Queries for Finding Transactions
with Errors
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Typical reasons why your transactions get errors

How to identify those transactions with queries

What to do about the errors you find

Resources for working with errors and queries
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Reminder: What happens to transactions at month end

Campus journal

Vouchers

Requisitions and purchase
orders

Purchase orders

Accounting Services deletes them if they’re not fully
approved.

Accounting Services rolls them forward to the next
month. Campus vouchers will be automatically deleted
if not submitted or approved for 30 days. Denied
campus vouchers will be deleted after 90 days. PO
vouchers are not deleted.

Requisitions are posted in the month they are
processed in (which can be a future month).

POs are posted in the month they are processed in
(which can be a future month).
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Types of Errors
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Edit Errors

Edit process occurs before budget checking

Invalid chartfield strings

Chartfield string missing a chartfield, like account on a
voucher or the source on a campus journal

Matching errors, like no receipts for a voucher or an invoice
line not matching a PO line
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Budget Errors

Even with correct chartfield string, you can still get errors during
budget checking...

Transaction exceeds budget and is over tolerance
No budget exists

The budget is closed for the chartfield string

Budget date is out of bounds — trying to process a
transaction before or after the close of the budget
period for the project
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Unposted for Any Reason

* These queries find vouchers, budget journals, and campus
journals in unposted status

e If you’'ve ruled out edit errors and budget errors, transactions
may show here because they are still in approvals
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The Queries
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Where are the queries?

e Located in ConnectCarolina

* Most of the queries available to campus users, though some
require enhanced reporting access

ik, -
A= Finance
His ]

= F5 Workcenter

i= Contracts Center

i= Grants Center

i= Program Management Center
i= Finanseer

i= Project Costing Center

i=] Report Manager

= Proposal Management Center
= Query Viewer
i= VWeb Trave

= Finance Division Homepage
@ Vendor Invoice Submission Page
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A Few of the Queries

Purchase Requisitions NC_EP_REQ_STATUS

Purchase Orders NC_PO_EDIT_ERRORS
NC_KK_ERRORS PO _DEPT

Vouchers NC_AP_EDIT_ERRORS_VOUCHERS_DPT
NC_KK_ERRORS_VOUCHERS_DEPT

Campus Journals NC_GL JOURNAL_EDIT_ERRORS_DEPT
NC_KK_ERRORS_JOURNALS_DEPT
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How to Run a Query

* Type the name of the query (refer to queries quick reference
card)

 C(Click the Search button

Query Viewer

Enter any information you have and click Search. Leave fields blank for a list of all values.

i |
Search BY [ query Name ~ | begins with I|NC_AP_EDIT_EF{RORS_VOUCHERS_DPT |
|

| Search ||&dvanced Search
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How to Run a Query

* Query will show up in the search results

* Double-check you found the correct query by looking at the
description

Query Viewer

Enter any information you have and click Search. Leave fields blank for a list of all values.

*Search By [ Query Name v| begins with NC_AP_EDIT ERRORS VOUCHERS_
: Search | Advanced Search

Search Results

*Folder View |—All Folders —

Query Personalize

Run to Run to
HTML Excel

NC_AP_EDIT_ERF{ORS_VOUCHERS_DPTIVoucher Edit Errors by Dept IIuinc HTML Excel

Query Name Description Owner Folder
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How to Run a Query

* C(Click the Favorite link in the Add to Favorites column

 Now saved under My Favorite Queries so you don’t have to
look up the query again

Personalize | Find | View All | £ | E First ‘4 1of1 '} Last

L Run to Runto Runto i Add to
Description Owner Folder HTML Excel XML Schedule Definitional References Favorites

" Voucher Edit Errors by Dept Public HTML Excel XML  Schedule Lookup References

Query
Query Name Description Owner Folder

NC_AP_EDIT_ERRORS VOUCHERS_DPT Voucher Edit Errors by Dept Public

w My Favorite Queries
Query Name Description Owner  Folder

NC_AP_EDIT_ERRORS_VOUCHERS_DPT Voucher Edit Errors by Dept Public

Clear Favortes List |
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How to Run a Query

