. Note:PC field values had been

6 O 103112014 16701 (010476732 JE |10000 |50215 81605 14015 44 CPADTR |CPB36 IGM100 | 1004359|01 PAY OrigCOA| N modified. Previous string: —
- - T Successful chartsiring validation. Note:PG field values had been

71 O ressz| 010476732 JE [10000 |52011 [#1605 |14016 |44 [CPADTR |cPE36  |GMi0D [1004zsolot  |FRP ([ Origcod]| g [N [Ducseesiy chareiing vakda
3| O 52580( 010487091 JE |10000 |52011 |19900 |14166 |40 200255 |CSMAT  |GM100 |1004593(01 e ||| ||y | L e (i B e [ et

moified. Previous string: —
— [ Successful chartstring validation. Note:PC field values had been

ol O 30902| 010487001 JE [10000 |51210 (10900 |14166 (40 (200255 |CSMAT |GM100 [10p45eafo1  |cPy ([ origcon| g [N [Dolted SRS e
- [ Successful chartstring validation. Note:PC field values had been

10 O 17308 | 010492261 JE |10000 |50215 19900 11531 40 200127 EHAXZ IGM100 | 1003264|01 CPY OrigCoA|| 1 [N modified. Frevious string: —

al Save Notity

Here is the same data sorted by 1) PPS Accounting Date, 2) Department and 3) Fund

Favorites - | Main Menu~ > CAL Components = > GL = > PPS ~ > PPS Suspense Approval

ORACLE’

PPS Suspense Approval

Spesity Seareh orteria. Leave fisids blank for all values. Specd son praference by placng SoriSeq nbr beside the oritena you want sorteg where 1 means highest sor evel. Sort defsuts by PETIJE EmpliD f none speciied
Sonseq Senseq

[] PPs Acctgpate: @, - @ |l PETUE! @,

El Fund: @, [~ Employecin @,
[z Dept: @, [~ PayEndbate @,
[l charFied 2 @, OrgNode: @,

=n sction, sick Procass

Process Seioctal | deSeleotal

PPS Suspended Entries Personalize | Find | View 100 |

B st @ 1-100r147 V) Last

‘ COA | Journal Atfributes || Last Update Emor Message || Approval

PPS | PPS |EmployeclD| Approval | PET ChartField | ChartField | PC n Corrected Line
‘ Select | acoigbate | LineNbr | _LineRef Status g | Bustinat | Account: e ERRY] Frogram | =, 2 Bustnit | Project |Actiity | qyp, | OrigCOA | Notes |Error COA Edit Message
1| [ |eeseons 47758 012275107 JE |10000 |51210 |28403 |[10264 |62 lGMm100 |1005899 |01 pay | ongcos|| (g [N |Successiul charistring validation. Note:PC field values had been
modified. Previous string: —
: I Successiul charistring validation. Note:PC field values had been
2| O | Ti832| 012275107 E |10000 |s2011 |ss403 10264 62 omi00 |1oosaeelor [FRP || Origcod]| A [N | e g —
. . | Suceessiul chartstring validation. Note:PC field values had been
3| O |eemaem 4770012406886 o |10000 |51210 |sss03 10264 |62 omioo |woseselor  [Pay | [ origcod]| (i [N | e o
4 [ |weswzon 71833 012496556 JE |10000 |52011 |88403 |[10264 |62 lGMm100 |1005899 |01 Er || e [EEE e T, (o B Re = AR e (e
modified. Previous string: —
) ; W Successiul charistring validation. Note:PC field values had been
5 [ |eesimone 2200|012275658 E |10000 |s0211  |30806 |10805 40 ccexs  famt00 |tozer7lot  |Pay ([ ongcod|| Ud [N | e ng —PAY
: P Successiul chartstring validation. Note:PC field values had been
6| [0 [|wcwzom 2008 012194342 JE |10000 |s0211 |30806 |10805 |40 ccexs  femto0 |1002am7for  |PAy |[origcor|| (g [N | e e P
7 O |seswzon 14385 012263568 JE |10000 |s0211 |32570 |[10805 |40 cccxB  [GM100 1003856 |01 pay | ongcos|| [ [N |Successiul charistring validation. Note:PC field values had been
modified. Previous string: —PAY
_ 0 Successiul charistring validation. Note:PC field values had been
s| O |eesizon sat4| 012474785 JE |10000 |s0211 (28533 10805 44 comce  (ami00 |1oosz60fot  |Pay ([ OngCoA|| U [N | e g —PAY
A } 2|01 - G Successiul chartstring validation. Note:PC field values had been
o [0 |eeaem £532( 012190108 JE |10000 |s0211 (88533 10805 44 comcc (om0 |1ooazeofor  [Pay |[origcor|| (A [N | e e P
0| [ |sesuon e523| 011730277 JE (10000 |s50215 [19%00 [11531 |40 200094 GM100 |1006455 |01 e || o [FEs e e e NS S 0 T s b2
modified. Previous string: —
(5l save Notify
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All the transactions requiring approval appear in your search results. Lines populated in the PPS

