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	Security
	· Role Security:  Only those individuals with the following roles will have access to view Budget Errors for vouchers:
· Agency AP Processor (KAP_Agy_AP_Processor)
· Kansas GL Viewer
· BU Security:  Business Unit Security is applied. Agencies will only have access to the documents associated to their agency business unit.

	Navigation	
	NavBar: Navigator > Commitment Control > Review Budget Check Exceptions > Accounts Payable > Voucher

	1.
	View Budget Exception Details

To view all vouchers with Budget Exceptions, search by Business Unit and Process Status only.

Click the ‘Search’ button.

Click the voucher ID hyperlink on each result to review it further and determine how to correct the budget exceptions.

The details for Budget Exceptions can also be viewed by clicking the ‘Exceptions’ hyperlink on the Voucher summary tab.

Make a note of the following details for each line in budget error:
a. Ledger Group
b. Exception Type
c. Voucher Line #
d. Dist. Line #
e. Budget Date
f. Fund & Budget Unit
g. Monetary Amount
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Navigation:
· Accounts Payable Homepage > Vouchers > Add/Update > Regular Entry
· NavBar:Navigator>Accounts Payable>Vouchers>Add/Update> Regular Entry
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	The Voucher Exceptions tab provides information about the Ledger Group that the error is associated with and the Exception type. Click the search symbol to view more details for the error including the funding on the line. 
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The Line Exceptions tab provides information about each voucher Invoice line and distribution line that is affected by the budget exception. Distribution line info (c. through g.) can be viewed on both the Voucher Exceptions tab and the Line Exceptions tab.
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	2.
	Use the Exceptions Details to Determine the Root Cause of the Error
See the following chart for typical budget exceptions and likely reasons for them. Whether or not the invoice line is associated with a PO will determine how to look into the budget exception.
	Invoice Line Associated w/ PO?
	Ledger Group
	Budget Exception
	Likely Reason

	Yes
	CC_APPROP
	Ref'd Doc has been Finalized
	Look at the PO - The PO is closed or the PO line is closed or completely used up.

	Yes
	CC_APPROP
	Exceeds Budget Tolerance
	Look at PO Accounting Entries - The amount on the voucher dist. line exceeds the available amount on the PO dist. line.

	Yes
	CC_CASH
	Exceeds Budget Tolerance
	Look at the PO Accounting Entries - The amount spent on the voucher distribution line(s) is in excess of what was encumbered and there is insufficient cash available in the funding.

	No
	CC_CASH
	Exceeds Budget Tolerance
	There is insufficient available cash or no budget has been set up for this fund. *If no budget has been set up, no results will appear in the Budget Details search.

	No
	CC_APPROP
	Exceeds Budget Tolerance
	There is not enough available budget in the ledger or the budget has not been set up OR an incorrect account code is used on the funding line. 



View the Voucher to Check on the Invoice Line Status using one of the following navigations:
· Accounts Payable Homepage > Vouchers > Add/Update > Regular Entry
· NavBar: Navigator > Accounts Payable>Vouchers>Add/Update>Regular Entry

If the Invoice Line is not associated with a Purchase Order, proceed to Step 4 below.
[image: ]
If the Budget Exception is on an Invoice Line associated with a Purchase Order, correction of the budget exception will be tied to how the PO is being used on the voucher. For more information on resolving Match Exceptions and viewing PO Accounting Entries see the Match Exceptions on Vouchers job aid.


	3.
	Review Purchase Order Information
a. ‘Ref'd Doc has been Finalized’ Exception 
Use one of the following navigations to view the PO:
· POs and Receiving Homepage > Purchase Orders > Review Purchase Orders > Review Purchase Orders
· NavBar: Navigator > Purchasing > Purchase Orders > Review PO Information > Purchase Orders
In this example, a review of the purchase order indicates that the exception occurred because the Purchase Order has been closed.
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b. ‘Exceeds Budget Tolerance’ Exception
If the budget exception is ‘Exceeds Budget Tolerance’ and the Invoice Line is associated with a PO, you will need to look at the PO Accounting Entries. Likely, the amount on the PO distribution line has been exceeded in the current voucher or it is exceeded from the current voucher plus any other vouchers using the same PO distribution line (this can include other vouchers that are in exception status which may not be included in the PO Accounting Entries). Determine the balances for the PO distribution lines by analyzing the PO Accounting Entries. This may include pulling these entries into an Excel spreadsheet and sorting by line and distribution line.
· NavBar: Navigator > Purchasing > Purchase Orders > Review PO Information > PO Accounting Entries

View the PO Information on the Voucher Invoice Line to determine which PO Line and PO Schedule are associated with the Invoice Line:
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Once the balance for the PO distribution line has been determined, look at the current voucher and see how it is impacting the PO. The voucher Invoice lines and/or distribution lines may need to be redistributed to match the balances on the PO lines and/or distribution lines. This may involve deleting the Invoice Line and re-pulling in the PO. See the Copy a Purchase Order or Receipt Into a Voucher job aid for detailed instructions. If there are multiple vouchers, in exception status and using the same PO, determine which voucher line should be tied to which PO distribution line and make appropriate changes. View the list of vouchers in budget exception status from Step 1 to determine if more than one is associated with the same PO.




	Navigation	
· General Ledger/KK Homepage > Commitment Control > Review Budget Activities > Budget Details
· NavBar:Navigator > Commitment Control > Review Budget Activities > Budget Details

	4.
	View the Budget Details for the Exception

Use the budget exception details gathered from Step 1 to look up the Budget Details. 

a. Key your agency’s Business Unit and select CC_CASH for the ledger group then click ‘Search’.




b. Only the Fund is necessary for this search. Click ‘Search’.




c. Click the ‘View Details’ hyperlink on the search results based on the Fund and/or Budget Unit being reviewed.


This example shows no available cash in this fund unit.


	Errors in CC_CASH
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Use the budget exception details gathered from Step 1 to look up the Budget Details. 

a. Key your agency’s Business Unit and select CC_APPROP for the ledger group then click ‘Search’.






b. Fill in the Fund, Budget Unit, & Budget Period for the search. Click ‘Search’.



c. Click the ‘View Details’ hyperlink on the search results.




To view all errors associated with the specific budget unit click the ‘Budget Exceptions’ hyperlink.



	Errors in CC_APPROP
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	5.
	Correct the budget errors as necessary
If you are unable to resolve the budget issue, please have your agency’s Liaison open a ManageEngine Service Desk Request for assistance.
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