* Click the HTML link in the Run to HTML column
e This will open a new tab in your browser

W My Favorite Queries Personaliz
Runto Runto R

Query Name Description Owner Folder HTML Excel X

NC_AP_EDIT_ERRORS VOUCHERS _DPT Voucher Edit Errors by Dept Public HTML § Excel X
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How to Run a Query

* Enter your business unit, often UNCCH
* Enter your department number
* Click View Results

NC_AP_EDIT_ERRORS_VOUCHERS_DPT - Voucher Edit Errors by Dept

Unit:

e v Origin Job ID Field Name Long Name Msg Parm3
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Edit Error Example

* Query: NC_AP_EDIT_ERRORS_VOUCHERS_DPT

A

51289113 DIS AP _MATCH Mo receipts found

51287123 DIS  AP_MATCH Mo receipts found

51287205 DIS AP _MATCH Mo receipts found

51252338 DIS  AP_MATCH Line amount not = recv line amt with PO amt tol
51289253 CMP  Online CHARTFIELD1 ACCOUNT/ CLASS FLD/ DEPTID/ FU

51289279 CMP  Online CHARTFIELD1 ACCOUNT/ CLASS_FLD/ DEPTID/ FU

G

888888 12/14/2017 onyen 113017 11/30/2017 12/14/2017 Y18TLW0034
888888 12/13/2017 onyen 41051 11/27/2017 12/13/2017 Y18SAG0276
838888 12/13/2017 onyen 685852 11/14/2017 12/13/2017 Y18SAG0272
888888 12/1/2017 onyen 6800056383 10/28/2017 11/10/2017 Y18DSP0147
388888 12/14/2017 onyen 115086 11/17/2017 12/14/2017
888888 12/14/2017 onyen 2521 11/21/2017 12/14/2017
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Understanding Edit Errors Quick Reference
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vour department’s vouchers that are held up with errors. The
the information below, help you identify the nature of the

Use this queqrtoﬂen
report

voucher errors a.nﬂ the path res

Main Menu = Finance Menn > Reporting Tools = Query = Query Viewer
Search by query name NC_AP_EDIT_ERRORS _VOUCHERS_DPT.

Click on the Bun to HTML or Excel link.

Enter the Unit (uncch or uncga) and Dept # then click the Results button to run

vom can nse the % wildcard. For example, “65%" returns
gt departments that start with 6511,

R

the report. For the Dept= prom;

all departments that start with 65 and 6511% returns all

Job ID Field FError Description

AP_MATCH Mo Receipts Found. Mo available receipts were found for the parchase order specified
100 on the voucher line.

Voucher Matching and Error
Troubleshooting Query

Issne and resolotion
combinations or missing chartfield
entries. ¥ou can use the chartfields
listed in the error message to forns your
analysis when resolving issues. In most
cases, the resolution to these errors is to
fix the chartfelds in the vomcher.

Resolution

Emnter receipt or, if voncher is for a PO that originated in FRS,
send email to frs_receivingifunc edu with all necessary details to
enter the receipt.

Line amount not = PO line anat with PO amt tol The voucher line amount is not
equal to the PO line amount, with the PO amount tolerance included.

AP MATCH /
250

Enter requisition for change order to add money to PO line.

Line amount not = PO line anat with PO % tol. The voucher line amount is mot

AP_MATCH |
260 equal to the PO line amount, with the PO percentage tolerance included.

Enter requisition for change order to add money to PO line.

Line amount not = recy line anat with PO amt tol, The voucher line amount is not
equal to the Received line amount, with the PO amount tolerance included.

AP MATCH /
270

If receipt was entered correctly, enter a requisition for change
order to add money to PO line. If receipt had a typo or
fTansposition, cormect receipt.

Line aniount not = recy line anit with PO % tol. The voucher line amount is not
equal to the Received line amount, with the PO percentage tolerance included.

AP _MATCH |
28o

If receipt was entered correctly, enter a requisition for change
order to add money to PO line. If recespt had a typo or

LTD vchr amt greater than PO amt, The current voucher line amount plos the
previonsly matched voucher line amounts, if any, are greater than the PO line schedule
amonnt (set up by quantity).

