Lincoln University

User’s Training Guide
For Colleague Finance

Administration and Controller’s Office
Revised October 2010



Contents

CHAPTER 1: NAVIGATING IN DATATEL ..ottt s 3
LOGGING IN TO DATATEL ..ottt 3
APPLICATION WORKSPACE ... ..ottt 4
ACCESSING FORMS ..ottt sttt st bt se et e et sbe st nbenre s 5

CHAPTER 2: CHANGING YOUR LOGIN PASSWORD ......cccoeiiiiiiinienieisesese s 8

CHAPTER 3: ACCOUNT NUMBER STRUCTURE ......cccoiiiiiiiieneiese s 9

CHAPTER 4: ACCOUNT BALANCES / FUNDS AVAILABILITY ...oooviiiiieieieiene e 10
ACBL (GL Account Balance INQUITY)......ccooeiereriiiiinisieieie s 10
GLSA — Summary Account Availability REPOI..........ccceeiiiieiiee e 13
PROJECT BUDGET INQUIRY ..ottt sttt st sne st snanneas 19

PALI — (Budget Line IemM INQUITY). ..coeeiiieieieiceie e 19
PATI — (Totals TO Date INQUITY) ...ecoveeieiieiieeie ettt sna e 21
PATB - (Project Trial BalanCe) ..........cccviiieiiiiiii it 21
XPES — (Project Expenditure SUMMAary REPOI)........ccoveieiiiieiiieiesiseseeeeee e 24

CHAPTER 5: REQUISITIONS..... .ottt sttt st nne s 27
REQM (REQUISITION MAINTENANCE) ...ttt 27
RQIM (REQUISITION ITEM MAINTENANCE) ....coiiiiiiiitiee e 30
SUGGESTED DESCRIPTIONS FOR REQUISITIONS.......cocoiiiiiiiieniseeeee s 35
CREATING TRAVEL REQUISITIONS ..ottt 36
REQUISITION STATUS ...ttt bttt bbb 40
REQUISITION INQUIRY (RINQ) ..ottt sttt sttt 41
PURCHASE ORDER INQUIRY (PINQ) ..oviitiiiiisiieisieisie ettt snasneas 42
BLANKET PURCHASE ORDER INQUIRY (BINQ) ...cceiiiiiiiiieirierieese e 44
MAKING CHANGES TO A REQUISITION......ooiiiiiiiiiisieiee s 46

Deleting a line item 0N @ FEQUISITION ......cccuviiiieiic et 47
Deleting an entire reQUISTTION ..........ccuiieiiiiiierie et eneas 48
APPROVING A REQUISITION ..ottt 52

APPENDIX A: EXPENSE OBJECT CODE LISTING .....ccooiiiiieiesesteeseeeeee s 56

APPENDIX B: REQUEST FOR CHECK FORM .....ccooiiiiiiiiiie e 59

APPENDIX C: POLICY CLASS APPROVALS. ...ttt 60



CHAPTER 1: NAVIGATING IN DATATEL

LOGGING IN TO DATATEL

Double-click the Datatel icon on your desktop.

At the Datatel Login prompt: enter your User ID in lower case (Example: shri6748). The User ID will be
provided by ERP.

Enter a User ID, Pazsword and Environment;

UzerID: | shiig748
Pazsword: | i

g

Environment: | Fi18-production v

At the Password prompt, enter your Datatel password. Your initial password will be provided by ERP. It
is recommended that before beginning work in Datatel, to first change your password. See Chapter
2: Changing your login password in this manual for more details.

PASSWORD NOTES: Passwords are case sensitive.
Database prompt: Make sure that your database says R18-production. If it does not, please contact ERP.

Click “OK”
A dialog box appears, 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 follows. Click “OK”.

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 @ GLTE - GL Trial Balance
_J ¥USRK - Usger Options @ LGLA - List GL Activity

Li Favorites
» A
Tree Mem Panel Contents of the falder that is

currently selected

MENU BAR File Edit Apps Fawaorites Options Help

Each option on the Menu Bar has options behind it. This enables you to:

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

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

Define your preferences in which to work

Access online help

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

v vy Yy vy oy
TOOLBAR d dad x& 7 0O @

The Toolbar provides easy access to common functions, such as saving your work, canceling
changes, and accessing online help.

ADDRESS BAR Quick Access v| Bco

The address bar enables you to access any form directly by entering its mnemonic, or by using
the drop-down menu button to select a previously used mnemonic. Press Enter or click the Go
button to display the selected form.



ACCESSING FORMS

Most of your work in Colleague is done through forms. There are four types of forms in Datatel.
Each type is represented by a unique icon.

4 Datatel - R18-production - CF E|E|g|

File Edit Apps Faworites Options Help
E!uick.t‘-‘«ccess (5 [ R ad@ x& g9 @ @
= . CF _J GLE - General Ledger Entries
AP - Accounts Papable _J GLE - Budget Reports
_. BU - Budget Management . GLY - GL Yerfication Aids
_d  F - Fized Assets [:] ALCBL - GL Account B alance Inguiry
=}t GL - General Ledger [:_] AHST - GL Account Histary Inguing
_J  GLE - General Ledger Entries [:_] EMCI - GL Encumbrance Inguiry
_J GLE - Budget Reportz [¢) GLRE - GL Requisition Inguiny
_J  GLY - GL Verification Aidz g GLTE - GL Trial Balance
[:] ACEL - GL Account Balance [nguiry @ LGLA, - List GL Activity
[:_] AHST - GL Account Histary [nquiry
I;_] 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
that is permanently recorded in your database; for example, a person’s name and address.
Processing:

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: D

Inquiry forms, represented by the Inquiry icon, allow you to view information without changing
it.

Reporting: L_J

Reporting forms, represented by the Reporting icon, allow you to generate a particular report
according to your specifications.



Fields

SAMPLE FORM

Access a form by following the application menu. Each form has a corresponding mnemonic.
Following is a sample form in the application workspace.

Form Mnemonic Form Name
SPRO-Student Profile | BIO-Biographic Information

D: SSN: Header
“— Block

Source [1]| = ID
Origin/Dt ] v

Prefix v

Suffix v

Pref Name |

Birth LFM |

Other LFM (1]

Birthplace
Ethnic v| = Race [1 ¥ =

Ethnic

] Data
. . ) *“— Area

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 mnemonic displayed on a tab.

Form Tab
The form tab displays the form mnemonic and the form name. When 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 item with which you are working. For example,
in this sample form the header block displays a student’s name and ID.

Data Area
The contents of the data area differ depending on the form with which you are working. In
general, the data area consists of various types of fields.

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



DETAIL FORMS

Some forms only give 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 button, which allows you to

detail to another form.

)

'SPRO-Student Profile |

Preferred Mailing Address

Preferred Residence

| | | | \
Change Address ‘ 71@ Ant
Academic Cust Acad Status Crmpl Adrmit
Program Pgm Level Status Date Date Status
0 —— & l ||

Student Types/Date ‘

i S—

Start Dt

Home Location

1

L)

Advisors

Restrictions l

1D:

Acad Program:

Academic Lvl |

Directory/Privacy v
Terms
Transcripts !] Addl Profile Data. E

SPRO-Gtudent Profile | SACP-Student Academic Program |

Locator |X \! Hiatus iﬁt]
Demographics t]

[

SSN:

Status/Dt/Opr

Location/Catalog

Class Lvl E y | Acad Lvl Standing
v | } b
\

Admit Status

Star/End Dt

Dept/Div/School | | 9
Acad Standing/Dt [__] |

|

AntCrpl DtMMAY ||

-

Degree |

CCDs

Majors

Minors

Specializations

Program Additions
DA Eval/Cust

|
.

Advisors —E] Printed Comments D!]
Counselors H Comments L[!]




CHAPTER 2: CHANGING YOUR LOGIN PASSWORD

After you have completed your Datatel User Access Form, the ERP department will assign
you a login ID and a user password. It is very important that prior to beginning any work in
Datatel that you change your user password.

To change your user password, type XPWD in the quick access box.

7 - [Blx)

L35, CHANGE . PASSWORD
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:

Ready Ln 7, Col 31 TR

You will be asked to enter your login password. Enter your password assigned to you by ERP.
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 password. Your password should be between 6-10
characters and alpha-numeric. Hit enter.