Suspense Approval Page pertain to the approver route control security for the manager.

Use the tabs at the top of the list to gather information about the transactions. For more detailed

information about what is contained in these tabs, please review the “PPS Correction Training” guide.
Approvers can also scroll to the right and select the ‘OrigCOA’ link to see the original chartstring that

was entered into the PPS system.

ORACLE"

PPS Suspense Approval

Favortes~ | MainMenu~ > CAL Components - » GL ~ » PPS ~ » PPS Suspense Approval

Speity Searen crteria. Leave fieiés blanic for =il values. Spacy so prefersnce by placing SonSeq nbr beside the entera you want sted whare 1 mssns Nighsst sort level, San defauts By F
Senseq

EmplID i none spaciied

[@save ||[=] Notify

a
[ PPs AcctgDate: @, - @, |l PETWES @,
|l Fund:|[68340 @, Kaiser-20833765 Cravdord 4115 [~ Empioyee iD: @,
- Dept: @ [~ Pay Endbate @,
[T ChariField 2: @ OrgNode: @,
Selst ines, oose an acion, lk Prosess
Process Selectl | desSelectal
PPS Suspended Entries Personalize | Find | View Al | &0 | B First (@ 410011 Last
COA || Joumal Atrioutes || LastUpdate || ErrorMessage | Approval
PPS PPS EmployeelD Approval PET ChartField | ChartField PC n - Corrected Line
Select AccigDate | LineNbr | /LineRef ‘Status 1JE BusUnit | Account Fund Dept Program 1 2 BusUnit Project | Activity Type OrigCOA | Notes (Error COA Edit Message
o | Successiul chartstring validation. Note:PC field values had been
w“
| O sa38| 012026082 ]| e |wo00 |s0211  |sesa0 13471 |as MATPC |GM100 [1o0s827(0t  [PAY |[ Crigcos]| (i [N |SeiEseiy SRR vAIdERT
Successful chartstring validation. Note:PC field values had been
W
2l O 2220012060524 =]| e |0000 |s0215 |ss340 13471 |44 matPc  |GMi00 |to0se27ior  [Pav |[Congoodl| W [n |
o P Successiul chartsiring validation. Note:FC fleld values had been
sl O 71784 |012060524 ¥]| e |10000 |52011 |ss3s0 13471 |as MAtPC  |GM100 |100se27|o1  |FRP |[Origcod]| (g [n - [SUETCRSTIEIEEG e
Fi | 14803 | 012026982 [¥| e |10000 |s0211 |88340 [13471 |44 MAIPC  [GM100 |1005827|01 PAY BETI:f n Shceessrichaiiinoprakdaioniiote BERCKate= had bt
madified. Previous string: —
- - | Successful chartstring validation. Note:PC field values had been
2 \7]
5| O 52425 012060524 ]| £ |0000 |s2012 |sz240 13471 |44 matPe  |aMion |toossrior [FRP|[[orgeodl| L N | g —
s : P Successful chartstring validation. Note:PC field values had been
s O s0420| 012060524 ]| e |10000 |52013 |ss340 13471 |44 MATPC  |GM100 |1005827|01  |FRP ([ Origcod]| (4 [N [SoErERto D e
71 O 12958 | 012026982 JE |10000 |S0211 |88340 13471 |44 MATPC  |GM100 |1005827 |01 Pay |[Ongcoa|| [ |n |Successful chartsiring validation. Note:PC field values had been
madified. Previous string: —
Successiul chartsiring validation. Note:PC fleld values had been
s W
s O 2254012060524 | s |wo00 |s0215 |ss3a0 13471 |as MATPC  |GM100 |1005827|01  |PAY || OrigCoA U et
i - | Successful chartstring validation. Note:PC field values had been
of O |werme 385012060524 ]| £ |0000 |s2011 |s8340 13471 |44 MATPC (G100 |100s827|o1  |FRP | Origcodl| LA N [SoeeR e e
o O 5341 012060524 | & |0000 |s2012 |ssaa0 13471 |4s MAIPC  |GM100 | 1005827 |01 e (ERGERA] () [N |Successil chartstring vaidation. Nota RC flaid values had baen
modified. Previous string: —

