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CHAPTER 1: NAVIGATING IN DATATEL

LOGGING IN TO DATATEL

Double-click the Datatel icon on your desktop.

At the Datatel Loginprompt:enter youtJser ID in lower case (Example: shri6748he User ID will be
provided byERP.

Enter a User ID, Pazsword and Environment;

UzerID: | shiig748
Pazsword: | i

g

Environment: | Fi18-production v

At the Passwordprompt, enter youDatatel passwordrour initial password will be provided ByRP. It
is recommended that before beginning work in Datatel, to first change your passwibrSee Chapter
2: Changing your login password in this manual for more details.

PASSWORD NOTESPasswords are case sensitive.
Databaseprompt:Make sure that your database sByj$-production If it does not, please contdeRP.

Click A OK 0
A dialog box @pears, informing you that the User Interface is loading the application files.

Logging in, pleaze wait. .

An Alert message will appear regarding the disclosure statement as fdldws.c k /A OK 0 .

Dizgclogure of information protected by privacy laws iz prohibited.
Unatharized access and/or use of this system iz prohibited.




APPLICATION WORKSPACE

System Current Application & Title B System
Menu Box SRR ItleBar MenuBar Toolbar [MenuBar
| ' |

hd

/8 Datatel - R1 B-production - CF

File Edit Apps Favorites Oplions Help
Address ) .
gar O Quick Access | v| Bao R Hd@ X& 3 & @
= & CF _a GLE - General Ledger Entries
_J AP - Accounts Payable _ GLB - Budget Reports
_ BU - Budget Management _d GLY - GL Verification Aids
_d  F¥-Fived Assets D ALCBL - GL Account Balance lnguiry
4 GL - General Ledger D AHST - GL Account Higtory Inguing
_J PP - Physzical Plant E_] EMNCI - GL Encumbrance Inquiry
_a  PU - Purchasing [3J) GLAGE - GL Requisition Inguiry
_  Pa - Projects Accounting Q GLTE - GL Trial Balance
_J ¥USRK - Usger Options Q LGLA - List GL Activity
Li Favorites
» A
Tree Mem Panel Contents of the falder that is
currently selected
MENU BAR File Edit Apps Favorites Options  Help

Each option on the Menu Bar hagiops behind itThis enables you to:

Perform routine tasks, such as save your work or cut and paste items

Choose an application with which to worle.the Financial System or Human Resource System
Choose a form in which to work

Define your preferencesa which to work

Access online hel

Cancel Delete Hide/Show
Exit Save SaveAll Cancel Al Record Tree Menu Help

v v {# v v v
TOOLBAR d dad x& 7 0O @

The Toolbar provides easy access to common functoieh, as saving your work, cating
changes, and accessing online help.

ADDRESS BAR Quick Access v | Elco

The address bar enables you to access any form directly by esmtermgemonic, or by using
the dropdown menu button to select a previously used mnemBréssEnter or click the Go
button to display the selected form.



ACCESSING FORMS

Most of your work in Colleague is done through forifisere are four types of fosrin Datatel

Each type is represented by a unique icon.

48 Datatel - R1 B-production, - CE

EBX

File Edit Apps Faworites Options Help
Ouick Access || | Bco B d@ X« 7 @ @
= . CF _J GLE - General Ledger Entries
AP - Accounts Papable _J GLE - Budget Reports
_. BU - Budget Management . GLY - GL Yerfication Aids
_d  F - Fized Assets C] ALCBL - GL Account B alance Inguiry
=}t GL - General Ledger C_] AHST - GL Account Histary Inguing
_J  GLE - General Ledger Entries E_] EMCI - GL Encumbrance Inguiry
_J GLE - Budget Reportz [¢) GLRE - GL Requisition Inguiny
_J  GLY - GL Verification Aidz g GLTE - GL Trial Balance
E] ACEL - GL Account Balance [nguiry @ LGLA, - List GL Activity
E_] AHST - GL Account Histary [nquiry
l;_] EMCI - GL Encumbrance [nguiry
[¢) GLRO - GL Requisition Inguin
[Z) GLTE-GL Trial Balance
[5)  LGL& - List GL Activity
_J PP - Phyzical Plant
_J PU - Purchasing
_J  PA - Projects dccounting
_J ¥USR - User Options
Ly Favaortes

Maintenance: C]

Maintenance forms, represented by the Maintenance icon, allow you to enter and change data

t hat

Processing:

iI's permanently

recorded

n

your.

dat abase

Processing forms, represented by the Processing icon, allow you to start a program that
manipulates a record or group of records behind the scenes; for example, posting a group of

transactions to the general ledger.

Inquiry: g—]

Inquiry forms, epresented by the Inquiry icon, allow you to view information without changing

it.

Reporting:

3

Reporting forms, represented by the Reporting icon, allow you to generate a particular report

according to your specifications.



SAMPLE FORM

Access a form byjollowing the application menuteach form has a corresponding mnemonic.
Following is a sample form in the application workspace.

Form Mnemonic Form Name

AW —

SPRO-Student Profile | BIO-Biographic Information

D: SSN: Header
-
Block
Source | I D
Origin/Dt B v
Prefix v
Suffix [ i

Pref Name |

Birth LFM | Data
i —
Other LFM (1] ] ’ T - Area

Birthplace

Ethnic - ;77 v S PRace [1] v =

Ethnic

Fields

Status v Gender Birth Date
SSN Privacy v Deceased Date
Mar Stat v Dirctry v Entry Date
Citizen @ Last Changed
Controller Source No Values

When you select a form, it appears in the right panel of the application workspace with its name
and mnenonic displayed on a tab.

Form Tab
The form tab displays the form mnemonic and the form n&ven more than one form is
open, the tab furthest to the right represents the active form.

Header Block
The header block displays data that identifies the waimwhich you are working-or example,
in this sample form the header block displays

Data Area
The contents of the data area differ depending on the form with which you are warking.
general, the data area consists of varitypes of fields.

Fields
A field is any place on the form where data is displayed or where you entdndatast cases,
each field is accompanied by a field label that indicates the kind of data that belongs in the field.