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

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



CHAPTER 3: ACCOUNT NUMBER STRUCTURE

I 1 | [ 310 | | 2010 | [ ee01 | | 11 |

A B C D E

Section A: Fund
> The first digit indicates the fund group
1= General
2= Auxiliary
3= Restricted
4= Plant
5= Endowment

Section B: Source
> The first digit indicates the management source

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

Section C: Department
> 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= Revenues
2= Liability 5= Revenues
3= Fund Balance 6= Expenses

> The last four digits will be the object codes (See Object Code Listing, Appendix A)
1XXX = Salaries 6XXX = Consumable Supplies
2XXX = Benefits TXXX = Other Costs
3XXX = Equipment Purchase 8XXX = Utilities/Communications
4XXX = Contractual Services 9XXX = Student Aid
5XXX = Travel

Section E: Function
> The first digit indicates the primary function

1= Instruction 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 the specific function



CHAPTER 4: ACCOUNT BALANCES / FUNDS AVAILABILITY

Prior to entering any requisition, it is a good idea to know the amount of available funds. This
can be determined by looking at the ACBL screen. For any open fiscal year, the ACBL screen
will tell you the ...

Current Allocated Budget

Actual Expenditures

Outstanding Encumbrances

Outstanding Requisitions

Available Balance

To access the ACBL screen, enter ACBL in the quick access box.

ACBL (GL Account Balance Inquiry)

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

| |
N ou
| Requisitions E] \

\ |

\\

(e Enci

Unencumbere

Available Funds

Budget Officer |

\

Lookup Bar

v

<l =

At the lookup bar, enter the complete 16 digit GL account number you are inquiring about or do
a GL Account Lookup by entering “...your department number...” to pull up your authorized
general ledger accounts. Select the GL account number you want to view.

10



Fizcal Wear Looklp

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

Fiscal Year LookUp: Enter the fiscal year you want to view. By pressing “Enter”, it will default
to the oldest open fiscal year.

NOTE: There will be a transition period in the months of July and November before the
previous fiscal year is closed by the Controller’s Office. You will have to enter the year you wish
to look at. For example, enter 2011 during the months of July and November because 2010 will
still be the default until it is closed.

NOTE: Once a fiscal year is closed, you will no longer be able to access that year’s information
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 $707.94. This means that in all of the poolee/detail travel object codes (65101, 65102,
65103, etc.), you have expended $707.94.

11



GL Number Portion Column: This column gives the actual expenditures, outstanding
encumbrances, and outstanding requisition amounts for the poolee/detail account. In the above
example, of the total actual expenditures of $707.94, only $48.50 is tied to the detail account
with the object code 65104.

If you are viewing an umbrella account, you will not be able to drill down and get any detail
information on Actuals, Encumbrances, or Requisitions. This is because no transactions are
posted directly to the umbrella account. The umbrella accounts are used specifically to house the
budget. If 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
Requisitions fields to see detail information. In the above example, by drilling into the detail for
the Actuals of $48.50, you will see all of the transactions that make up the $45.

Allocated Budget: This field shows the current budget for the umbrella category chosen. The
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 expenditures. The first column shows the total
expenditures for the umbrella category as a whole. The second column shows the total
expenditures for the detail account. If there is an amount in the second column, you may drill
down to get a list of all the transactions that make up this total. From 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 orders). The
first column shows the total outstanding encumbrances for the umbrella category as a whole. The
second column shows the total outstanding encumbrances for the detail account. If there is an
amount in the second column, you may drill down to get a list of all outstanding encumbrances
that make up this total. From this list of encumbrances, you could continue to drill down on each
encumbrance to get more detail information.

Unencumbered Balance: This field is a calculated field - Allocated Budget, less Actuals, less
Encumbrances. If this balance is zero or negative you do not have available funds. If this is
negative, you must do a budget revision to eliminate the negative status.

Requisitions: These fields show only finished requisitions. It is important to remember that any
requisition that is still in an In-Progress status will not appear in these fields. As soon as
Purchasing issues a purchase order on an outstanding requisition, the requisition will no longer
appear in this field, 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 do not have available funds. If this is hegative,
you must do a budget revision to eliminate the negative status.

12



GLSA — Summary Account Availability Report

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

Type GLSA in the quick access box.

/8 Datatel - R18-production - CF

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 month. By entering a 6
(June), you will always get the current up to date information.

INCLUDE ACCOUNTS THAT HAVE: It is recommended to run this report for all account
statuses. To do this, enter an A in this field. This will allow you to view all of the accounts
regardless of their account status. If you want very specific information, use the ? icon or Help
on the top Menu to find out more about the other codes available. For example, by entering an E,
the report will show all accounts that have exceeded the allocated budget.

GL ACCOUNT DEFINITION: This field allows you to define the account number(s) you wish

to run a report on. To define the account numbers, hit F2 or use the drill down. This will take you
to the FLSFOO-GL Standard List/S Select screen shown below.

13



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 | | |

SELECT/LIST: To select 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 component values for your report. Enter 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 function. They are
listed in the exact order as they appear in your GL accounts. Each main GL component may have
more than one subcomponent. For example, the second GL component is made up of two
subcomponents (Management and Source).

Example reports:
To get a report of the Controller’s Office (department 66011) and in fund 1, enter the following:
Enter an I 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 the number 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 I in field 3 to include the source component.
Enter the number 4 in field 4 to define the Source Component Value.

PROMPT FOR ADDITIONAL SELECTION CRITERIA: Enter “n”.

Then save and update this screen. This 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 |

Select/List | Select |E] |
——
Sart || )  [Bieak - Requied |
|
Digplay Criteria

"WITH GLS.FLIND = "1"
AND WITH GLS.DEPARTMENT = "66011"

2]
i

|
S |

Werify Criteria | | |




SORT: You must define sort criteria. 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))
o A || GLSA-Summary Account Availability | GLSFOO-GL Standard List/3Select | CSPS-Change Sart Specification |
Bre finition
| Summary
|
Criteria
Field Mame....................... Sequence........ Break
GLS.BEUDGET.OFFICER BY v
GLS.FUMD By v
GLS.5RC B v
GLS.DEPARTMENT By v
G-EF GLS.OBJECT BY v
G5 [6] GLS.FUNCTION BY v
| v
-
' (3] v
v
Controller Sart/Break Specification Walue 1/6

Reports can be sorted by any GL component value. It is generally recommended to sort by
department or by source depending on your selection criteria. To select the GL component to sort
by, enter a Y in the field next to the GL component. You can select more than one GL
component.

Save and Update the sort criteria. This takes you back to the GLSFOO-GL Standard List/Select
screen.

Save and Update again. This will take you back to the GLSA-Summary 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 |E] | Required |
w-5iF S - Select [ |

Dretail or Summarize Poolee Accounts
Proceed with the Report _

i
el
l.L

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

Detail — A detail report will show totals for each poolee account.

Summary — 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 H as the output device to view the report on-screen. Save and Update.

17



GLSA-Summary Account Availability

Execute in Background mode?

Background Execution Type |

Schedule Process to Bun Next on

Schedule Process ta Run Even/From |

Schedule Frocess on Weekdays anly

Schedule Process to Start After
Stop Automatically S cheduling Process on

EXECUTE IN BACKGROUND MODE: Leave this as N. Save and update.

The report should be displayed on screen. To print the report, use the printer icon at the top of
the screen. Be sure to select landscape and use font fields under the printer setup as shown

below.

Printer setup

— Printer
= et
SALINCOLMNAYH_HP4050N_205C. CONTROLLER lincoln

" Specific printer

I SWLIMCOLMSYH_HP4050M_205C.COMTROLLE H.Iincc;l

Print formatting

¥ UszeFont  Courer Mew8 Fant... |

Orientation
|7  Portrait

& |andicape

¥ Uze character mapping from emulation when printing

[~ Print direct [ho formatting for slave printing]

Frefis: I

LCancel

Setup...

Ciefault

Pl i

Help

To get the report to
print correctly, you
must select the printer
formatting as shown
here.

Use the red X icon to close the window if you do not want to print the report, or if you are

finished printing the report.

18



PROJECT BUDGET INQUIRY

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

Enter PALI in the quick access box.

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 |

PROJECTS LOOKUP: Enter the project number that you wish to review or enter “...” to
select from a resolution screen.

Line ltem LookUp

0K Cancel | Detail | Firish | Help |

LINE ITEM LOOKUP: Enter the line item code that you want to review or enter “...” to select
from a resolution screen. (Example of a line item code is EQ for equipment).

19



ﬁ Datatel - R18-production - CF
File  Edit

E!uick.ﬁ.ccess Elco | B d@ x& T @

PaLI-Budaget Line [tems Inguing

Tools  Help

Favarites

-t 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 relate to the date at which the account became
active/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, Fund 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 — (Totals To Date Inquiry)
This screen gives the total available budget, expenses, encumbrances, outstanding requisitions
and the available balance for the entire project to date.