To select which items to approve, just change the ‘Approval Status’ to “Approve”.

ORACLE"

PPS Suspense Approval

Spacity Search critera. Leave fiskds blank for sl valuss. Specéy sort preferance by placing SortSeq nbr beside the criteria you want sortsd
SortSeq SorSeq

T E———
Favorites~ | Main Menu~ > CAL Components - > GL ~> PPS ~> PP Suspense Approval

‘ere 1 means highest sort level. Sort defauks by P

EmpliD # none specied.

[Fsave ||[=] Notify

[ PPS AcctgDate: @, - @, Il PETLIE: @,
Fund: [38340 3, Kaiser-20833785-Cravdord-4/15 [ Employee In: @
[l Dept: @ [ Pay Enapate: @
[ chartieid 2: @, OrgNode: @, Search
Seizetines, choose s saien ik Prosess
Process P
PPS Suspended Entries Personalize | Find | View Al | 2| B First (9 1100711 ) Last
‘ COA || Journal Attibutes || Last Update || Error Message || Approval
PRS PPRS EmployeelD Approval PET ChartField | ChartField PC n Corrected Line
‘ Select AccigDate | LineNbr | /LineRef ‘ Status | LE BusUnit | Account Fund Dept | Program 1 2 BusUnit Project | Activity Type OrigCOA | Notes | Error | COA Edit Message
i| & [esere 19630 012026952 JE |10000 (50211 |s83d0 (13471 |44 MAIPC  |oM100 (100582701 |PAY || Origcos]| (g [w  |Successiul chartsiring validation. Note:PC fleid values had been
= modified. Previous siring: —PAY
Successiul chartsiring validation. Note:PC field values had been
W
2l O 22200 012060524 [ JE |10000 |50215 |sB3a0 (13471 |as matPc  |omioo [100se27(o1  |Par ([ ongcoA ) S e
, Successiul chartsiring validation. Note:PC field values had been
e [
sl O 71784 | 012060524 [Fl| s |10000 |s2011 |ss3s0 |13471 [as MATPC |oM100 [100sa27(o1  |FRP  |[Ongcod| L N [Tieesttiate it v
o O |oweomn 14303 012026982 ]| o€ |10000 |s0211  |ssas0  [13a71 |44 MATPC  [GM100 |1005827 (01 pay | Ongcod | (g [n [Successhul charistring validation. Note:PC field values had been
modified. Previous siring: —
, Successiul chartsiring validation. Note:FC field values had been
2 e
5| O £1428| 012060524 | s |10000 |s2012 |sszs0 13471 [4e MAPC  [oM100 |1005827[01  |FRP ([ Origco| (4 |n [Sreredio et e el
o Successtul chartsiring validation. Note:PC field values had been
[
s O sv4zs | 012060524 | o |10000 |s2013 |ss3s0 |13471 [4s MAIPC  [oM100 |1005827[01  |FRP  (TOngcoA| W |n [SectesSicraning vala
71 O 12025 | 012026982 [=| & |10000 |s0211 |ssas [13a71 |44 MAIPC  |GM100 |1005827 (01 pay  |[ ongcod| g [N chartstring validation. Note:PC fieid values had been
moaified. Previous string: —
Successiul chartsiring validation. Note:PC field values had been
a0 025 W@
g O [womon 24| 012060524 [=| s |10000 |s0215 |se3s0 13471 [ae matPC  |oMioo [100se27[p1  |Pa ([ OnigcOA I e
R B} Successiul chartsiring validation. Note:FC field values had been
’ [
of O | a5 012060624 [=| s |00 |s2011  |sszs0 13471 [4e MAPC  [oM100 |100827[01  |FRP ([ Origcos| (4 [N [SueEsSieraneine valda
L R e s3413( 012060524 [¥]| & |t0000 |s2012 |ss240  [13471 |44 matPC  |oM100 (100582701 |FRP | Origcos]| (g |w  |Successiul chartsiring validation. Note:PC fleld values had been
modified. Previous string: —
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Or, if you prefer to approve all the transactions at one time, click the ‘Select All’ button and select