DETAIL FORMS

Some forms onlgive you limited information about a certain item, but provide you with the
capability of moving to another form. This form, which is known as a detail form, provides more
complete information on that item. To the right of the field is a detail buttachvaiows you to
detail to another form.

)

gﬁ’ﬁé—-éludem Profile |

Preferred Mailing Address Preferred Residence
|
|
| | | || \
Change Address ‘ '}E Ant
Academic Cust Acad Status Crmpl Adrmit
Program Pgm Level Status Date Date Status
G —— 18 l || || \
Student Types/Date (1] [ =
Start Dt End Dt
Home Location [1 ] ‘ = I ‘
Advisors \!] ‘
Restrictions | | |
Directory/Privacy v| [ v/
Terms [ Locatar | % \! Hiatus ‘7\@
Transcripts }!] Addl Profile Data. \!] Demographics | \t]

SPRO-Gtudent Profile | SACP-Student Academic Program |

1D: SSN:

Acad Program:

Academic Lvl | Class Lvl E | Acad Lvl Standing
Status/Dt/Opr v [!] | B
Location/Catalog |

Admit Status ]

Dept/Div/School | | F b |
Acad Standing/Dt ] |
Stat/End Dt _ Ant Cmpl Dt MM/YY \
Degree | \
CCDs
Majors
Minors
Specializations
Program Additions ﬁ!] Advisors —\B Printed Comments l—\!]
DA Eval/Cust —[!] Counselors b@ Comments D!]




CHAPTER 2: CHANGING YOUR LOGIN PASSWORD

After you have completed your Datatel User Access Fornhe ERP departmentwill assign
you a login ID and a user passwordlt is veryimportant that prior to beginning any work in
Datatel that you change your user password.

To change your user password, type XPWD inqiiek accesbox.

@ AEE)

L35, CHANGE . PASSWORD Py

This program will prompt you for ygour logim password ...

...which means it wants you to enter uour CURRENT password

passwd: Changing password for dkidwsd34

Enter existing login password:
b

Ready Ln 7, Col 31 TR

You will be asked to enter your login passwdtdter your password assigned to yolBRP.
Hit enter.
Note that as you enter on this screen your cursor will not move, but it is accepting your entry.

You will be asked to enter your new passwofdur password should be betweed®
characters and alpfraumeric.Hit enter.

You will be asked to renter your passwordit enter.
You should get a message letting you know that your password has been successfully changed.

At the prompt: Hit (NL) to continueEnter NL and hit enter.



CHAPTER 3: ACCOUNT NUMBER STRUCTURE

| 810 | | 2e010 | | 66101 | | 11 |

Section A: Fund

B C D E

> The first digit indicates the fund group

Section B:Source

1= General

2= Auxiliary
3= Restricted
4= Plant

5= Endowment

> The first digit indicates the management source

Section C:Department

1= President 5= VP Student Affairs
2= Not currently used 6= VP Advancement
3= VP Academic Affairs 7= Director of Athletics
4= VP Administration 8= Not currently used

> A five digit number assigned by the University to indicate the department

Section D:Object Code

> The first digit indicates the GL class

1= Asset 4= Rewenues
2= Liability 5= Revenues
3= Fund Balance 6= Expenses

> The last four digits will be the object codes (See Object Code Ligtppendix A

Section E:Function

1XXX = Salaries 6XXX = Consumable Supplies
2XXX = Benefits 7XXX = Other Costs

3XXX = Equipment Purchase 8XXX = Utilities/Communications
4XXX = Contractual Services 9XXX = Student Aid

5XXX = Travel

> The first digit indicates the primary function

1= Instructin 6= Institutional Support

2= Research 7= Operation & Mtn of Physical Plant
3= Public Service 8= Scholarships/Fellowships

4= Academic Support 9= Transfers

5= Student Services

> The second digit indicates theegjfic function



CHAPTER 4: ACCOUNT BALANCE S/FUNDSAVAILABILITY

Prior to entering any requisition, it is a good idea to know the amount of available Tarss.
can be determined by looking at the ACBL scréar.any open fiscal yeathe ACBL screen

will tell you the ¢é
Current Allocated Budget

Actual Expenditures

Outstanding Encumbrances
Outstanding Requisitions
Available Balance

To access the ACBL screen, enter ACBL indgjuéck accesbox

ACBL (GL AccountBalancelnquiry)

5 Datatel - R18-production - CF

File Edit Favorites Tools Help

Quick Access | ACEL Bao | m HQ ® W a @

5 A || ACBLAGL Account Balance Inquiry l—

Fiscal ‘rear |

Allocat

GL Account Loakup
(e Enc

Unencumbere

\ oo

Available Funds

Budget Officer |

. Reguistions [ ) \ ey
\ |
\\
\

\

v

<l =

Lookup Bar

At the lookup bar, enter the complete 16 digit GL account number you are inquiring about or do

a GL Account Lookup

general ledger accountSelect the GL account number you want to view.

10
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Fizcal Wear Looklp

| ok | | Cancel | Detail | Einish | | Help |

Fiscal Year LookUp: Enter the fiscal year you wanttoviely pr essi ng AEnNnter o,

to theoldestopen fiscal year.

NOTE: There will be a transition period in the months of July Mogdembemefore the

previous fiscal year is closed byetC 0 n t r ©ffide.& oudvdl have to enter the year you wish
to look at.For example, enter 2Q during the months of July amdbvemberbecause 200 will

still be the default until it is closed.

NOTE: Once a fiscal year is closed, you will no longerdble to access thate ainfarnsation
via the ACBL screen.

/8 Datatel - R18-production - CF
File Edit Favorites Tools Help

Duick.i\ccess EdGo B d@ xX& 7 @ @

[ ACBL-GL Account Balance Inguiny |

GL Account: 1-440-66537

| Purchasing : Motorpool |

FiscalYear 2010 | [Open | |Podles |

Anrual mount GL Mumber Portion
llocated Budget 543, 00)[ (] 0.00
Actuals 707.94 7] 48,50
= Encumbrances 0.00 0.a0
=3
Unencumbered Balance | 235.06 |
I
I Requisitions !] 0.00 |
Aeailable Funds | 23506 |

Urnbrella 1-440-66531-65000-63 |

Budget Officer |Nc-t Agzigned |

Annual Amount Column: This column gives the allocated budget, actual expenditures,
outstanding encumbrances, outstanding requisitions and net available funds for the Umbrella
Account.In the above example, the actual expenditures for the travel umbrella (65000) category
totals ¥07.94 This means that in all of the poolee/detail travel object codes (65101, 65102,
65103, etc.), you have expendetD$.94

11



GL Number Portion Column: This coumn gives the actual expenditures, outstanding
encumbrances, and outstanding requisition amounts fgotiiee/detail accounin the above
example, of the total actual expenditures 1% 94,0nly $48.50is tied to the detail account
with the object cod 651@.