Enter PATI in the quick access box.
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

PROJECTS LOOKUP: Enter the project number you want to review or enter ““...” to choose
your project from a resolution screen.

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 time. It includes the receivable balance, deferred revenue, revenue, and expenditures by
line item code.

Enter PATB in the quick access box.
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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 Range: Enter the date range

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

Detail TB Transactions Starting: Enter the date range
Monthly Summary Option: You can run this by
S- Summaries only
N-No monthly summaries
P- Prior month summaries
Fiscal Year: Optional — you can enter a fiscal year here if the date range entered above is in a
state fiscal year (July 1-June 30).

Proceed with the Report: Enter Y if you are ready to run the report. Save 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 (hold). Save 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 Update. Your report will be processing and will show 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 B
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 the red X icon.

XPES — (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
Encumbrances
Requisitions
Balance Available

24



Enter XPES into the quick access box.

Datatel - R18-production - CF
File Edit Apps Faworites Options Help

v Be |

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 then hit enter.

£ Datatel - R1 B-production - CF

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

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 on the 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

Requisitions are the means by which departments enter purchasing requests. Lincoln
University requires online approval of all requisitions as defined by general ledger account
structure and by individual authority within the institution.

The requisitioning process is made up of two steps: checking for available budget and creation of
a requisition. The following are the screens that will be used to accomplish the requisitioning

process.

REQM

Requisition 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 auto-fill screen,
requisitioners do not enter anything on this
screen)

RQIM

Requisition Item Maintenance

Where one (1) item description is listed, as well
as the general ledger account number to which
this item is to be charged

REQM (REQUISITION MAINTENANCE)

To create a requisition, type REQM in the quick access box and hit enter.

Quick Access {5 [t B d@ x®& 3 @ @ |
REQM-Requisition Maintenance ‘
Riequisition:
Fiequisition Date Maintenance Date
Initiatar Fiequisition Amt
Desired Date
Wendar ID Types
Name ‘ | ‘
Address ‘ |E] ‘
Chy/StiZp TT 1T
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 |
—— Dot

At the lookup bar, enter "A" to add a requisition or enter a lookup search string to review a
pending requisition (See requisition lookup shortcuts in the Requisition Inquiry Section). Click

OK.
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Colleague is set to assign requisition numbers automatically. At 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 date. If the prior month has not been closed,
this message will appear. Click 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 system. Always leave
this as the current date unless instructed otherwise by Purchasing or Accounting.

INITIATOR: Enter your user ID. If you do not know what your user ID is, type your name in
this field and hit enter. This will take you to a resolution screen listing all individuals that match
what has been typed in. Select your name from the list. Your 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 needed. This 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 order. You may leave this field blank.

VENDOR ID:
If you know the Vendor number, type the number 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 not know the Vendor number, you may look up the Vendor using the Vendor Lookup
Shortcuts listed below. Enter one of these shortcuts into the Vendor ID field. You will get a
resolution screen. From this resolution screen, choose the vendor you wish to use. This will
automatically populate the name, address, city, state, and zip code fields.

e |f 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 |f the vendor you wish to use cannot be found or does not have a vendor number assigned,
type the vendor name, address, city, state, and zip code in the appropriate fields provided. If
available, include a web address, phone number and/or tax number in the comments field.

VENDOR LOOKUP SHORTCUTS

To select a vendor by Vendor ID# or Datatel ID# 81099

To search by Vendors Complete Name DATA COMM

To search by part of vendor’s name (min of 2 letters) DA

To search by person’s name JOE SMITH or SMITH,JOE

SHIP TO: Always verify the Ship To Code. The default is set to Shipping and Receiving - Main
Campus. If appropriate, select another ship to code by entering “...” in this field.

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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RQIL (REQUISITION ITEM LIST

ﬂ Datatel - R18-production - CF

File Edit Faworites Tools Help

Quick Access| REQM v| Bleo | d8 x& 9 @ |
REQIM-Requisiion Maintenance | RQIL-Requisition tem List

(=

Status Date:

—
o
3

Description Cluantity E stimated Frice Extended Price

T Drill Down
button

o

i i)

=
na
5

Amounts [tem Tatal 0.00
Tax Total 0.00
Feq Tatal 0.00

2

Controller Description Mo Values

This is a summary screen listing all items on the requisition. This is an auto-fill screen. You do
not enter any information on this screen.

To enter your first item, click on the Drill Down button on line 1 or hit (F2). This 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

(I

Requisition: Status D ate:

Wendor Mame | |
Cormmaodity

Iry [term
Diescription | !]
)
Est Price Desired Date
[uantiy Fixed Asset
Unit of ls5ue ‘Yendaor Part

Trade Disc Amt l:l Fom/Box/Loc
[
|

Trade Dizc Pt Comments
Extended Price
Wwhork Or/TypesFlg
Tax Codes |

GL Account Mo Percent Quartity

5] | @
GL Amt [E) |

Proj D

Controller Dezcription Mo alues
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DESCRIPTION:
Use this field to enter a description of the item being ordered. Only one item can be
entered per RQIM screen. For extended descriptions that will not fit on the first line, drill
down to open a larger description box. Recommended descriptions for supply orders,
travel reimbursements, registrations, lodging, etc. are provided later in this
document.

If you are requesting a Blanket Purchase Order, “BPO” or “Blanket Purchase
Order” should be included in the description. Use the remaining lines to describe the
purpose of the Blanket Purchase Order in as much detail as possible. Purchasing 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 to purchasing@Ilincolnu.edu with the Requisition number
and Vendor on the subject line. This includes, but is not limited to, quotes,
contracts, registrations, and memberships.

EST. PRICE: Enter the UNIT price of the item.
QUANTITY: Enter the number of items to order.

UNIT OF ISSUE: Enter the Unit of Issue code such as BX for box in this field. To get a
comprehensive list of all Unit of Issue codes, type "..." in this field. Then choose the appropriate
Unit of Issue code from the resolution screen.

EXTENDED PRICE: This is a calculated field.

GL ACCOUNT: Enter the 16-digit account number to charge this item to. If you do not know
the full account number, you can enter “...department # ...” to pull up your authorized general
ledger accounts. Select 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
“UMBRELLA...” The umbrella accounts are specifically used to house the budget only. You
cannot process a requisition against an umbrella account. Datatel has been configured in a
manner that these requisitions will never be in an outstanding status and therefore will never be
processed by Purchasing into a purchase order.

NOTE: Lincoln University’s capitalization policy says that physical items costing $1,000
or greater are to be considered equipment. If the physical item that you are purchasing
will cost $1,000 or more, use an object code in the Equipment category. These object
codes begin with the numbers 63. If the item is less than $1000, use object codes
beginning in 66 for consumable supplies.

NOTE: If the account number on your requisition relates to a project or grant and 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 Proj 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 account number as item 1, insert the @ symbol in
the "GL Account No" field. The @ 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 Office to have 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 number. You must then do a
budget revision. When funds are available, return to the requisition and complete it.

PERCENT/QUANTITY/GL AMT: These fields will default to 100% of the extended price if
you hit enter. However, if a line item is to be distributed to multiple GL account numbers, fill in
the appropriate amount in the percent, quantity, 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 1099-MISC tax information. If you are
requested to complete this information use the following as a guide. If 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 services, stipend, or honorarium.

IF YOU WOULD LIKE TO ENTER ANOTHER LINE ITEM ...
Hit F10 or Click save and update.
This will give you another blank RQIM screen to enter your second item.

IF THIS IS THE ONLY ITEM YOU WISH TO ORDER ...

Hit F9 or Click save and update. (This will give you another blank RQIM screen. Use the single
X to close this screen).

This will take you back to the RQIL screen. Review 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 change, and save
and update.

PRINTED COMMENTS: This field is used primarily by Purchasing. These comments will

print on the purchase order. Items that could be entered here include the quote number and
contact, a contract reference, or information that needs to be conveyed to the vendor.
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COMMENTS: The comments field is used to convey information to Purchasing and/or the
Requisition approvers. Comments include items such as:

e Where the items are to be delivered to (name, campus phone #, campus address)
Information regarding the item being purchased
Special order specifications
Notes to Purchasing (i.e. ““...item has already been received. Please do not reorder”)
Notes about attachments/supporting documentation (e-mail attachments to
purchasing@Ilincolnu.edu with the Requisition number and Vendor on the subject 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 steps: 1) Entering 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 done, simply save and update from this screen and get your
requisition 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 requisition. To enter approvals, detail (F2) in the Approvals field on the REQM screen. This
will bring you to the APRV screen as shown below.