‘Approve’ from the ‘Action’ drop-down.

Favorites ~ Main Menu -~

ORACLE

PPS Suspense Approval

SortSeq
[ PPS AcctgDate: @, - o]

Fund: [53340 @, 0633765-Cravrord-4/15

Spacity Search critera. Laave fiekds blank forallvalues. Specéy sort preference by placing SoriSeq nbr beside the criteria you want
SortSeq

PETLJE:

[ Employeen:

» CAL Components ~> GL ~ > PPS - > PPS Suspense Approval

here 1 means highest sort evel. Sortdsfautts by P

EmpllD # none specified

[ save | |[=] Notify

Il Dept: @, [ Pay Enabate:
[l chartFiew 2: @, OrgNode: Search
Selct nes choose a acion, ik Process
Process ssesial | sessenan
lended Entries Personalize | Find | View All | 2] First'4/ 1-100f 11 ‘»/ Last
‘ COA || Joumal Attributes || Last Update || Eror Message || Approval
PPS PPS EmployeelD Approval PET ChartField | ChartField PC An Corrected Line
‘ Select | cotgbate | LineNbr | LineRef Status i3 || =) L= Gl || Bl ||l [ 2 BusUnit | Project | Activity | qype | OrigCOA | Notes |Error COA Edit Message
Successiul chanisiing validation. Note'PC field values had been
; W
1| @ |oecwems | 1se0e|012026082 2| o€ |10000 [so211 53340 [13471 |42 MATPC |GM100 |1005627/01  |PAY | OrgcoA]| g N |SueresStuthansig valcaton
Successful chartsiring validation. Note.PC field values had been
2 W
2 ™ 50|012060524 | & |t0000 |sozts  |s3340 [13471 |44 MATRC [oM100 [100sez7|ot  [PAY |[origcon]| g [N | SResin e el
. T Successful chartsiring validation. Note PG field values had been
i ™ Tiree| 012060524 | & |t0000 |s2011 (33340 [13471 |44 MAPC (M0 |1005827[01  [FRP ([ OrigGoA]| L [N |DEReSTnnaTae aied
3 = 14003 (012026982 JE [10000 |50211 |88340 13471 |44 MATPC  |GM100 |1005827 |01 Eavill [[otocos] | Kkl N St g VAl T B R e P e
maodified. Previous sting: —
_ Successtul chartstfing validation. Nofe-PC feld values had been
W
EI-| 52428 012060524 | & |10000 |s2012 o340 [13471 |as At (om100 |100ss27or  [Fre || Origcos]| g [ [DrRSStEIETETS a0
o e f chartstring validation. Note PG field values had been
6 @ [oeweme | ses|0t2000526 | & |t0000 |s2013 [s3340 [13471 |44 MATRC [oM100 [100sez7|ot  [FRe |[origcod]| g [N | Suciessi thaneiing vaida
71 = 125 | 012026982 =]| o= [0000 |so211  |ssas0 [13e71 |ae MATRC  |GM100 |100s827)01  |PAY || Origcos|| (i1 | |Successiul charisiring validation. Note PC field values had been
madified. Previous sing: —
Successtul chartstring validation. Nofe-PC field values had been
= W
s o 20254 (012060524 | & |10000 [s0215 [s3340 [13471 |42 MATPG  (om100 |100ss27 o [Pav | ongcod]| Nz [n [DTER AT o
. f Successful chartsiring validation. Note-FC field values had been
sl ™ Trees| 012080524 | & |10000 [s2011 [ss340  [13471 |as atPC  (om100 10052701 [FrP || Origcos]| g [N [Suctessilchareiing valoa
0 @ |omes s1013| 012060524 | & |10000 |s2012 |ss340  [13471 |as MAIPC  |oMi00 [100s827|01  |FRP ([ Origcod)| (g [N [Successful charistring validation. Note:PC field values had been
mdified. Previous siring: —