If you are viewing an umbrella account, you will not be able to drill down and get any detail
information on Actuals, Encumbrances, or Requisitidings is because no transactions are
posted directly to the umbrella accouhite umbrella accoustare used specifically to house the
budgetIf you want to look at what budget changes have taken place, detail in the allocated
budget field.

If you are viewing a poolee/detail account, you can drill down on the Actuals, Encumbrances, or
Requisitionsiklds to see detail informatiom the above example, by drilling into the detail for
the Actuals of $8.50 you will see all of the transactions that make up the $45.

Allocated Budget: This field shows the current budget for the umbrella category choke
current budget is derived from the beginning approved budget plus or minus any budget
revisions.Budget information will only appear in the Annual Amount Column.

Actuals: These fields show the current actual expenditdres.first column shows thetal
expenditures for the umbrella category as a whidie.second column shows the total
expenditures for the detail accouifithere is an amount in the second column, you may drill
down to get a list of all the transactions that make up this Etah this list of transactions, you
can drill down further to get details of when or if a check was issued and get the check
information.

Encumbrances:These fields show the total outstanding encumbrances (purchase drders).

first column shows the tdtautstanding encumbrances for the umbrella category as a wiele.
second column shows the total outstanding encumbrances for the detail dtt¢berdg.is an

amount in the second column, you may drill down to get a list of all outstanding encumbrances
that make up this totakrom this list of encumbrances, you could continue to drill down on each
encumbrance to get more detail information.

Unencumbered BalanceThis field is a calculated fieldAllocated Budget, less Actuals, less
Encumbrancedf this balance is zero or negative you domave available fund#f this is
negative, you must do a budget revision to eliminate the negative status.

Requisitions: These fields show onfinishedrequisitionslt is important to remember thamy
requisiton that is still in anin-Progress status will not appear in these fieddssoon as
Purchasing issues a purchase ordeasrooutstanding requisition, the requisition will no longer
appear irthisfield, it will move to the Encumbrance fields.

Available Funds: This field is a calculated field Unencumbered Balance less Requisitions
(Finished. If this balance is zero or negative you da Inave available fund¢f this is negative,
you must do a budget revision to eliminate the negative status.

12



GLSAT Summary Account Availability Report

This report will allow you to view the status of an account or a group of accotwetseport will
show the current allocated budget, actual expenditures, encumbrances, and available balance.
The GLSA report can bein for an entire fiscal year or through a particular month.

Type GLSA in thequick accesbox.

48 Datatel - R1 8-production - CE
File Edit Favorites Tools Help

QuickAccess Edaon B d@g & g @ @

g GLSA-Summarny Account Ayvailability |

|
| _
Fiscalvear [EROON  [07/01/09 | thu [06/30410 |

Calendar Ending Month of 08/30/10
Include accounts that have _

GL Account Definition | Mot defined |E] |F|equired |
Unzpecified | |

Dietail ar Summarize Poolee Accounts l:l
Proceed with the Report -

el
!

i}
— i

FISCAL YEAR : Select the fiscal year you wish to report on.

CALENDAR ENDING MONTH OF : Select the appropriate calendar molty.entering a 6
(June), you wi always get the current up to date information.

INCLUDE ACCOUNTS THAT HAVE : It is recommended to run this report for all account
statusesTo do this, enter an A in this field@his will allow you to view all of the accounts
regardless of their accoustiatusIf you want very specific information, use the ? icon or Help
on the top Menu to find out more about the other codes avaikdnl@xampleby entering aik,
the reprt will show all accounts that have exceeded the allocated budget

GL ACCOUNT D EFINITION : This field allows you to define the account number(s) you wish
to run a report orlo define the account numbers, hit F2 or use the drill ddwis. will take you
to the FLSFOGGL Standard List/S Select screen shown below.



ﬁ Datatel - R18-production - CE
File Edit Fawvorites Tools Help

Quick Access|GLSA | EdGo | d@8 X & o @

oo || GLSA-Summany Account dvailabiity | GLSFOMGL Standard List/SS elect l

' select/Lit | | |
S

Sort | Required |E] | Break - Required |

Diizplay Criteria

=G

Werify Criteria | | |

SELECTI/LIST : To sekct the account(s) that you wish to be listed on your report, hit F2 or use
the drill down.This will take you to the following screen.

ﬂ Datatel - R18-production - CF

File
Quick Access | GLSA v | BlGo | = | a KW ﬁ @
o~ || GLSA-Summary Account Availabiity | GLSFOD-GL Standard List/SSelect | JSBLIDS-ENVISION Statement Generator |
|
| Inc/Ere Component Values | |
| FUND |
[] () (2] &) | Ca] |
| MAMABEMENT SREC |
[] () | (2] | () | (& |
| PROGRAM.DERARTMENT |
[ EE ) (2] () | L&) |
| GL.CLASS.GL.SUBCLASS CATEGORY OBJECT |
w-EF [] () (2] ) | Ca] |
G- | FUNCTION.GROUP,FUNCTION |
| EE L G (2] ) | Ca] |
| GLS.BUDGET.OFFICER |
| L 2 ) (2] &) | (2] |
| GLS.MET A45SET.CLASS CODE |
[] () ) | (3] | (2] |
I |
B B e & (4J |
B Prompt for additional selection criteria? [Y' M)

14



INC/ENC COLUMN : In the first column you must decide whether you will be including or
excluding specific GL compamt values for your repoiEnter an | to include or an E to exclude
a component value.

COMPONENT VALUE : Enter the component value for each category.

There are 5 GL component categories; fund, source, department, object, and flihetyoare
listed n the exact order as they appear in your GL accobat$hh main GL component may have
more than one subcomponefRbr example, the second GL component is made up of two
subcomponents (Management and Source).