Enter requisition for change order to add money to PO line.

LTD vchr amit greater than PO amt, The current voucher line amount plos the
previonsly matched voucher line amonunts, if any, are greater than the PO line schedule
amounnt (set up by dollar amount).

Enter requisition for change order to add money to PO line.

credit adjustment Amount > PO Matched Amonnt

Enter HelpDesk Pemedy ticket and assign to Procurement team.

Invalid PO Status. The PO associzted with the voucher does not have 3 valid status.

Contact Euyer to fix PO.
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How to Run a Query

e Search for NC_EP_REQ_STATUS
* C(Click the Excel link in the Run to Excel column

Query Viewer

Enter any information you have and click Search. Leave fields blank for a list of all values.

“Search By [query Name ~] begins with I|NC_EP_REQ_STATUS

|
Search | Advanced Search

Search Results

*Folder View |- All Folders -

Query Personalize | Find |

Query Name Description Owner |Folder Runto Runte Runto

HTML M CE ML
NC_EP_REQ_STATUS For end user REQ cleanup Public HTML ML
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How to Run a Query

New tab will open in your browser to enter criteria
Enter your business unit and the onyen of the requester

Or enter a % sign in the requester box to pull all regs
Click View Results

NC_EP_REQ_STATUS - For end user REQ cleanup

Unit: UNCCH |Q

Requester: % Q
View Results

Unit Req Status Budget Status Srce Stat
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How to Run a Query

 Query opens in Excel, may be 1000’s of lines

NC_EP_REQ STATUS 1469639414 [Read-Oi

Formulas  Data Review View Help  ACROBAT }:3' Tell me what you want to do

P~ ab Wrap Text G I - @ﬁ
74 te Wrap Te: enera j)’

= Merge&Center . $ -0 3 €0 O Conditional Format as

~ Format Painter Formatting - Table ~

Clipboard Ta Alignment T Number Ta

UNCC100017650( Approved Available dlwalsh dlwalsh
UNCC 1000184531 Approved Available mb04 mb04
UNCC100026448¢ Open Available battisto ayork
UNCC100026448¢ Open Available battisto ayork
UNCC 100026448¢ Open Available battisto ayork
UNCC 100026448¢ Open Available battisto ayork
UNCC100026518¢ Open Available pdwilkin pdwilkin
UNCC 1000265214 Denied Available rljacob rljacob
UNCC100026574¢ Open Available jamjamie jamjamie
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How to Run a Query

* C(Click data tab, then Filter button
 Drop downs appear beside each column header

File Home Insert  Page Layout  Formulas Review View Help ACROBAT }:3' Tell me what you want to do

% [% [‘% Dﬁ:’ E:B« F@ | Show Queries @ Connecti{:-ns : _ E

— %me Table Properties pply
From From From From Other Existing New Refresh Textto Flash Re

Access Web Text Sources- Connections Query~- [ Recent Sources gy~ [} Edit Links v Advanced  columns  Fill Dup
Get External Data Get & Transform Connections

ﬁ For end user REQ, cleanup

AOWAINL ulml'&ll

4 UNC('lDDDlMSMApmeEd Available 1 ONL mb04

UNCC 100026448¢ Open Available 1 ONL battisto
UNCC 100026448¢ Open Available 4 ONL  battisto
UNCC 100026448¢ Open Available 3 ONL battisto

onnect

AROLINA

L]
( INFOPORTE




How to Run a Query

* Click drop down by Req Status to filter list, like if you just want
to see reqs that are pending approval

Available dlwalsh
Available mhb04
Available battisto
Available battisto
Available battisto
Available battisto
Available pdwilkin
Available

Available

Available

Available

Available

Sourcing In Process
Available

Available

SortAtoZ
Sort Zto A
Sort by Color
ear Filter From "Reqg Status”
Filter by Colar
Text Eilters g

Search jo,

~[v] (Select All
¥ Approved
[¥ Denied

rljacob

jamjamie
jamjamie
jamjamie
bsillman
jounderw
loy
sykesd

O daaaaacaaoaa o

MR R W R s R
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How to Run a Query