Click on the ‘Process’ button. A message box summarizes the intended action. It states that you are

about to approve 11 JE rows. Click ‘OK’ to process your request. Click the ‘Save’ button.

ORACLE"

PPS Suspense Approval

Favorites~ | Main Menu~ > CAL Components ~> GL ~ > PPS ~ > PPS Suspense Approval

Save ||[Z] Notity |
—

¢ ia. Loave fiskis pec placing SoriSeq nbr beside 1
Sontaq SonSeq
[ Pps Accigoate: @, —| @,
(Il Fund: [83340 @, wais wiord 411 @,
0 Dept: Q i
[[]  chartFieid 2: @ @, [_searen |
‘Selac lnes. choose an acfon, cick Frocess.
Aoprove ] Process | sttt | _ tesec |
¥ PPS Suspended Entries Personalize | Find | View All | | First') 1100711 ' Last
COA || Joural Attributes || Last Update || Error Message || Approval |
PPS PPS EmployeelD Approval PET ChartField | ChartField PC e An . ted Line
Setect | pectabate | LineNbr | /LineRef Status ‘ W |BusUnit | Account | Fund | Dept |Program) = = 4 J 2 Jﬂnsunﬂ‘ Project IA""‘“’ Type J OrigCoA J""‘E"E"" COA Edit Message
Message charistring validation. Note:PC field values had been
oarsinnis 1538| -
11 ¥ 012026982 ([Approve .‘ JE (10000 (50211 (88340 (13471 |44 modifed. Previous sting: —PAY
[Suceessful charisiring validation. Note:PG field values had been
2| o |ewerens 22238( 012060524 ([Approve | ‘ JE [10000 |50215 (88340 (13471 |aa . .
There are 11 JE rows Appraved. There are 0 PET rows Approved. (24000,679)  ||Tiodlfied. Previous string: —
. [Successful chartstring validation. Nete:PC field values had been
3| & [owsame 71704 (012060524 ‘ JE (10000 |52011 (88340 (13471 |44 o i\ el
chartstring validation. Note:PC field values had been
4| M |oasozon 14303( 012026982 ‘ JE [10000 (50211 (88340 [13471 |44 L aat T Pt A
i [Successful chartstring validation. Note:PC field values had been
5 M |eesozos 3428/ 012060524 ‘ JE (10000 [52012 (88340 [13471 |44 MAIPG  |GM100 (1005827 01 FrP [ orgcos|| Wg |N T F e T —
[Successful chartsiring validation. Note:PC field values had been
6 R [eemozone 28428( 012060524 ‘ JE [10000 (52013 88340 [13471 |44 MATPC  |GM100 (1005827 (01 FRP [ origcod|| g [N [ e ous e
7| @ |oees 1258012026982 JE |10000 [50211 |[ss340  [13471 (44 MATPG  |GM100 |100s827|01  [PAY |[ origcod]| L [n  [Successiul charisting validation. Note:PG fleld values had been
modified. Previous string: —
[Successful charisiring validation. Note:PC field values had been
8| M [osame 20254 ( 012060524 ‘ JE (10000 |50215 (88340 (13471 |44 MAIPC  [GM100 (1005827 [01 Fay - |Longcon|| g [N | s string:
§ [Successtul chanistring validation. Note:PG field values had been
9 W |oszen 77885|D12060524 ‘ JE (10000 [52011 (88340 (13471 |44 MAIPC  |GM100 (1005827 01 FRP|[ onigcod|| g (N | previous Crmi—
10 & [|osene su415( 012060524 ‘ JE [10000 (52012 (88340 (13471 |44 MAIPC  [GM100 (1005827 (01 FRP || OrigcoA|| W4 [N i:ﬁ:fu ;‘»:Ehvaig:;rgg::‘d—m“- ferE A b