Example reports:
To get a report of th€ontrol e Office (department 66011) and in fund 1, enter the following:
Enter an | in field 1 to include the fund component.
Enter the number 1 in field 2 to define the Fund Component Value.
Enter an | in field 5 to include the department component.
Enter thenumber 66011 in field 6 to define the Department Component Value.

To get a report of all accounts that have a source code beginning with a 4.
Enter an | in field 3 to include the source component.
Enter the number 4 in field 4 to define the Source Commodvialue.

PROMPT FOR ADDITIONAL SELECTION CRITERIA :Ent er fino.

Then save and update this scregms will take you back to the previous screen so you can
define how you want the information displayed/sorted on the report.

/8 Datatel - R1 B-production - CE
Fle Edit Favorites Tools Help

QuickAccess Bco B dEa X®& 7 B @

g4 || GLSA-Summary Account .t'-‘wailability| GLSFO0-GL Standard List/SSelect |

I Select List | Select |!] |

.

Sart || )  [Bieak - Requied |

Digplay Criteria
W TH GLS FUMD ="1"
AMD WATH GLS.DEPARTMENT = "BRO11"

2]
i

|
S |

Werify Criteria | | |




SORT: You mustdefine sortriteria. To define how you want the report to be sorted hit F2 or
use the drill down.

“E atatel - R18-production - CF
File= Edit Favorites Tools Help

Duick Access | GLSA v | Bao | 8 X& T (7))

E}ui | GLSA-Summary Account Availabiity | GLSFO0-GL Standard List/5Select | C5PS-Change Sort Specification L

Bre firition

| Summary

Criteria

Field Mame....................... Sequence........ Break
GLS BUDGET.OFFICER BY
GLS.FUMND B
GLS.SRC B
GLS.DEPARTHMENT B
GLS.0BJECT BY
GLS. FUNCTION B

LA IE ) (L (A () R B

-
Qi)
O
|11

Controller Sart/Break Specification Walue 1/6

Reports can be sorted by any GL component vétliegenerally recommended to sort by
department or by source depending on your selection criteriselectlhie GL component to sort
by, enter a Y in the field next to the GL componé&ftu can select more than one GL
component.

Save and Updatehe sort criteriaThis takes you back to the GLSFd&). Standard List/Select
screen.

Save and Updateagain.This will take you back to the GLSBummary Account Availability
screen.

16



‘E Datatel - R18-production - CF
File Edit Favorites Tools Help

Quick Access | GLSA v | Bao | d@a X& 9 @

oA || GLSASumman Account Avaiabiity l—

Fiscal Year AN [07/01/09 | thru [0B/30/10

Calendar Ending Manth of 06/30/10

Include accounts that have |3

GL Account Definition | Defined |!] | Required
w-5iF S - Select [ |

Dretail or Summarize Poolee Accounts
| Proceed with the Report _

DETAIL OR SUMMARIZE POOLEE ACCOUNTS : Enter D to run the report in detail or
enter S to run the report in summary.

DetailT A detail report will show totals for each poolee account.

Summay i A summary report shows totals for each umbrella account.

PROCEED WITH THE REPORT : Enter Y. Save and Update.

GLSA-Summary Account Ayvailability ]

ilability (H]

Output Device v |E]
Frirter

Form Mame

Banner |
Secuity |PB Publc v |

Copies |1 [@
Defer Time

Other Options
)
)
)
Fage width
Fage Length
Top Margin

Biattarn Margin
M ax Pages per PDF

Enter Has theoutput deviceto view the report oiscreenSave and Update

17



GLSA-Summary Account Availability

Execute in Background mode?

Background Execution Type | w
Schedule Process to Bun Next on [ after
Schedule Process ta Run Even/From | w | | w

Schedule Frocess on Weekdays anly

Schedule Process to Start After
Stop Automatically S cheduling Process on

EXECUTE IN BACKGROUND MODE: Leave this as NSave andupdate.

The report should be displayed on scr@amprint the report, use the printer icon at the top of
the screenBe sure to select landscape and use font fields under the printer setup as shown
below.

Printer setup

— Printer
0 et
SALINCOLMNAYH_HP4050N_205C. CONTROLLER lincoln Cancel

" Specific printer

[\LINCOLNYYH_HP4050N_205C.CONTROLLER lince _+ | Selup.
Default To get the report to
print correctly, you

Print formatting
¥ UseFont  Courier New.8 Fant... | must select the printer
formatting as show

Onentation——————————
|7  Portrait here.

Pl i

Help

¥ Uze character mapping from emulation when printing

& |andicape

[~ Print direct [ho formatting for slave printing]

Frefis: I

Use the red X icon to close the windowd@u donot want to print the repqror if youare
finished printing the repart

18



PROJECT BUDGET INQUIRY

PALI i (Budget Line Item Inquiry).
The PALI report shows the projdatidget for each line item code for a specific project.

Enter PALI in thequick acces$ox.

ﬂ Datatel - R18-production - CF
File Edit Favorites Tools  Help

Quick Access| PAL Be | R xx |

PALI-Budget Line [tems |nguiry l

Project Number:
Project ltem code | GL Class I:I
Activesnactive
GL Accounts Flag Start Date End D ate
Budget Period Budget/
Expenzes/ Encumbrances/ Reguizsitionz! Balance/
Revenue Hzzets Fund Balance Liability
GO B
= | | |

Projects LookUp

[ ok ] [ Cancel Detail [ Firish | [ Hep |

PROJECTSLOOKUP:Ent er the project number that you
select from a resolution screen.

Line ltem LookUp

0K Cancel | Detail | Firish | Help |

LINEITEM LOOKUP: Enter the | ine item code that you
from a resolution screefExample of a line item code is EQ for equipment).