Buick Access| REOM v| Beo B A X% 3 @ @ ‘
REGQM-Requisition Maintenance| APRV-Approvals |
AAINTEMNANCE

P e Noxt oo Enter the next
- Corris Hamscher ) approver’s login ID in
< -
these fields.

FEEEEEEEHEEEHEME

||

Controller Mext Approvals Adding Yalue 2
Approval LookUp

In the Next Approvals section enter the login ID of the GL class approver. The GL class
approval is based on dollar amount and account number security. If you do not know the login
ID of the next approver, you can enter “...”. Select the appropriate approver from the resolution
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screen. You must enter at least one GL Class Approval for every requisition. If no approver is
entered, the requisition will not get approved and will not be turned into a purchase 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 enter a Policy
Class Approval. A Policy Class Approval is based on the type of item being purchased or the
object code used. This is in addition to the GL Class approval login ID set up for each
department. Your requisition will not be processed into a purchase order 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 codes, and the
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 (i.e. CAMP0358 for computer equipment). We
do not recommend entering more than one GL class approver. It should be the Next Approver’s
responsibility to enter another GL class approver if it is required.

REQUISITION DONE: YOU MUST ENTER APPROVALS BEFORE YOU MARK THIS
FIELD “Y” FOR DONE. THIS FIELD MUST BE MARKED "Y" BEFORE THE
REQUISITION CAN BE PROCESSED INTO A PURCHASE ORDER.

You are now finished entering your requisition, click save and update or hit F9. Datatel will then

assign your requisition a number. There are various ways in which to retrieve your requisition
number and information. See the section on Requisition Inquiry for more details.
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SUGGESTED DESCRIPTIONS FOR REQUISITIONS

Listed below is suggested language for the Description lines on a requisition. By following these
guidelines, Purchasing, Shipping & Receiving, Accounts Payable and the vendor will be able to
process your request more efficiently.

Supply order: Item or catalog number
Brief description
Color selections, Sizes and other appropriate details

Travel Reimb: Travel Reimbursement
Date of travel
Destination of travel

Cash Advance: Cash Advance
Date of travel
Purpose of cash advance

Registrations: Name of event
Date of event
Brief Description
Last, First name of registrant

Lodging: Date of lodging — Last, First name of lodger
Specifically what is covered (Room only)
Purpose of lodging
Confirmation number (if available)

Stipends: Period covered by stipend (e.g. Fall 2010)
Name of stipend being received

Honorariums: Date or Period
Purpose of honorarium

Vehicle Rental: Pickup and Return Dates
Brief description of purpose for travel
Type of Vehicle to be rented (\Van, compact car, etc)
Drivers Name (Must be an LU employee)
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CREATING TRAVEL REQUISITIONS

Creating a requisition for travel expenses is much the same as entering a requisition for office
supplies. A travel reimbursement requisition must be initiated and approved prior to the traveler
leaving. This travel requisition serves as your request for travel.

TRAVEL REQUISITION EXAMPLE:

Data for the example:

Turu Negash will be attending a NACUBO conference on 7/21-7/25/11 in Dallas, TX.
Registration costs for the conference are $450.00 and will be sent in advance. She has made
reservations with the hotel for accommodations and has made airline arrangements with the
travel agency (currently Midwest Travel). All other costs will be reimbursed to Turu upon her
return from her trip. These costs include mileage to and from the airport, meals not paid for by
the registration, taxi or shuttle services, etc.

Step 1: Enter a requisition for the registration costs. Be sure to include registrant’s names along
with the date and name of the conference. You will need to submit a Request for Check form
(See Appendix B or http://www.lincolnu.edu/files/Request _Check Form.pdf) along with the
registration form(s) to Accounts Payable. Without these forms Accounts Payable will not know
to write the check.

Step 2: Enter a requisition for the hotel costs. Be sure to include the name of the participant
along with the dates of travel. You will need to submit a Request for Check form to Accounts
Payable. Without this form Accounts Payable will not know to write the check.

Step 3: After getting a travel itinerary from the travel agency (Midwest Travel), enter a
requisition and fax a copy of the itinerary with the requisition number written at the top to the
University Travel Liaison (currently Becki Rockers). Remember that requisitions for airline
travel must be approved by BROCKO025.

Step 4: Enter a requisition to reimburse the traveler for any costs not paid in advance. Below is a
detailed example of what to enter on your requisition.
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http://www.lincolnu.edu/files/Request_Check_Form.pdf

tatel - R18-production - CF
File Edit Favorites Tools Help

QuickAccess (3 [e | d@a X& T @

Fequisition D ate

o0

Sandra

o

Yendor ID | 0000322
Marme | Tur Megash
Address |
Chy/St/Zp | Jefferzon City
Country
Currency Temsz
Ship To | & Lincoln University FOE
Ship¥ia| | Commedity |

Approvals |—| j: Line ltems | 1
Buer Frinted Comments
Expire Date Comments
AP Type | & Vouchers Payable | Fricrity
Irven Store | Requisition Done

Maintenance Date
Fequisition Amt

Initiator
Desired Date

Contraller Printed Commerts Mew Record Mo Values

REQM-Fequisition Maintenance

The vendor for this
requisition will be
the traveler seeking
reimbursement.

‘.: Datatel - R1B-production - CF

File Edit Faworites Tools Help

Quick Access |REQIM l‘ii Bao | d@8a X & ﬁ @

[ REQM-Riequisition Maintenance] REIL-F equisition Item List |

Description Qluantity

JEEREREEEEE

Amounts Itern Total
Tax Tatal
Feq Tatal

Controller Description Adding Walue 2

Quick Note: Enter

Estimated Price Extended Price Tax / a" Of the

information on one
line of the
requisition.
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4 Datatel - R1 8-production - CF
File Edit Favorites Tools Help

Quick Access| REOM v | Bco | B d@ x& g @ @ |

| REQM-Requisition Maintenance | RAIL-Fequisition Item List| REIM-Requisition ltem Maintenance |

Requisition: Statuz D ate:

Enter the following as a

Yendor Name |TuruNegash = .-
Commadity /l/ dESCI’IptlonZ

It Item |
Drescription Travel Reimburzement
721 - 72851

3 Travel Reimbursement

Est Price Desited Date | 07/30/11 [ Date(s) of travel
Quantity | . Fixed Asset P f I
Uit of 530 | E& Each Wendar Part urpose ot trave
Trade Disc Amt BE [ Fom/Bos/Loc Destination of travel
Trade Disc Pct Comments
Extended Price 1,260.00 | |
“whork 01T ppe/Flg v | | 1" |
Tax Codes | |
GL Account Mo Percent Quantity
(1][1-440-66531-65101-63 ) [ 100.000 (&) \@ 1.000 (&) ~
GL Amt 1,250.00 &) | L~
Proj [0
Controller [ escription Walue 2/4

DESCRIPTION: See insert above

EST PRICE: The estimated price should be the total to be reimbursed to the traveler. This
includes meals, mileage, incidentals, etc.

QUANTITY: Enter a quantity of 1.
UNIT OF ISSUE: Enter EA

GL ACCOUNT NUMBER: Enter the GL account numbers that apply to what will be
reimbursed to the traveler. From our example Turu was going to pay out of pocket for mileage,
meals, and shuttle services.

e On the first line of the GL number: enter the account number for mileage (object 65101)
and the total estimated mileage reimbursement.

e On the second line of the GL number: enter the account number for meals (object 65300)
and the total estimated meal costs.

e On the third line of the GL number: enter the account number for incidentals (object
65400) and the estimated costs.

o If there are other costs such as hotel, registrations, or car rental that are paid out of
pocket, enter them on the next available lines along with their associated costs.

The sum of all GL account number lines must equal the amount entered in the Extended
Price field.
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TRAVEL POLICIES AND PROCEDURES

1. Complete separate Requisitions for each of the following that apply to your trip. See the
section on Suggested Descriptions for Requisitions in this manual.

Conference Registration
Hotel/Lodging

Airline Tickets

Reimbursable Expenses to the Traveler

Conference Registration Requisitions — If paying in advance, submit to Purchasing a copy of
your registration information with the requisition number on the top. If this is to be prepaid, you
must complete the ‘Request for Check Form’ and send it along with the Registration form to
Accounts Payable.

Hotel/Lodging — If this is to be prepaid, you must complete the ‘Request for Check Form’
and send or fax to Accounts Payable. On your return to campus, please submit to Accounts
Payable the itemized receipt from the hotel.

Airline — All requisitions should be made to DINERS CLUB. The description for the requisition
should include the name of the traveler, departure date and the final destination. Submit a travel
itinerary/schedule to Becki Rockers, Travel Liaison, to finalize the ticket. Include the requisition
number on the travel itinerary/schedule.