Now you just see regs that are pending approval

* To shorten list even more, select onyens of people in your

department in the Requester column

UNCC100027788
UNCC 100030461
UNCC 100030461
UNCC 100030706
UNCC 100030739
UNCC 100030740
UNCC 100030741
UNCC100030767
UNCC 100030781
UNCC 100030793
UNCC 100030822

47 UNCC100030822

Pending Approval
Pending Approval
Pending Approval
Pending Approval
Pending Approval
Pending Approval
Pending Approval
Pending Approval
Pending Approval
Pending Approval
Pending Approval
Pending Approval
Pending Approval

Available
Available
Available
Available
Available
Available
Available
Available
Available
Available
Available
Available
Available

s R Fat s A LA La s ba LA s R RY L

—

BN M
—

54

SortAto 7
Sort Zto A
Sort by Color

Text Eilters

Search

-] (select Al
[ abelle
[ abransom
[ aedvs
[¥] agrobins
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Budget Error Example

» Query: NC_KK_ERRORS_VOUCHERS_DEPT

A D

51165867 3584.000 EsB Budget Date out of Bounds 5108158 5/12/2017
51170854 13300.000 EG Budget Date out of Bounds 5033778 9/19/2013
21196935 5.200 E2 Mo Budget Exists 2106731 2/1/2017
51242837 85.540 E1 Exceeds Budget Tolerance 5031219 47172011
51242837 85.540 E& Budget Date out of Bounds 5031219 4/1/2011
51244693 52.000 E1 Exceeds Budget Tolerance 5102444 5/1/2015
51244693 149,350 E1 Exceeds Budget Tolerance 5102444 5/1/2015

G

7/31/2017 8/20/2017  ©/30/2017 onyen N170700829

6/30/2016 9/14/2016  8/21/2017 onyen 4312914

1/31/2022 4/16/2022  5/10/2017 onyen 1595009052017
3/31/2016 6/14/2016 3/8/2016 onyen 901267713

3/31/2016 6/14/2016 3/8/2016 onyen 901267713

4/30/2020 7/14/2020  11/3/2017 onyen  T672293_ER_0000046292
4/30/2020 7/14/2020  11/3/2017 onyen  T672293_ER_0000046292
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Understanding Budget Errors

Exceeds budget and is over Take one or more of the following

tolerance + Reduce the dollar amount of

that it does not exceed the

Use a charthield stri
available

No budget exists + Usea 3 that has

+ Ent et
Budget closed fferent chartfield string for an open

et

Budget date is out of bounds Enter a different chartfield string for an open
Note: Only oceurs with OSR budget

prajects
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What Do | Do Now?
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What are My Options?

Using information from the queries, find the transaction in
error and try to fix it

Is it a continuing project?
— The Project ID may have changed
— Check with someone or look in RAMSeS for information

Need more help? Call the help desk at 962-HELP

For project-related transactions, contact OSR Help at
OSRHelp@unc.edu for assistance
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mailto:OSRHelp@unc.edu

Resources

Queries for Cleaning Up Transactions — Instructor Led Class

Preparing for Year-End Close: Reviewing Open Transactions
Guide - Guide

Queries for Month-End and Year-End Close — Quick Reference
Card

Voucher Matching and Error Troubleshooting Query QRC

Common Budget Check Exceptions QRC
Business Systems Help Desk (962-HELP) and OSR Help Desk
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Information | ccinfo.unc.edu

Questions| cc_ communications@unc.edu
onnect Training | connectcarolina training@unc.edu
AROLINA 8 :

Subscribe | ConnectCarolina Newsletter
\ i Help | help.unc.edu | 962-HELP
CNFOF'ORTE OSR Help | OSRHelp@unc.edu
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https://ccinfo.unc.edu/
mailto:cc_communications@unc.edu
mailto:connectcarolina_training@unc.edu
https://ccinfo.unc.edu/about/connectcarolina-newsletter/
http://help.unc.edu/servicedesk/
mailto:OSRHelp@unc.edu
https://twitter.com/connectcarolina
https://www.facebook.com/ConnectCarolina/
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