19



ﬁ Datatel - R18-production - CF
File Edit Faworites Tools Help

I:!uick.ﬁ.ccess Edco | m Ha O ﬁ @

PaLI-Budaget Line [tems Inguing

Project Mumber Title: Giz Laboratom
Project ltem code | kd katerialz/Supplies | GL Clazz
Activedlnactive
GL Accounts Flag Start Date End Date
3-330-02010:65101-11 0525402 o~
3-330-02010-66102-11 0642502 '
3-330-02010-66703-11 06/25/02 Avalable Bdance (for
first budget perniod)
Budget Period Budgew—
Expenzes/ Encumbrances/ Reguizitionz Balances
Revenue Bazets Fund Balance Liahility
(1] o7/0i/01 0B/30/02 B5.75210 ~
£5,752.10 0.a0 0.00 0oo
0.00 0.00 0.00 000
(2] o7/n/02  0B/30/05 11.369.98
11,369.98 0.a0 0.00 0.00
0.00 0.a0 0.00 0.00) «
Contraller Walue 1/10

Project Item Code The project item code is similar to the umbrella/control account in the
general fund.

GL Class Identifies the type of accounts that are tied to the Project Item Code.
GL Accounts: This section lists all of the accounts tied to the Project Item Code you selected.

Active/lnactive Flag: Displays whether the account number is active (available for use) or has
been inactivated.

Start and End Dates The start and end dates relatehe tlate at which the account became
activel/inactive.

For each budget period the following are given

Row 1:Budget Period Begin and End Dates and Budget Available
Row 2:Expenses, Encumbrances, Requisitions, and Available Balance
Row 3:Revenue, Assets, Rd Balance, and Liability.

If the available budget is negative for the current budget period, you must submit an approved
budget revision to the Grant Accounting Office.
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PATI T (Totals To Date Inquiry)
This screen gives the total available budget, exggrnencumbrances, outstanding requisitions
and the available balance for thetireproject to date.

Enter PATI in theguick accesbox.
ﬁ Datatel - R18-production - CF

File Edit Fawvorites Tools Help

QuickAccess = [=h) | d@8 x & 9 i@

PATI-Totalz Ta Date Inguiny

Project Humber: Title: Giz Laboraton

Start/End Date | D7/01/01 | | D6/30/06 |

Cumulative Totals for Project/Subproject Budget Periods

Budget Amount 7EB. 455 25 Revenue -7BE,455. 25 |
Expenzes TEE. 455 25 Fund Balance .00
Encumbrances 0.0o Lishilitie:= 0.0a
Requizitions Q.00 fagets 0.00
Balance 0.0o |
Subproject Humber Title

o E

Controller Mo'Walues

PROJECTSLOOKUP:Ent er the project number you want
your project from a resolutioscreen.

PATB - (Project Trial Balance)

This is a report that can be run in detail or summary for one or many projects for a specific

period of timelt includes the receivable balance, deferred revenue, revenue, and expenditures by
line item code.

EnterPATB in thequick accesbox.
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A& Datatel - R1 8-production, - CF

File Edit Faworites Tools Help

Quick Access | PATE v Bao B d@ X& 9 @ @

o ia CF PATE-Praojects Trial Balance

£}~

-
-

* Projects Saved List Mame ||

EIgS =

- Projects AEE

- g168

5.3 g169

. (4] m74

L

Summary or Detail Trial Balance ESManER

Surnmary Date Frangs | 0701701 thu [ 09/30/10
Surnmary Tataling | P - Project

Detail TB Transactions Starting @& thu [
Fonthly Summary O ption
Fizcal vear

Froceed with the Report -

List Name LookUp

Projects. Enter project numbers.
Summary or Detail Trial Balance:

Summary Date Rang&nter the date range

Summary TotalingYou can run this with a summary by
P- Project
M-Month
F-Fiscal year

Detail TB Transctions StartingEnter the date range
Monthly Summary OptionYou can run this by
S Summaries only
N-No monthly summaries
P- Prior month summaries
Fiscal YearOptionali you can enter a fiscal year here if the date range entered above is in a
state fiscal year (July-Iune 30).

Proceed with the Report Enter Y if you are ready to run the rep@ave and Update
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/8 Datatel - R1B-production - CF

Quick Access |PATE

Tools Help

v | Beo B Hd@ X& 3 @ @

o J CF || PATB-Projects Trial Balance FATEB-Projects Trial Balance
-
-
LB Peripheral: S
Fre P&4TH
k-t
-l Output Device v [F]
3-£3 Pririber
&.E3 Farm Mame
) Banner
be Secuiy roruee |
Copies | 1 @
Defer Time
Other Options
() NFMT IF)
)
)
Page width | 132 [E]
FPage Length | 66
Top Margin | 0 @
Bottom Margin | 0 @
Max Pages per PDF @

Output Device: Make sure that this is set to H (hol&ave and Update

rf Datatel - R18-production - CF

File  Edit

Quick Access | PATE

Tools Help

v | BEco H d@ X& 9 @ @

% L
|V Wi Vi Vi Vi Wi V=

=

)

NFMT

PATE-Projects Trial Balance | PATBE-Frojects Trial Balance

Output Device v [IF]
Frinter

Farm Mame
Banner

Secury P i |
Copies | 1 [@
Diefer Time
Other Optiong

M

Page 'width [ 132 [&]
Fage Length | BB @
Top Margin |0 [@

Bottor Margin | 0 @

Max Pages: per PDF [E]
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Save and UpdateYour report will be processing and widhow the following type of report.