PLEASE NOTE: You must always list Becki Rockers, travel liaison, as a next approver if
you use the object code 65102.

Reimbursable Expenses to the Traveler — The vendor on this requisition will always be the
traveler. The description should include the date and destination of travel (see ‘Suggested
descriptions for requisitions’. Include ANY possible account numbers that will be needed for
reimbursable expenses for that trip with their respective expense amounts. This requisition must
be completed prior to going on the trip.

When the traveler returns from their trip, he/she will fill out a Travel Expense Voucher (TEV)
with the requisition number and/or purchase order number for the trip noted on it. The approved
TEV, along with the original receipts, should be sent directly to Accounts Payable. Be sure to
also include receipts for advance payments such as registration and an itemized hotel receipt, if
applicable.

If your actual expenses exceed the amount on the original requisition, submit another requisition

to increase the amount for the trip. Be sure to include the “increase BPO#...” on the first line of
the description on the new requisition.
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REQUISITION STATUS

At any point in time, you are able to follow the status of your requisition. It is recommended to
continually check on the status of your requisition until it is in Approved status. To check on the
status of your requisition, use the RINQ screen.

Enter RINQ in the quick access box.

R 1

Quick Access Bao 8 =] \D xR ﬁ @ @
RING-Requisition |nguirg |
Fiequisition Statuz Date:
Requistion D ate PO Numbers E]
Initiator BPO Mumbers E]
Fequired Date Comments []
Expire Date
Wendor 1D Pricrity
Mame | |
Ciw/St/Zp | [E ] || |
Ship To | ]
Appr/Date | | | |
Line Items
Dezcription Cuantity E stimated Price E stended Price Tax
)
)
[
)
Taxes Amounts Itemn Tatal 0.00
otal 0.00
otal l:l
Fequizsition LooklJp
| |
Detsi

In the screen header of the RINQ screen you will see where the requisition number, requisition
status and status date displayed. There are 4 requisition statuses as defined below.

Requisition Status — Unfinished/In-Progress (U) - A requisition has been initiated but has not
been completed. If the requisition has a status of In-Progress, you have not changed the
Requisition Done field to “Y”. Make the necessary change and save and update.

Requisition Status — Not Approved (N) - A requisition has been initiated, but has not been
approved by all required approvers or is using an umbrella object code. Ensure that all GL
approvers and Policy class approvers have been entered. The RINQ screen will show all
approvers that have approved this requisition by using the arrow keys to the right of the
approvals field. The REQM screen will list approvers that have not yet approved the requisition.

Requisition Status — Outstanding (O) — A requisition has been initiated, finished and approved
by all required approvers. Purchasing will now have this requisition on their worklist.

Requisition Status — Purchase Order Created (P) - A purchase order has been created and
sent to the vendor if appropriate. Once a purchase order has a status of PO Created, you can no
longer make any changes to your requisition. If a changes is needed, contact the Purchasing
Department or enter an addendum requisition (see section on making changes to a requisition).
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REQUISITION INQUIRY (RINQ)

To look up a requisition that has been entered, use the RINQ inquiry screen. It is used to:

e Check the status of the requisition.
To see who has approved the requisition.
To see the Purchase Order or Blanket Purchase Order number assigned to the requisition.
To check to see what the status of the Purchase Order is.
To see if a voucher/check has been issued. If yes, you can get the check number, date,
and amount of payment.

ﬁ Datatel - R18B-production - CF
File Edit Favorites Tools Help

Quick Accese FIND (= [h] | d@a X& o |

RING-Requisition [nguiny

Requizition: Status Date:
Requisition D ate PO Mumbers E]
Initiatar BPO Mumbers E]
Required D ate Cormments E]
Expire Diate
Yendaor ID |—| Pricrity il
Name | |
C/SUZp | B | || |
Ship To [}
Appr/Date | | | |
Lire Items
D ezcription Quantity E stimated Frice Extended Price Tax
)
)
)
NN
Taues Amounts Item Total 0.00
0.00
/1

Requizition Looklp

[ ok | [ Caneel Detail [ Frish | [ Help |

To look up a requisition, enter the requisition number in the lookup bar or use one of following
Requisition Lookup Shortcuts.

To search by: Enter:
Initiator of the Requisition (John Smith) ;in John Smith
Vendor Name (Schriefers) Schriefers
Vendor ID# (786) ;V 786
Requisition status (U, N, O, or P) SO
Requisition date :DA 07/15/02
To bring up last requisition @
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PURCHASE ORDER INQUIRY (PINQ)

To look up a purchase order, use the PINQ inquiry screen. It is used to:
e Check the status of the Purchase Order.

e Check to see if a voucher/check has been created. If yes, you can get the check number,
date, and amount of the payment.

Quick Access

B A Xx& 7§ @ @

PING-Purchase Order Inguiry |

Cancel

D etail

PO Mumber; PO Status: Status Date;
PO Date i) PO Amt FeqNOs HS _ _
Appr/Date | | = Youchers t]‘z DI’I” dOWfl In the
Yendar ID Bid/Contr | | Purged IDs -
N = praee 18 - vouchgrs to see
Address = Ptd Com F - check information.
Chy/StEp | |
Buper | Iritiator (There may be
Ship To (s more than one
Line ltems
D ezcription Itern Status Expected Date Taw! VOUCher')
Ordered Accepted Remaining Uit Price Remaining Price
&8 ] |
| | || | | |
]
- n [ || | B [ l The status of
Remaining Taxes Amounts Femaining |nd |V| d ual Items
Taxes
Totas | can be seen here.
Purchaze Order LookUp

To check the status of the Purchase Order look at the individual line items. Purchase order
statuses are defined below:

e OUTSTANDING — The item has been ordered but has not been delivered by the vendor.

e ACCEPTED - The item ordered has been received in the Shipping & Receiving
Department and will be delivered to the requisitioning department. . You may need to
contact Shipping & Receiving to schedule a delivery time for certain items.
BACKORDERED - The item ordered is on backorder.

e INVOICED - An invoice has been received from the vendor, but a check has not yet
been issued.

e PAID — A check has been issued to pay for the requisitioned item.

e RECONCILED - The check issued for the requisitioned item has been cashed by the
vendor.

e CLOSED - The line item is either no longer available or has not been shipped within 90
days. Be sure to check with Purchasing, you may need to reorder this item or select
another vendor.

¢ VOIDED - The purchase order has been voided.
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To check to see if a voucher/check has been issued for a purchase order, click on the drill down
next to the voucher field at the top of the PINQ screen. This will take you to the VOUI screen. In
the middle of this screen, you will see the check number, check date, and the check amount. If
these fields are blank, the check has not been issued yet. If you have questions about the
expected date of the payment, contact the Accounts Payable Office.

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

Quick Access | PING v | Bco | B d@ X& O @

PING-Purchase Order Inquing | VOUIYoucher Inguiry
Youcher Dt Due Date Total Amt 55.99
Wendor ID 383 Cash Disc 0.00
Name Dell Marketing LP |=
Address (1] PO Box 802816 =
Cty/SLZp | Chicago | |IL ||eosE0-2816 | | | CheCk
AP Type | & Vouchers Payable | Check No/Date | 0395388 | | 06/28410] . .
Bank Code | & General Pooled Cas | Paid Amount 55.99| - |nf0rmat|0n
Pay Woucher |Tes Financial Exports [0 |
Approvals [rates PO Mo | PO0Z23858
]| Jenniter Benne 0B/25/10 | ~ RerWou E]
1) Pamela Buford 06/28410 | » Comments Guote # 544157825 E] =
Line ltems
Dezcription Quantity Extended Price Invoice Mumber Tax
- E] obile Edge 17in Select 1.000 5533 | |XDWTFCPwW3
e
Tanesdimts Itern Total 55,93
]| Currency l:l
< >
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BLANKET PURCHASE ORDER INQUIRY (BINQ)

A blanket purchase order is used by Purchasing to encumber funds for items such as
registrations, memberships, contractual agreements, travel reimbursements, lodging
accommodations, and some maintenance agreements.

To look up a blanket purchase order, use the BINQ inquiry screen. It is used to:
e Check the status of the Blanket Purchase Order.
e Check for remaining funds on the Blanket Purchase Order.
e To see if a voucher/check has been created. If yes, you can get the check number, date,
and amount of the payment.