These eleven approved transactions will fall out of this approval queue after the nightly maintenance

cycle is complete.
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The same process is followed for Payroll Expense Transfers (PET). In this example | have elected to sort

by only ‘PET’ transactions

Favorites~ | Main Menu~ > CAL Components ~» GL - » PPS ~ > PPS Suspense Approval
ORACLE"
PPS Suspense Approval
Le fields | s. Speci placing SortSeq nbr beside 1 Sort defaults by PETAJE Em
Sonsen Sase
[ pes Accgose O — [ e :
= 2 Employee ID: Help
C [ e Select one of the following values:
| @ [ Pay Endbate:
[ charFieia2: a OrgNode: @, | J BFs Journal Entry (JE) | search |
P Payroll Expense Transfer (PET)
‘Selct nes, choose an action,cick Process.
V]| Process deSelectAl
B[ Process | Garcel
~ PPS Suspended Entries Personalize | Find | View Al 211 B First @ 150162 Last
COA || Journal Attributes || Last Update || Ermor Message || Approval
PPS PPS EmployeelD Approval PET ChartField PC - An Corrected Line
Select A Date | LineNbr ILineRef 5 - 1E BusUnit | Account Fund Dept Program 1 ChartField 2 BusUnit Project Activity Type OrigCoA Notes |Error (COA Edit Message:
1| O [|ozesens sa028 011661204 [7]| PET [10000 (51210 (81723 (31150 |44 IQCAB  |GM100 (1008236 01 PAY [ origcos|  [n ?:‘fg::::‘“' BT
2| O |ozeeas sae0 |011661204 ]| PET |10000 [s1210 31723 (31150 |44 1QcAB  [GM100 (1008238 01 PAY | origcon W |n ?:‘fg:tf:;“' Cha iy
3l O [oeemeon e3272| 011661204 [Z]| PET 10000 |[s2011 (81723 (31150 |44 QGAB  |GM100 |1008236 01 FRP ["origcon) @ |n f;fg:tﬂ“' ChESER)
4| O [z 83274 | 011661204 [F]| PET 10000 |[52011 (81723 (31150 |44 IQCAB  |GM100 |1008236 01 FRP ["origcon) @ N ?:‘f::;:"‘“' CEiEing
5 O |ozamsis o527 011661204 ]| PET |10000 (52012 81723 (31150 |44 IQCAB  [GM100 (1008236 o1 FRP [ origcoA (g [N [Successiulcharisting
6 [0 |ozzmams 101683 011661204 [¥]| PET 10000 (52013 (81723 (31150 |44 IQCAB  |GM100 |1008236 o1 FRP | origcon @ |n ?;f:j;‘j,:“' BT
Notify |

To select which items to approve, just change the ‘Approval Status’ to “Approve”.

