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RVKP_MNT_1_PREENCUMBRANCES
Purpose: 
This query indicates Requisitions that are attached to Purchase Orders and have a difference in qty and/or amount between the Requisition and the Purchase Order.

Decisions Needed:

· Have all Requisition steps been completed accurately?

· Is the transaction completed?  Can the Requisition be finalized?

· Is the Requisition still needed or can you cancel it?

· Have all Purchase Order steps been completed accurately?

Action Needed:

· Cancel unneeded Requisitions.

· Finalize the Requisitions that are completed.
RVKP_MNT_2_ENCUMBRANCES
Purpose: 
This query identifies Purchase Orders attached to Vouchers, which have no difference in quantities, but have an amount difference between the Purchase Order and the Voucher.

Decisions Needed:
· Have all Requisition steps been completed accurately?

· Have all Purchase Order steps been completed accurately?

· Have all Voucher steps been completed accurately?

· Is this the final Voucher for the PO or PO Line?

· Has the Purchase Order been Finalized to relieve the Pre-encumbrances?
Action Needed:
· The Voucher will need to be “Finalized” to relieve the Encumbrance from the Budget.  Note – the RVKP_MNT_2_ENCUMBRANCES should be run prior to performing and “Finalizing” Voucher(s) identified by this query.  The Purchase Order must be “Finalized” (to relieve the pre-encumbrance) prior to relieving the encumbrance.
Notify OASIS by June 15th if you cannot resolve issues thru the online panels
RVKP_MNT_3_REQ_WITHOUT_POS
Purpose: 
This query identifies Requisition(s) that have not been attached to Purchase Orders.  Requisition(s) must be attached to Purchase Order(s) to allow the activity to be realized and the funds encumbered in the Budget Period.
Decisions Needed:
· Have all Requisition steps been completed accurately?

· Is the Requisition still needed or can you cancel?
Action Needed:

· Source the Requisition(s) to Purchase Order(s) or “Cancel” the 
Requisition
RVKP_MNT_4_REQ_PO_QTY_DIFF
Purpose:

This query identifies the differences in Quantity between the Requisition and the Purchase Order for PO’s with the Distribution Method of Quantity. 

Decisions Needed:
· Have all Requisition Items been ordered on the PO?

· Have all Purchase Order steps been completed accurately?

· Is the Voucher ready to be finalized?
Action Needed:

· Evaluate the remaining quantities and “Finalize” the Purchase Order (when appropriate).

· Finalize the Voucher (when appropriate)
RVKP_MNT_5_REQS_NOT_POSTED
Purpose: 
This query identifies the Requisitions not posted.  The Requisition must be “Posted” prior to the corresponding Purchase Order(s) being “Posted” and rolled to the new budget year. 

Decisions Needed:
· Have all Requisition steps been completed accurately?

· Is the Requisition still needed or can you cancel it?
Action Needed:

· Post or Cancel the Requisition to allow the corresponding Purchase Order to be eligible for the PO Rollover Process.
Notify OASIS by June 15th if you cannot resolve issues thru the online panels
RVKP_MNT_6_POS_NOT_POSTED
Purpose:

This query identifies all Purchase Orders not posted. All Purchase Orders must be Posted to be eligible for the PO Rollover Process  

Decisions Needed:
· Have all Purchase Order steps been completed accurately?

· Are there any Purchase Orders that need to be cancelled?
Action Needed:

· Post or Cancel the Purchase Order to allow the corresponding Purchase Order to be eligible for the PO Rollover Process.
RVKP_MNT_7_POVCHR_NOT_POSTED
Purpose: 
All PO Vouchers attached to PO’s must be posted prior to Year End.  This query Identifies Purchase Order(s) attached to Voucher(s) and the corresponding Voucher(s) that have not been posted.  

Decisions Needed:
· Have all Voucher steps been completed accurately?

· Is this a current year’s expense or next year’s expense?

· Have all Purchase Order steps been completed accurately?

· If Requisitions are used, have all the Requisition steps been completed accurately?
Action Needed:
· The corresponding Purchase Order and Voucher(s) must be Posted to allow the Purchase Order to be eligible for the PO Rollover Process. 

· Review each field on the query for reasons why the Voucher has not posted.

· Contact the identified Buyer for the Purchase Order to address any uncompleted steps that are needed on the Purchase Order.

· Contact the Requisition Processor to address any uncompleted steps on the Requisitions.