_FﬁDatatel - R1B-production - CF

Quick Access Edso B d@ x& 7 B @ |
EINQ-Blanket PO Inguiry |

BPO Mumber: Status Date:

Drill down in the

BFO Date R equisitionz >
Expire Date Vauchers I h vouchers to see
Comments !] . .
Bid/Cantr Printed Comments [] CheCk Informatlon
Yendor 1D Currency
Name
Address
Ch/St2Zp | | | | |
Appr/Date | | |
GL Digtribution
GL Account No/Project D Encumbered Expenged Differance
| " | | | | | |
| I | | | | | |
sl
|

Totals

[ or ] [ Cancel | Detail [Firish | [ Hep |

In the screen header of the BINQ screen, you will see the status of the BPO. There are 3 blanket
purchase order statuses as defined below:

e OUTSTANDING — The BPO is available for use.

e CLOSED - The BPO is no longer available for use. BPOs are closed by Accounting
when an event is completed — for example, a travel BPO will be closed once the
reimbursement of expenses is completed.

e VOIDED - The BPO order has been voided.

If you see that your blanket purchase order is low on available funds, you may increase the BPO
by initiating another requisition. See the section for Making Changes to Requisition for details.
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To check to see if a voucher/check has been issued on this blanket purchase order, click on the
drill down next to the voucher field at the top of the BINQ screen. This will take you to a screen
listing all vouchers/checks written from the BPO. If there is a voucher but not a check number, a
check has not yet been issued for this item. If you have questions about the expected date of the
payment, contact the Accounts Payable Office.

ﬁ Datatel - R1B-production - CF
File Edit Favorites Tools Help
Quick Access | BING | G | 48 x& g @ |
BING-Blanket PO Inguiy | BFYL-Blanket PO Youcher List

Woucher ID Woucher D ate Woucher Met Check Mo Check Date
W0170902 E] 07/28410 1.042.50 A#0397386 | 08/02/10
W0172060 E] 08/23410 141.41 40338046 | 08/23410
W0172063 E] 08/23410 462,63 40338046 | 08/23410
WVOT72180 !] 08/24410 5.080.00 A70338147 | | 08/26410
W0174643 E] 09/22410 103.75 A0400149 | | 09/23410
[CE_Jwo176021 E] 1005410 34.64 40401356 | | 10407410
)

)
=] )
)
)
)
)
)
Controller Youchers Walue 1/6
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MAKING CHANGES TO A REQUISITION

You may be requested to do an addendum or make changes to an existing requisition. Below are
some of the reasons why you may be asked to do an addendum.
e Travel Expenses were greater than originally anticipated.
An existing Blanket Purchase Order is low on available funds.
Additional charges such as shipping were not included on your original requisition.
More people attended a function than expected.
Incorrect use of object codes.
Items were not itemized

If you are requested to make a change to an existing requisition, it is important to first note the
status.

If the status of the requisition is Purchase Order Created (P)...
You cannot make changes to a requisition that has a status of “P” PO created. Instead, you must
request an addendum to your original requisition.

An addendum to the original requisition is done the same as any other requisition with one
exception. In the first line of the description on your new requisition, you must enter a phrase
such as “increase to ... ” and list either the Purchase Order or Blanket Purchase Order number.
Do not forget to include a brief description of the reason the increase is needed. Purchasing will
usually amend your original purchase order and the new requisition will be deleted. Once the
increase is completed, you will no longer be able to reference your new requisition number. If
the change you are requesting does not involve an increase in funds, you may request an
addendum by sending an e-mail to purchasing@lincolnu.edu explaining what is needed.

If the status of the requisition is Approved (A)...

To make changes to an Approved requisition, you must first delete all of the approvals. Save and
update this change. Then go back to the requisition and make any changes necessary. The
requisition must go through the approval process again.

If the status of the requisition is Unfinished (U) or Not Approved (N)...

With a requisition status of Unfinished or Not Approved you can make any changes necessary.
Remember to make sure that the requisition is marked as finished by putting a Y in the
Requisition done field.
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Deleting a line item on a requisition

If you find that you entered a line item on your requisition that is incorrect or the item(s) are no

longer needed, you can delete that line item as shown below.

| REQM-Requisition Maintenancel ROIL-Requisition Ibem List |

To delete a
line item,
you must
have your
cursor on
top of the
number
box, not in
the gray
field next
to the
number.

Requizition: 00BBETY Status: Outstanding 0507410
Yendor...... Office Depot Inc
Drezcription Quantity Estimated Frice Extended Price Tan

[] Itern #434133 D ayminder 2000 9.0700 1814
E] Itern #569502 Lexar 3.000 12,9300 38.97
!] Itern #737851 Mesh 1.000 15.6500 15.65
4] E] Itern #143197 12 3/4 29 E.000 4. 5500 27.30
E] Itern #617209 Postt 4 » 2000 3.8500 7.7
(6] !] Itern #809339 Past-it 1 2000 71600 14.32
E] Itern #420334 Self-stick 1.000 15.6700 15.67
!] Itern #288791 Sharpie 4.000 1.2700 5.08
9] E] Itern #7011071 0 Sharpie fine 2000 4.8900 9,78
!] Itern #553248 Sharpie 2000 37000 7.40
E] Itern #30751 2 EXPO white 20,000 0.6800 13.E0
!] Itern #259251 Expo low E.000 12.0100 7206
!] Itern #256867 Expa E.000 12.0100 7206
Tares Amounts Item Tatal B13.79

~ Taw Total 0.00
¥ Req Tatal 513.79

Cantraller Description Walue 1/19

[

£

From the REQM screen, drill down into the line items (RQIL screen), select the line item you
wish to delete by placing your cursor on the line item number you wish to delete. Left click on
the number. You will receive the following Alert message:

Select Window Operation to Perform

Delete |

Cancel |

DELETE whole group or CAMCEL delete

Delete

Select DELETE. This will delete the line item.

Be sure to save and update any changes you make.
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Deleting an entire requisition

If you have entered a requisition and find that it is no longer needed, you can delete it from the
system.

In order to delete the requisition, you must first check the status.

If the status of the requisition is In-Progress, Not Approved, or Outstanding, you may
delete it. To delete a requisition, go to the REQM screen and pull up the requisition that you
wish to delete. When you have the requisition on the screen, go the FILE drop down menu from
the tool bar. Select Record Delete.

# Datatel - R18-test - CF

N Edit Favorites Tools Help
Save YO | R Hd@ X% 9 0 @ |
Cancel isition Maintenance |
Close 3
ﬁ tion: ODBSE1T Status: Outstanding
Cancel All
e equisition Date | 05/07./10 Maintenance Date | (K] il
jtiztor e Fiequisition Amt 51379
Fiekd Delete Desired Date | 06/21/10
dor 1D [ 0001 706 Types |
MName | Office Depat Inc = |
ddress |‘ID1 South Providence E] = |
51/Zp | Columbia | [ 5203 |
Dt outtry
zeral rency Termnz | 30 Met 30 days
Direct Access hip To | & Lincaln University ) FOE
ip Via Commodity |
Mew Sessian 4
Approvals Sivanandan Balakumar E] = Line Items |13 E]
Buyer Printed Carnments !]
Evpire Date Cornments !]
AP Type | Friority
Ireen Store |!] Fequisition Done |1
<1/ 3

After selecting Record Delete, you will receive an ALERT message shown below.

WwARMING: v'ou are about ta delete the entire recard. Are wou sure?

Delete

Before selecting Delete from the Alert message, be sure that you really want to delete the
requisition. Once you hit delete, you will no longer be able to reference it in Datatel. To continue
with the deletion, select the DELETE button.

If the status of the requisition is PO Created, you will not be able to delete the requisition.
Contact Purchasing to make any necessary changes.
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APPROVALS

Lincoln University requires that requisitions be approved via the Datatel system. Datatel
approvals are defined by each individual’s approval authority, components of the GL account
number, and an approval hierarchy. The following is a general guideline for approval hierarchy.

Approver Requisition total
Department Head/Director $1 - $2,999.99

Vice President/Dean $3,000 — $24,999.99
President $25,000 - $99,999.99
Board of Curators $100,000 and above

There will be certain requisitions that will require additional approval. These would be defined
as policy classes. This allows approval of a requisition based on the item being purchased rather
than the dollar amount of the purchase. The following are Lincoln University’s policy classes.

Computer Equipment, Software, and Supplies
Airline Travel/Common Carrier

Scholarships

Building Improvements

Grants and Contracts

These items must be approved by an individual in these respective departments. This is
accomplished by entering their login ID into the next approval column in the requisition screen.
If this step is not completed for the above policy classes, the requisition will not be turned into a
purchase order.
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SETTING UP AN APPROVAL PASSWORD
(FOR REQUISITION APPROVERS ONLY)

All approvers must set up an approval password. This password is different from your login
password. It can be changed as often as you like. It should be 6-10 characters and alpha-numeric.
THIS PASSWORD IS NOT TO BE SHARED WITH ANYONE AS IT IS TREATED
WITH ALL THE RIGHTS AND PRIVILEGES AS YOUR SIGNATURE.