ii : Report Browser,

LORE[A DS A
3
Uniwversity of Datatel PACE: 1
PROJECTS STMMARY TRIAL BALANCE
FOR PANGE STARTING 100172003 THRU 03/30/Z004
Project Tetaling PROJECT: 3253
DESCRIPTION: CSRE-Admin Project
CLOZING
ITEM CODE GL ACCT/DESCRIPTION DEEITS CREDITS BALANCE
REC Grant Receiwable
3-332-5E5100-13310-24 2,393,346 00 1,864, 782 38 823,193.61
Grant Receiwable Totals 2,393,5946.00 1,864, 752.39 829,193.61
DEF Deferred Revenue
3-33Z-5E5100-24100-24 1,430,085.71 2,393, 34600 SE3, BE0_Z3-
Deferred Revenue Totals 1,430,088.71 Z2,393,5946.00 Se3, 860,29~
PC Personnel Costs
3-33Z-55100-6£1101-24 391,169 46 2,144 .70 383,025 28
3-33Z-55100-6110Z-24 1z,335.37 0.00 1z,3835.37
G-33Z-55100-61104-24 3Z,611.08 2,794.77 29,8l6.28
3-33Z-5E5100-6£1201-24 BB, 088 ZZ 4,082.73 £Z,005.4%
3-33Z-55100-61204-24 35,549.93 0.00 35,542.99
G-332-55100-61301-24 14,246,734 £0.00 14,136.94
Personnel Costs Totals 5E5Z,661.03 9,071.70 £43,583.33
FE Fringe Bensfics
3-332-55100-62101-74 £3,z06.61 740_&5 52,465 98
3-33Z-5E100-6Z10Z-24 370.2¢ 689 363.37
3-33Z-55100-62103-24 3,669.34 43.40 3,625.94
3-332-55100-62104-24 Z0.81 0.00 z0.81
3-33Z-55100-62200-24 38,171.83 46680 37,705.0%
3-33Z-55100-62301-24 48,636, 36 23,267.06 25,382.30
3-332-55100-62404-74 £l8.32 0.00 £ls.32
Fringe Benefits Totals 144 593,59 24,524.80 1z0,068.79
EQ Equipment
3-332-55100-63100-24 138,892.40 11,468._23 125,425.17
Eequipment Totals 136,893, 40 11,468.23 125,425.17
cs Contractual Services
3-332-55100-64101-74 £40.00 0.00 z40.00
3-33Z-55100-64203-24 9,534 52 15.04 9,515 48
3-33Z2-55100-64205-24 £,918.94 0.00 £,918.94
3-332-55100-64301-74 3,97z2.80 0.00 3,87z2.80 =
3-33Z-55100-64302-24 11,639 37 1z.00 11,627.37
3-332-55100-64402-24 390,00 0.00 390.00 &

74 start TWwEB¥we [En

You have the option to print the report or page through the report on the screen. This report can
be run as often as needed.

To exit the report, use thied Xicon.

XPESIi (Project Expenditure Summary Report)

This is a report that can be run quickly to give you summary budget information for the entire
project period. Please note that it will not break down by budget period.
It includes the following information for each line item:
e Current Budget
Expenses
Encumbances
Requsitions
Balance Available

24



Enter XPES intdhe quick accesbox.

Datatel - R18-production - CF

File Edit Apps Faworites Options Help
v Bs |

Quick Access

@ @ CF

H@ X& g O

CAM - Chart of Accounts Maintenance

AP - Accounts Payable GL& - General Ledger Administration

Bl - Budget Management GLE - General Ledger Entries
Fii - Fived Assets

GL - General Ledger

FL - Purchazing

Pé - Projects Accounting
#USR - User Options

Favorites

GLEC - General Ledger Clozsings

G54 - GL Suite Administration

GLE - Budget Reports

F5P - Financial Statement Processor

GLY - GL Verification Aids

ACBL - GL Account Balance Inguiry
AHST - GL Account History [nguiry
GLST - GL Account Status

EMCI - GL Encumbrance lngquiry
GLRO - GL Requisition [nguiry
LPST - List GL Postings

GLTE - GL Trial Balance

LGLA - List GL Activity

CFAR - Cash Flow Analyzsiz Report
PGLT - Post GL Transactions

sorwogddddyvuuvuvuvuvu

A gray box will then pop up. Type in your Project Number thi¢enter.

£ Datatel - R1 B-production - CF

Ready Lné, Col 13 [ B T
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For REPORT: Type in S (for subtotal) thehenter.

Datatel - R18-production - CF
Feport project line item expenditures, A

FROJECT reference number {multiples in single quotes?,
just hit enter to report all projects or enter QUIT to exit.

PROJECT: 7408

REFORT expenditure (Dretails, ¢Srubtotals or (Tiotals.

REPORT: S

Producing SUBTOTAL report, Please wait.....

Ready Ln 16, Col 0 CAP | MUM

Then your report will pop up oimé screen ready to print.

; Report Browser

L)
B9 190 OQHH
10-15-10 Lincoln Thiversicy Ll
Project Expenditure Subtotals

Project Expenditures Budget Expenses Encumbrances Regquisitions
Professional Development 1z,81z._00 o.o0 o.oo o_aoo
Personnel Costs 65,360_00 a.00 o.oo a_an
Personnel Costs o_oo 0.o0 o.oo o_ao
Persornel Costs o_oo 0.o0 o.oo o_ao
Persornel Costs a36_00 0.o0 o.oo o_ao
Perszonnel Costs 114, ,700._00 a.00 o.oo a_an
o o e e o e e e o o 2k S i e 2 2 i i S - g g U
Perzonnel Costs 181,495._00 0.00 o.0o a_0n
Fringe Benefits 11l,1e6.00 0.00 o.0o0 o.oo
Fringe Eenefits 49,00 o.oo0 o.oo o.oon
EEE LRk R w R w o o e ol ___
Fringe Benefits 11,41E5.00 0.00 o.0o0 o.oo
Ecuipment Z.000_00 0.0o0 o_oo o.oo

Z07,723.00 0.0d a_aad a.aa
w
< 4
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CHAPTER 5: REQUISITIONS

Requisitionsare the meansby which departments enter purchasing requestd.incoln
University requires online approval of all requisiti@slefined by general ledger account
structure and by indivigal authority within the institution.

The requisitioning process is made up of two stepscking for available budget anckation of

arequisition. The following are the screens that will be used to accomplish the requisitioning

process.

REQM

Requistion Maintenance

General information applicable to the entire
order (requisitioner fills in the information)

RQIL | Requisition Item List summary screen listing all items on the
requisition (this is an autfil screen,
requisitioners do not enter anythiag this
screen)

RQIM | Requisition Item Maintenance | Where one (1) item description is listed, as v

as the general ledger account number to wh
this item is to be charged

REQM (REQUISITION MAINTENANCE)

To create aequisition type REQM in thequick accesdox and hit enter.