Favortes~  Main Menu~ »CAL Components ~» GL ~ > PPS ~ > PPS Suspense Approval

ORACLE"

PPS Suspense Approval

Specify Search crteris. Lesve fields blankfor ol vlves. Speciy sort preference by plscing SortSeq nbr beside the criteria you want sorted where | mesns highest sort level. Sort defaults by PETIJE EmplD f none speciied
SorSen

Sorte
[l ;PSAthgI]aﬁe —  a-[  a [ PETUE[F @,
r Funci[— @, [2 employeeins[— @,
oepti[ @, [ PayEndpate:[ @,
[T chatFied2zz[— @ orgNode: [ 1@, Search

Satect ines, choose an action, oick Process.
[ ™I Frocess Select All | da-Select All

PPS Suspended Entries
COA || Journal Attributes || Last Update Emor Message || Approval

Personalize | Find | View Al |2V [ First ™ 156016} Last

RN e I s e e E A A e e
1| | |oazeome 85623 011661204 uwﬁ PET (10000 (51210 [e1722  |31150 |44 IQCAE  |GM100 |1008236 o1 PAY OrigCOA W N f;i‘::::;“”"ﬂf‘s‘““ﬂ
2l & sag20 (011661204 |[ PET |10000 (51210 [s1723 [31150 [as acAB  [GM100 |1008236 o1 PAY OrigCoA W N fﬁu‘f;:::;“'”ansm"g
3 0O 55272 (011661204 PET [10000 |[52011  |e1723  [31150 |44 IQCAB  |GM100 |1008236 ] FRP OrigCOA W N f;fj:jg;“'“““s”‘"g
4 0O 85274 011661204 PET 10000 |[52011 [s1723 (31150 |4s IQCAB  |GM100 |1008236 01 FRP OrigCOA W N fﬂ“ﬁ;:;:;“'”“sm"g
5| O ascar |011661204 PET [10000 |2012 81723 (31150 |44 1acAB  |GM100 |1008236 o1 FRP OrigCoA W N f;f;:tfg;“'”w‘s”‘"g
5 O 101453 |011661204 PET 10000 |[52013 [s1723 |[31150 |44 IQCAB  |GM100 |1008236 01 FRP OrigCOA (=LY ?ﬂ“ﬁ:{ﬂ“'”“sm"g
ol save ||[=] Notify
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Or, if you prefer to approve all the transactions at one time, click the ‘Select All’ button and select

‘Approve’ from the ‘Action’ drop-down.

Favorites ~ Main Men

ORACLE"

PPS Suspense Approval

u~ »CAL Components = > GL ~ > PPS = » PPS Suspense Approval

Spasify Search artenia. Leave filcs biank for 2l valuss. Spacity son preferance by plazing SonSea nbr basid the critenz you want senes
senseq

1 maans highest sortlevel. Sort defauts by PET/JE,EmpIID f none speciied

[ PPs Acctgpate: @, - @, I PETUE: [P @,
Fund: @ [Z Employeen: @,
Dept @ [ PayEndate: @,
[T chartrieia 2: @, OrgNode: @, Search
sszaal | ssseaal
-nded Entries Personalize | Find | View Al |0 | B First © 16016 Last
COA || Journal Attributes || Last Update || Error Message || Approval
PPS | PPs |EmployesiD | Approval | PET Chartrisia - PC ] An Corrected Line
select | 5 P08 | Lrr | Ehieyeet pproval | PET | usunit | Account | Fund | Dept |Program | MM |cpariaiaa| o PC Project Acivty | a0 origcoa Notes [Emror|  Somecteatine
| m | sae2a |011661204 | PeT [10000 [s1210  |er72z [a11s0 [ae |lQcAB  |GM100 |1002236 o1 PAY OrigCOoA W |n f;“;:tf;f‘“'”“sm"g
2| M |oeesens 58630 |011661204 91| PeT 10000 [51210  [s1723  [31150 |44 lacAB  |GM100 |1008236 01 PAY OngGCoA| W N f;f::;‘g:‘“”"“m"g
3| @ s3272 |011661204 | Pt 10000 [se011  |er7zz [a11s0 [ae lQCcAB  |GM100 |1008236 o1 FRP OrigCOA Qg [N [Successil charsiing
4 = sa274 | 011661204 ]| PeT [0000 52011 [a1723 (31150 [ae IaCAB  |GM100 |1008236 o1 FRP OrigCOA W [N [Juccessiulchartsting
5\ & as627 |011661204 [¥]| PeT [10000 |s2012 1723 [311s0 |4 lacAB  |GM100 |1008236 01 FRP OrigCOA| W@ [~ fﬁu‘f;::::‘“'”am”"g
5 M 101683 (011661204 [¥]| PeT [10000 |s2013  |st723  |3t150  [44 I0CAB  |GM100 |1002236 o1 FRP OrigCOA| @ [N [ ClERER
save |[[=] Notity