· Cancel the Purchase Order if it is decided that this expense should be for next year.  If this is an expense for the next fiscal year, the Purchase Order will need to be re-entered into the new year. 
Notify OASIS by June 15th if you cannot resolve issues thru the online panels
RVKP_MNT_8_PO_RECEIPT_NO_VCHR
Purpose: 
All PO’s with Receivers must have a Voucher posted prior to Year End. This query identifies all Purchase Orders with Receivers that do not have a corresponding Voucher.

Decisions Needed:

· Have all Purchase Order steps been completed accurately?

· Have all Receiver steps been completed accurately?

· Has the Invoice been received?
Action Needed:

· The Purchase Order(s) and corresponding Receivers must have a Voucher created and “posted” to allow the Purchase Order to be eligible for the PO Rollover Process. 

·  If an Invoice is not received, the corresponding Receiver(s) must be deleted and re-established in the new budget period.

· Contact the Requisition Processor to address any uncompleted steps on the Requisitions.
RVKP_MNT_9_PO_VCHR_NO_RCVR
Purpose:

This query identifies Purchase Orders with Vouchers, but the Receivers do not exist.  

Decisions Needed:

· Does the Three-Way Match Rule apply?

· Have all Receiver steps been completed accurately?

Action Needed:
· The Purchase Order(s) and corresponding Voucher(s) must have a 

       Receiver if the transaction is set to Three-Way Matching. 
· The Purchase Order will not be eligible for the PO Rollover Process when a 

       Receiver is not present for “Three-Way Matching”. 
Notify OASIS by June 15th if you cannot resolve issues thru the online panels
RVKP_MNT_11_OVRDUE_VCHRS
Purpose:

This query allows the departments to identify Accounts Payable Vouchers that are currently past due based on the Invoice Due Date. 

Decisions Needed:

· Have all Voucher steps been completed accurately?

· Was the Vendor / Vendor Location / Address active on or before the date of the Voucher?
Action Needed: 

· Voucher Approval Status should be looked at to see if the Voucher has been approved. 

· If Pending Status, follow up to see where this is in the approval process.  If the department approver has approved it, but not the ACO, it will remain in Pending Status until the ACO approves it.

· Check the Budget Checking Header Status to ensure the voucher has been budget checked.
· Check the Match Action and Match Status columns for any needed matching actions.

·  If Approved Status, this means that the ACO has approved it, but there is some other reason it has not been paid

· Verify and correct the Scheduled to Pay Date to ensure that the date is on or before the current date.

· Check to see if the Hold Payments check box is not checked.
· Is there a Credit Memo for this Vendor that exceeds the amount of the Voucher?
If a Voucher is unpaid and cannot determine why, contact the ACO-Accounts Payable Section
RVKP_MNT_12_STD_VCHRS_UNPOSTED
Purpose:
All Standard Vouchers that are current year expenses must be posted prior to Year End.  This query identifies all Vouchers that have not been posted (both Standard and PO Vouchers). 

Decisions Needed:

· Have all Voucher steps been completed accurately?

· Is this a current year expense or next year expense?

Action Needed:
· Review each field on the query for reasons why the Voucher has not posted.

· Delete the Voucher if it is decided that this expense should be for next year.  If this is an expense for the next fiscal year, the Voucher will need to be re-entered into the new year 
Notify OASIS by June 15th if you cannot resolve issues thru the online panels
RVKP_MNT_13_REQS_NOT_RELIEVED
Purpose
This query identifies PO Distribution Lines that have been canceled and the originating Requisition Lines that have pre-encumbered funds remaining.  These need to be cleared prior to year end. 

Decisions Needed:

· Do the requisition lines need to be canceled?

· Does the purchase order need to be finalized?

Action Needed:
· Cancel the requisition lines which need to be canceled.


RVKP_MNT_14_OPEN_PO_NO_RCVR


Purpose:


This query identifies open PO lines that have not been received or liquidated.  Remaining balances on Purchase Orders without Receivers or Vouchers at year-end will be rolled into the new year during the PO Rollover process.
Decisions Needed:
·  Have all Receivers been entered for which goods have been received?
Action Needed:
· OASIS will run this query to Excel after the close of business on the last day of the “old” fiscal year and will distribute the file to the users via the website and email.

· PO’s with remaining encumbrances in the system will be rolled over to the new fiscal year during the Rollover process.

· Goods received July 1st or later must be entered into the new fiscal year.
Notify OASIS by June 15th if you cannot resolve issues thru the online panels
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