Quick Access {5 [t B d@ x®& 3 @ @ |
REGQM-Requisition Maintenance ‘
Riequisition: Statug;
Fiequisition Date Maintenance Date
Initiatar Fiequisition Amt
Desired Date
Wendar ID Types
Name ‘ | ‘
Address ‘ |E] ‘
O/Stizp LTI |
Cauntry
Currency Terms
Ship To F) FOB
Shipvia Commodity
Approvals E Line Items E
Buwer Piinted Comments !]
Expire Date Comments E]
AP Type PFriority
Irwen Stare | Fiequisition Done
Requisition LookUp or [A]dd
l |
——

At thelookup bar, enter "A" to add a requisition or enter a lookup search string to review a

pendingrequisition (See requisition lookup shortcitshe Requisition Inquiry SectipnClick

OK.

27



Colleague is set to sigin requisition numbers automaticalt.the next two prompts as shown
below, click OK to proceed.

Enter "M"o Mumber or <ENTER?> to assign automatically

QK | Cancel Help

You may also get an Alert message regarding the dake prior month has not been closed,
this message will appedtlick Y to continue.

19/16/04 fallz beyond the current fiscal year. Accept Date? (v M]

M

REQUISITION DATE: This is the date the requisition is added to the syshdways leave
this as the current date unless instructed otherwise by Purchasing or Accounting.

INITIATOR: Enter your user IDIf you do not know what your user ID is, type your name i
this field and hit enteiThis will take you to a resolution screen listing all individuals that match
what has been typed i8elect your name from the listour user ID is the number directly

under your name on the resolution list.

RE QM-Requisition Maintenance | REQM-Requisition Maintenance |

| PERS0ON Lookup Screen |
| using FERSON, View: Staff |

E] Seq: Hame Addres= S5H
ID, Status (Reunion Class) Entry Date
Source (Birth Hame) Where Uszed Birth Date
O 1. Kidwell. Debra B
01234546
HEF.EMF STA. VEN
Ll 2: Kidwell, Ronald D
1234567
APP MAI,PER,STA, STU,.FIN,VEN
i
[l
Controller LookUp Fesolution Page 1-1
Seg Humber, (F)lag, (S)ort-Select: | E]
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DESIRED DATE: The date materials are needéHis information will print on the PO so
please use a realistic date to allow sufficient time for your requisition to be approved and for
Purchasing to process your ordéou may leave this field blank.

VENDOR ID:

If you know the Vendor number, typesthumber into the Vendor ID field. The name, address,
city, state, and zip code fields will automatically populate based on information in the vendor
file.

If you do notknow the Vendor number, you may look up the Vendsing the Vendor Lookup
Shortcuts listed below. Enter one of these shortcuts into the Vendor IDvfaeldwill get a
resolution screen. From this resolution screen, choose the vendor you wish to use. This will
automatically populate the name, addresy, state, and zip code fields.

¢ If the vendor you wish to use is found, but the address is not correct, use the drill down
feature next to the address field. Many vendors have multiple addresses.

e If the vendor you wish to use cannot be foendoesnot havea vendor numbeassigned
type the vendor name, address, city, state, and zip code in the appropriate fields pfovided.
available, include a web address, phone number and/or tax number in the comments field.

VENDOR LOOKUP SHORTCUTS
To select a @ndor by Vendor ID#r Datatel ID# 81099
To search by Vendors Complete Name DATA COMM
To search by part of vebDAlords name (min of
To search by personods n3dOBSMITHor SMITH,JOE

SHIP TO: Always verify the Ship To Coddhe defaulis set to Shipping and Receivinfylain
Campusl f appropriate, select another ship to

LINE ITEMS: To enter your first item, click on the Drill Down button or hit (F2) to get to the
RQIL screen.
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RQOIL (REQUISITION ITEM LIST

ﬂ Datatel - R18-production - CF

File Edit Faworites Tools Help
Quick Access| REAM v| Bco | d@a X& g @ |
REQIM-Requisiion Maintenance | RQIL-Requisition tem List
o]
Status Date: =
Description Cluantity E stimated Frice Extended Price Tax
) —
] —
) I g e
) L
) - i
[— \
| Drill Down
B . button
) L
@ |8 L
) L
) L
"
3
Tanes Amounts [tem Tatal 0.00
o | Tan Total 0.0
=2 | Req Tatal 0.00
Controller Description Mo Values
v

This is a summary screen listing all items on the requisilibis is an autcfill screen. You do
notenter any information on this screen.

To enter your first item, click on the Drill Down button on line 1 or hit (F2)s will take you
to the RQIM screen to enter your first item.

RQIM (REQUISITION ITEM MAINTENANCE)

ﬁ Datatel - R18-production - CF

File Edit Favorites Tools Help
Quick Access | REQM | EGo | 48 X& g @ |
| REQM-Requisiion Maintenance | ROIL-Fequistion Item List | RAIM-Requisition ltem Maintenance l
A~
Requisition: Status D ate: =
Wendor Mame | |
Cormmaodity
Iry [term
Diescription | E]
)
Est Price Desired Date
[uantiy Fixed Asset
Unit of ls5ue ‘Yendaor Part
Trade Disc Amt l:l Fom/Box/Loc
Trade Disc Pct Comments
Extended Price
Wwhork Or/TypesFlg 1" | | v |
Tax Codes | |
GL Account Mo Percent Quartity
@ B ®
GL Amt [E) |
Proj D
Controller Dezcription Mo alues
v
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DESCRIPTION:
Use this field to enter a description of the item being ord€aty. one item can be
entered per RQIM screeRor extended descriptions that will not fit ¢he first line drill
down to open a larger description b&®ecommended descriptions for supply orders,
travel reimbursements registrations, lodging, etcare provided later in this
document.

If you are requestingaB | anket Pur chase |&ketRunchasei BPOO or
Or d eshoald be included inthe description. Use the remaining lines to describe the

purpose of the Blanket Purchased@nin as muchdetail as possibld®urchasing will

determine whether or not a BPO is appropriate for the situation.

If you have attachments that need to go with the requisition you are entering, please
e-mail those attachments t@urchasing@lincolnu.eduwith the Requisition number
and Vendor on the subject lineThis includes but is not limited to, quotes,

contracts, registrations, and memberships

EST. PRICE: Enter theUNIT price of the item.
QUANTITY: Enter the omber of items to order.

UNIT OF ISSUE: Enter the Unit of Issue code such as BX for box in this fibtdget a
comprehensive | ist of all U nThein chooke thHe sypropiatec 0 d e s
Unit of Issue code from the resolution screen.