It is very important to create a password. Failure to create a password would allow anyone to
enter your login ID into the approvals field on a requisition, hence approving purchases without
your knowledge.

To assign yourself a password, enter APPW in the quick access box.

4 Datatel - R18-test - CF
File Edit Fawotites Tools Help

Quick Access AFFW Bco | B H@ x R ﬁ B @ |

o B APPW-ApprovaIPasswordMaintenancel—

E-
T
T

i Approval 1D

[E
[E
[E
(==
£
4
[E

T
T

Approvals Looklp

J...J—‘
| |

Dot

At the Approvals LookUp prompt, you will enter your login I1D. The following prompt will
appear.

E nter the paszward for the appraseal 1D if yow want zecurnity applied.

! |
[ ok ] [ Carcel | Detail Firish

You will type your password into this field and hit OK. You will then get the following prompt.
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R e-enter Paszward

[ ok | [ Cancel | Dietai Finish

Re-enter the same password and hit OK. Then, hit the F9 key or click save and update, to save
your password.

At no time is the password displayed on the screen. Write down the password and keep it in a
SAFE place. If you forget your password, you must enter a new password.
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APPROVING A REQUISITION

Once a requisitioner saves and updates a requisition that has your login ID in the next approver
section, the requisition will appear as a pending requisition on your APRN screen. To see all of
the requisitions pending your approval, enter APRN in the quick access box.

In order to maintain an efficient on line purchasing process, it is recommended that approvers
check the APRN screen at least one time per day.

APRN (APPROVALS NEEDED)

A% Datatel - R18-test - CF

File Edit Fawvorites Tools Help
Quick Access| APAN Be | H@Q X& F @ |
== AF'FIN-ApplovalsNeededl
-
a5 Approvals Meeded From
E}"J'_- Approval Password | |
-
[ Type Document |0 MHame Date Met  Approve
@
B-a
_
-
| E] Authorization LooklJp
B\ |
g [ ok ] [ Cancel | Dtail [ Firish | [ Help |
= =
)
I
)
®)
®)
")
2|
<0 ] ([82 fim] ¥
| ———

At the lookup bar, enter your login ID.

You will also be asked to enter the fiscal year.
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ﬁ Datatel - R18-production - CF
File Edit Favorites Tools Help

Quick Access AFRH Elao | B d@ xXx® 9 @ |
APRM-Approvals Needed l

Lpprovals Meeded From Annette Digby Fiscal Year 2011

Approval Pazsword

Type Document 1D Mame Date Met  Approve
REQ [IF) (0083513 Eruce Lane 1041 A0 1341500/ [No
REQ E] 0063508 American Associatio 10411410 20000 Mo
REQ E] 0053494 Sena Cases 104110 186,94 | Mo
REQ E] 00B34E7 Dinerz Club 1040810 261283| Mo

E] Enter your approval password

FEEEEEEEHE R

‘g (oK | [ Cancel | Detal Finish
dl || N | | |

You will be asked to enter your approval password.
If you want to approve all requisitions at one time enter the password. However, you will still
have to drill into each requisition to review the information.

If you only want to review one requisition, hit cancel. This will allow you to look at a specific
requisition. You will have to put in the approval information in the Approval section on the
REQM screen as indicated below.

To review and approve the requisitions pending your approval, detail or F2 in the Requisition 1D
field. This will bring up all of the details of this requisition.

It is recommended that approvers verify the accuracy of the account number used on each
requisition as well as verify the availability of funds. To verify these, drill down into the line
items by hitting the F2 or drill down button in the line item field. The RQIM screen will show
the account number used. By putting the cursor in the account number field, you can determine
the current status of this account. The box to the left will show the available balance. If the
available balance is negative, do not approve the requisition. This will create an over
expenditure. You must do a budget revision to clear any deficit.
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5 Datatel - R18-production - CF

File Edit Favorites Tools Help

Quick Access | REQM v | Bao | B @ x& T @ |

&PRM-Approval: Needed | REQM-Fequisiion Maintenance | RGIL-Fequistion ltem List | FRIM-Requiziion ltem Maintenance

Status Date: 1040810

Yendor Mame (1| Diners Club |=

Commodiy Make sure
Irvy Ibem | h
Drezcription Courtyard W ashington DC |[] | t ere are
DuPont Circle F~ available
Est Price E61.8100 Desired Date [
Quantity | 1.000 Fixed Azset funds.
Uit of Issue | Ed Each Wendor Part
Trade Disc Amt Form/B ox/Loc
Trade Disc Pct Comments If the Balance
Extended Price B61 61 is negative, do
‘work 01/ Type/Flg [ ] w| | | [BLFunds Availabiity not approve the
Tax Codes E]| | Ladging : Individual o ey
GL Account No Parcent Quantity Bat: 0.00 reqU|S|t|0n.
(1] 2_306_45500_65200_22 | 100,000 [ 1.000[@) ~| |Ewp: 237387 You must do a
GL Amt 661.81 [E | [ v Ene 1703385 . .
Proj 1D 8163 Req: 2612.89 bUdget revision
Bl 6011 first.
Cortroller GL Accounts Walue 1/1

If you do not want to approve the requisition, you may enter any comments regarding the
disapproval in the Comments field on the requisition screen. If you do not approve the
requisition, notification should be made to the requisitioner so that they can make any
corrections and send it through again or have the requisition deleted. Such notification must be
done verbally or via email, Datatel does not allow direct notification of disapproval back to the
requisitioner.

If you wish to approve this requisition as it appears, detail or F2 on the Approvals field on the
requisition. This brings you to the APRV screen.
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Controller Approvals MaoWalues
Appraval Lookp

To approve the requisition, enter your login ID in the Approvals section and hit enter. Do not
enter your login ID over another individual’s approval.

You will be asked to enter your password. THIS PASSWORD IS NOT TO BE SHARED
WITH ANYONE AS IT IS TREATED WITH ALL THE RIGHTS AND PRIVILEGES AS
YOUR SIGNATURE.

If this requisition will require additional signatures, enter the login ID for the next approver in
the Next Approvals section. If you do not know the login ID number of the next approver, enter
“...” in the next approver field. This will give you a resolution screen from which to select the
next approver. If you do not enter the next approver when necessary, the requisition will not get
approved and will not be processed into a purchase order.

After entering your approval and any next approvers, hit F10 or save and update. This will bring
you back to the REQM screen.

At the REQM screen, hit save and update again. This will bring you back to the APRN screen to
review any other requisitions pending your approval.
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APPENDIX A: EXPENSE OBJECT CODE LISTING

EXPEMSE OBJECT CODES

|61000 - SALARIES UMERELLA

Administrative Wages
61101 Wages-monthly salarieg empioyess
61102 Wages-houry paid employees
61103 Wages-overtime for nourly employees
61104 Wages-temporary or casual pay
Faculty salaries
6120M Professor
61202 Associate Professor
61203 Assistant Professor
61204 Instructor
61205 Assistant Instructor
61206 Adjunct Faculty/Overioad
61207 Miscellanecus Instructors
student Labor
61301 Departmental student Labor
61302 College Workstudy Student Labor
61303 CWSs-Community Service Labor

[62000 - EENEFITS UMERELLA

62101  Health Insurance

62102 Disability Insurance

62103 Life Insurance

62104 Accidental Health and Dismemberment
62105 'Workmens Compensation

62200 Payroll Taxes

623N Retirement Contributions

62302 Annuities

6240 Compensated Absences

62402 Employee Tuition-Undergraduate
62403 Employee Tuition-Graduate
62404 Unemployment Insurance

63000 - CAPITAL EXPENDITURES - TO Use these onject codes, the cost of the inaiviaual item iplus shipping and installation
must be $1000 or greater. If tne item is 1ess than $1000, see the Consumabie supplies category

63100 Equipment Furniture purchases

63200 Computer/Copier Equipment Printers, copiers, computers (if using this object code,
you will need to add Ruth Camphbell or someone from ERP

63301 HVAC If using this object code you will need to add GASS6876
15heila Gassner as next approver.

63302 Building Improvements If using this object code you will need to acd GASSEETE
iSheila Gassner as next approver.

63303 Telecommunications If using this object code you will need to acd GASSEETE
(Sheila Gassner) as next approver.

63304 Builldings If using this object code you will need to add GASSEETE
isheila Gassner as next approver.

63401 Land Purchase If using this object code you will need to add GASS6876
Sheila Gassner as next approver.

63402 Land Improvements If using this object code you will need to add GASS6876

(Sheila Gassner as next approver.