Click on the

‘Process’ button. A message box summarizes the intended action. It states that you are

about to approve 6 PET rows. Click ‘OK’ to process your request. Click the ‘Save’ button.

ORACLE"

PPS Suspense Approval

Favorites~ | Main Menu~ > CAL Components ~> GL - > PPS - > PPS Suspense Approval

=t o piscng Sanseq b seside 1
sonseq Sanseq
[ PPs Accigpate: @, | @, Kl
Fund: @, [Z Empioyee in: @,
Dept: @, [~ Pay Endbate: @,
[ Chartrieia 2: @, @ |_searcn |
et inss, choose an scion, cick Process.
Aoprove V]| Process | _seean | sessen |
" PPS Suspended Entries Personalize | Find | View All | 2 [ First ¥ 16076 > Last
COA || Joumnal Attrbutes || Last Upaate | EmorMessage || Approval
PPS. PPS EmployeelD Approval PET ChartField PC - - An . Corrected Line
Select | e B ") |Busunit | Account | Fund Dept | Program & can»emz‘ o Project ‘Amvny Fn OrigCoA Notes |Emor| G etege
1| & |oemems 50628 | 011661204 PET [10000 [s1210  [s1723  [31150 |44 Message b g N fﬁu‘f::;::‘“' =
Successful charstring
2| M |ozesems 5852001161204 PET [10000 [s1210  [s1723  [31150 |44 Al NN e on
There are 0 JE rows Approved. There are 6 PET rows Approved. (24000678) = T
3| o [emoms 82272|011661204 PET [10000 [s2011  |81723 [31150 |42 b4/ W N [Caigaton
oK - -
4| @ |ozeans s5274 (011661204 PET |10000 |52011 81723 [31150 |44 | W [N f;f::ﬁ:;“'“"a"“‘”“
) o Successful chartstring
5| & |ozmeems 85627 011661204 PET [10000 (52012  [s1723  [31150 |44 lacAB GM100 |1008236 o1 FRP [ origcoa| W N [Caidation
) oo Suecessful chartstring
6 & |ozmems 101453 | 011661204 PET [10000 [52013 81723 [31150 |44 I0CAB  |GM100 1008236 o1 FRP | origcos| L [T el
|Esave |[=]Notiy |

Keep in mind that the payroll data from the PET will not actually appear in the BAIRS report until

Campus Shared Services (CSS) processes this request and PPS feeds the updated chartstring back to BFS.
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SUMMARIZATION — FINAL NOTES

e A preparer may not self-approve. If a manager makes a correction in the PPS Suspense
Correction page, the manager may see these lines in the PPS Suspense Approval page but may
not approve. Appropriate message will display.

e Manager should review each line prior to approval.

e Lines may be approved or un-Approved by selecting the appropriate process for the lines
selected.

e Any JE lines that have approval status = ‘APPROVE’ will be selected in the nightly batch process
and will be marked for journal-generation.

o The suspended lines that display in this component exclude any lines that have been cleared or
any line that has already been journal-generated. Lines previously approved but are in error will
continue to display on this page until corrected and journal-generated.
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