EXTENDED PRICE: This is a alculated field.

GL ACCOUNT: Enter the 1&igit account number to charge thient to.If you do not know

the full account number, you can enter fnédepa
ledger accountsSelect the proper GL account number from the resolution screen to charge the

item to.

DO NOT USE ACCOUNTS WITH A DESCRIPTION BEGINNING WITH THE WORD

i UMBREL L Ahe ambrella accounts are specifically used to house the budgeYouly.
cannot process a requisition against an umbrella acddatgtel has been configured in a
manner that these requisitions will never berroatstanding status and therefore will never be
processed by Purchasing into a purchase order.

NOTE:Li ncol n Universitybds capitalization pol
or greater are to be considered equipment. If the phy&mal that yu are purchasing

will cost$1,000 ormoreg use an object code in the Equipment category. These object

codes begin with the numbers &3he item is less than $100@se object codes

beginning in 66 for consumable supplies.

NOTE:If the account numbeyn your requisition relates to a project or graarid begins

with a 3, you will be prompted to select the project or grant to charge the expense to. You
must select a project number from the resolution screen. This project number will then
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appear in the Roj ID field on the requisition. Failure to select a project number will
result in improper posting of accounting transactions.

NOTE:A shortcut for multiple item requisitions: If you want to charge item 2, for
example, to the same general ledger accountber as item 1, insert the @ symbol in
the "GL Account No" fieldThe @ symbol always brings up the last entry in that field.

NOTE: If an account number that you would like to use is not listed or is not available,
please contact the Accounting Officentve this object code added.

NOTE:If an account number that you would like to use shows a negative balance, save
all of the work that you have done without using an account eundbu must then do a
budget revisionWhen funds are available, returnttee requisition and complete it.

PERCENT/QUANTITY/GL AMT: These fields will default to 100% of the extended price if
you hit enter. Howeverf & line item is to be distributed to multiple GL account numbers, fill in
the appropriate amount in the perceptantity, or GL amount field for each line. NOTE: The
total distribution of all of the GL numbers must total 100%.

FORM/BOX/LOC: This field is used to designate 168BSC tax information. If you are
requested to complete this information use the follgvéia a guiddf you are still unsure, please
contact the Accounting Office to determine what to enter.

Enter a 7 in the box field if this is a payment on contractual sepnstipend, or honorarium.

|l F YOU WOULD LI KE TO ENTER ANOTHER LI NE I TEM
Hit F10or Click save and update.
This will give you another blank RQIM screen to enter your second item.

|l F THI'S I'S THE ONLY I TEM YOU WI SH TO ORDER é
Hit F9 or Click save and update. (This will give you another blank RQIM sdusenthe single

X to close thisscreen).

This will take you back to the RQIL scredreview the RQIL for accuracy.

If correct, Hit F9 or click save and update to get back to the RQIM screen.

If a line is incorrect, drill down on the line item you wish to change, make the changeyand sa

and update.

PRINTED COMMENTS: This field is used primarily by Purchasinthese comments will

print on the purchase ordétems that could be entered here includegihetenumberand
contact a contract referencey information that needs to be s@yed to the vendor.
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COMMENTS: The comments field is used to convey information to Purchasidfr the
Requisition approvers. Comments include items such as:

e Where the items are to be delivered to (hame, campus phone #, campus address)
Information re@rding the item being purchased
Special order specifications

Notes about attachmerdapporting documentatidie-mail attachments to
purchasing@lincolnu.edwith the Requisition number and Vendor on the subjec}.line
e Justifications if required

If you are finished entering all of the line items necessary and are ready to complete the
requisition, there are two final sted9:Enteing the approvals and 2) Marking the requisition as
done.

If however, you want to continue entering line items at a later time or day, DO NOT enter any
approvals or mark the requisition as dasigply save and update from this screen and get your
requistion number.You may bring this requisition up at a later time and complete it.

APPROVALS: DO NOT put approvals in until you are sure that you have completely finished
the requisitionTo enter approvals, detail (F2) in the Approvals field on the REQbESCT his
will bring you to the APRV screen as shown below.

Quick Access| REQM + | Bco R A X& 7 @ @ ‘

REGQM-Requisition Maintenance| APRV-Approvals |

Approvals [ates Mext Approvalz Enter the neXt
-~ [ Connie Hamacher P a p p r ovae rD(‘iI]S
<« .
these fields.

FEEEEEEEHEEEHEME

Controller Mext Approvals Adding Yalue 2
Approval LookUp

In the Next Approvals section enter tbgin ID of the GL class approvefhe GL class
approval is based on dollar amount and account number setfuyidy. do not know the login
IDofthe next appr ov e rSelectthe appropaate agproteefrom theérésolution
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screenYou must enter at least one GL Class Approval for every requiditina.approver is
entered, the requisition will not get approved and will not be turnediipurchase order.
Entering an approver sends the document to the approvers APRN screen so that the next
approver will be notified of requisitions pending their approval.

If your requisition is related to any of the following purchases, you must also &r a Policy
Class Approval. A Policy Class Approval is based on the type of item being purchased or the
object code usedhis is in addition to the GL Class approval login ID set up for each
department. Your requisition will not be processed into a @seclorder if this step is not
completed.

Computer Equipment, Software, & Supplies

Airline Travel/CC

Scholarships

Capital or Building Improvements

e Projects/Grants & Contracts

Please see Appendix C for a detailed listing policy classes, object codese and th
associated approver.

You must enter at least one GL class approver (i.e. your Director or Department Head)

and if appropriate a Policy class approver (e. CAMP0358 for computer equipment). We

do not recommend entering more thanone GL class apptot s houl d be t he
responsibility to enter another GL class approver if it is required.

REQUISITION DONE : YOU MUST ENTER APPROVALS BEFORE YOU MARK THIS
FI ELD AYO FIAIBFIELO NIEST BE MARKED "Y" BEFORE THE
REQUISITION CAN BE PROCBSED INTO A PURCHASE ORDER.

You are now finished entering your requisition, click save and update or ldak&el will then

assign your requisition a numb@&ihereare various ways in which to retrieve your requisition
number and informatiarSeethe sectionon Requisition Inquirfor more details.
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