[54000 - CONTRACTUAL SERVICES

Professional Contractual services-For payments greater than $2000, you must have a completed contract submitted.
However, in lieu of a contract, an invoice must be submitted to Accounts Payable.

64101 Catering On-campus services by Sodexho, Off-campus catering for
Bvents

64102 Outsourced Tempaorary Services Manpower and C&5 Business Services

64104 Entertainment Homecoming, Springfest, Spring Bling entertainers

64105 Medical Physicals, Veterinarian, Vaccinations, Health Center
Physicians

64201 Honorarium Volunteer speakers, cooperating teachers (student
teaching

64203 Professiona Consultants, Speakers, ACT/Chase test scoring and gracing
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64204 stipenas

64205 Technica
64207 Miscellaneous Professional Services

SGA stipenas - idefinition - & stipena is a farm of payment
such as for an internsnip or apprenticeship. stipends are
usually lower than what would be expecied as a
permanent salary for similar work.

constuction, Telecommications, Electrical Contracts

Maintenance Contracts - Regular Monthly or Annual Costs

64301 Officednstructional’scientific Equipment Mtn

64302 Building/Machinery Maintenance
64303 Computervideo Equipment Maintenance

Equipment Repair

64401 OfficeAnstructionarscientific Equipment Repair

64405 VehiclemMachinery Repair

64407 HWVAC Repair
64409 Other Equipment Repair
Lease and Rentals
64501 Equipment or Machinery Lease/Rental

64503 Bullding/Office/space Leasa/Rental

64504 Land Rental
64506 Uniform/Clothing rental

Copier Mtn, Fax Mtn, and Printer Mtn

Elevator Mtn

Datatel and other software Mtn & license renewals lif
using this object code, you will need to add CAMPO353
(Ruth Campbell as next approver)

repair of 1ab equipment

Dil changes, tune up, tire rotation, repairs (see 66505 fOr
purchase of tires

Repairs to heating and cooling systems lie Harold Butzen

Copier lease, Culligan water, tank rentals lie Airgas),
portable toilets (ie Hanady Jond, tables, chairs, decoration
and entertainment (popcorn maching, snow cong maker!

Hotel conference rooms, storage space, office space off
campus, student housing overflow at the beginning of
the semesters

Tuxedo rental, Physical Plant/Purchasing uniforms, lab
coats

[s5000 - TRAVEL

65101 Mileage
65102 Common Carrier

65103 Vehicle Renta
63104 Motar Pool
65105 Gasoline

65200 Lodging
63300 Meals

65400 Incidentals

63500 Cash Advance

Use of personal vehicle

Alrfare, train (if booked by travel agency), bus fYou will
need to add BROCKDZS (Becki Rockers) to the next
Rental of vehicle for University business fie Enterprise
Rent A Car

Use of University owned venicles - Contact Physical Plant
tD reserve a venicle

Gas for rental cars or personal venicle (in lieu of mileage
per diem (not to excesd per diem)

Lodging at hotel or motel

Meals for employees and students while traveling off
campus on University Business

Taxi, shuttles, toll charges, approved telecommunication
costs

Athletic Team Travel, Students on University Business or
International Travel, change funds

[55000 - CONSUMAELE SUPPLIES

66101 OfFfice supplies

66103 Computer supplies/Peripherals

66104 Computer Software

66201 Athletic and Physical EQucation supplies
66202 Instructional supplies
66300 Building Maintenance supplies

66401 Farm and Field supplies

66402 Livestock and Research Animals
66501 Medical supplies

66503 BOOK Purchases (New or used)
66305 Other Consumable Supplies

66506 Lab supplies

66507 Faod Purchases-nan travel relatec

Pens, folders, office furniture under 1000, calculators,
toner cartridges

Computers and printers under $1000, keyboards, external
harddrives, USBE ports (if using this object code, you will
need to add CAMPO358 (Ruth Camphbell as next approver)
software for computers such as Photoshop, Adobe
aAcrobat (if using this object code, you will need to adad
CAMPO338 (Ruth Campbell as next approver!

Team uniforms, bats, balls, athletic supplies,

Items used for classroom instruction, books, videos,
Custodial cleaning supplies, plumbing and electrical
supplies, carpentry supplies

Feed, repair parts for farm equipment

cattle, sheep, mice, fisn

First aid kits, athletic training supplies

Mew or used books

prizes, awards, flowers, tires

Supplies used in Research labs (chemicals, beekers, eto
grocery food items not travel relatec
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[67000 - OTHER coSTS

67004
67005

67005
67007

67003

G7009

G701

67012
67014
67015
67018
67018

67020
67023

Diplomas
Employee Tuition (external

Medical Expenses - student Athletes only
Printing anc Duplicating

PoOstage and Freight

Advertising

Registration and Related Fees

Professional Dues/Memberships/subscriptions
Insurance

Laundry and Dry Cleaning

Security Monitoring

Taxes and Licenses

Computing Database: subscriptions/Purchase
Other Miscellansous Costs

Reimbursement for classes taken at institutions other
than Lincoln
Used by athietics Dept only for coverage of deductinles

On-campus Printshop, Kinkos, Stapies, or 04 state
Printing, publication printing, athietic programs printing

University mailroom, UPS, Federal Express, shipping on
SUpply arders

Job Advertisement, Bid Advertisements, Billboards, Radio
Ads ipromotional items with LU 10go printed on them -
see 66503)

conference registration, exhibit fees, ACT applications or
registrations, admissions for entertainment such as
movies, theme parks, museums, sporting events!

dues for professional organizations, subscriptions for
magazinas

Athletic insurance premiums, venicle and property
insurance, liability insurance for youth attending LU
sponsored events

laundry and dry cleaning of uniforms

SECUrity services for office space (ie sonitrol or 20T
Services)

propery taxes

Library database subscriptions

Game Guarantees

[62000 - UTILITIES/COMMUNICATIONS

Utilities
G310
68102
68103
63104
63105
63105
63107
68108

Electricity

Gas

Fuel QilPropane

water

Fire Hydrants

SEWET ana Drain services
Trash services

Cable Television

Communications

63201
63202
68203
63204

Long Distance Telecommunications
Base Cost Telecommunications

Cell Phone/Pager Services

Internet services

long distance phone cards

Off-campus internet services

[69000 - STUDENT AID

69004

69005

scholarsnips

Graduate Assistantship

(vou will need to add Alfred RODINSON OF SOMECNE from
Financial aid Office to the list of next approvers)
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APPENDIX B: REQUEST FOR CHECK FORM
http://www.lincolnu.edu/files/Request Check Form.pdf

Accounts Payable
Request for Check Form

[ ] Travel Advance [ ] Lodging [ 1 Registration* [ ] Vendor requires prepayment
*Registration forms must be attached

Contact Person: Phone#
Date Needed: Req# PO#

(if available)
Payable to:

Account Number:

Amount of Check: Check is to be:

[ ] Mailed

[ ] Picked up by

Other Instructions:

For example:  Please call John Smith at x1234 when check is ready to pick up.
PO total is $300 for registration for John Smith and Jane Doe. At this time, please
cut check for only $150 to cover Jane’s registration.

Processing Policies:

- The deadline for receipt of this form is 1:00 p.m. on check printing day (MW
during summer hours, MTh during fall/spring semesters). If request is received
after that time, the check will not be processed until the following check printing
day.

- Checks will be mailed or available to pick up from the Cashier’s Office after
3:00 p.m. the day after checks are printed. (This allows the Business Office
adequate time to obtain the proper signatures and verify the accuracy of your
check.)

Please contact the following individuals if you have questions:
- Sandy Koetting, Accounts Payable Supervisor x5038 koetting(@lincolnu.edu

- Stephanie Fields, Accounts Payable Clerk x5061 fieldss@lincolnu.edu
- Melissa Schellman, Accounts Payable Clerkll x5064 schellmanm(@lincolnu.edu
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APPENDIX C: POLICY CLASS APPROVALS

Item Purchased Object Codes Login ID
Computer Equipment, Software, & 63200, 64303, 66103, 66104 | CAMP0358
Supplies
Airline Travel/CC 65102 BROCKO025
Scholarships 69004 ROBI7898
Capital or Building Improvements 63301-63304, 63401-63402 GASS6876
Projects/Grants & Contracts Fund =3 SSCHU247

Effective December 1, 2010
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