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GL.040.012 Continuous Audit Vendor Obligation/Payment Report

	1.  
	Click the BOR General Ledger link.
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	2.  
	Click the BOR GL Interfaces link.
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	3.  
	Click the Continuous Audit Vendor link.
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	4.  
	Step 1:

If your institution has Grants that should not be subject to open records requests, you will select the Grants to be excluded from this reporting.

Click the Add/Update Grant Exclusion link.
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	5.  
	Click the Add a New Value tab.
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	6.  
	Click the Add button.
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	7.  
	Click in the Project/Grant field.
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	8.  
	Click the Project/Grant button.
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	9.  
	Click an entry in the Project column.
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	10.  
	Click in the Reporting Year field.

Note: This is the fiscal year that you are reporting (i.e. 2009). You will need to update the Grant Exemptions page each fiscal year.
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	11.  
	Enter a valid value e.g. "2009" in the Reporting Year field. 

	12.  
	If you have multiple Grants that should be excluded, 

click the Add a new row at row 1 (Alt+7) button.
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	13.  
	Click in the Project/Grant field.

Select the next Project ID that should be excluded.
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	14.  
	Click in the Reporting Year field.
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	15.  
	Enter a valid value e.g. "2009" in the Reporting Year field. 

	16.  
	Click the Save button.
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	17.  
	Step 2:
Run the Vendor Obligations process to produce a list of open encumbrances for the current reporting budget year.

	18.  
	Click the Continuous Audit Vendor Report link.
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	19.  
	Click the Add a New Value tab.
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	20.  
	Click in the Run Control ID field.
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	21.  
	Enter a valid value e.g. "CONTAUD_VNDR" in the Run Control ID field. 

	22.  
	Click the Add button.
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	23.  
	Click in the Business Unit field.

Be sure that your institution's Business Unit is selected.
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	24.  
	Click in the Beginning Period field.
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	25.  
	Enter a valid value e.g. "1" in the Beginning Period field. 

	26.  
	Click in the Ending Period field.
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	27.  
	Enter a valid value e.g. "12" in the Ending Period field. 

	28.  
	Click in the Fiscal Year field.
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	29.  
	Enter a valid value e.g. "2009" in the Fiscal Year field. 

	30.  
	Click the Run button.
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	31.  
	Click the Select checkbox.

Run the ConAud Vndr A: Vendor Oblig. BORIF37A process.
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	32.  
	Click the OK button.
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	33.  
	Click the Process Monitor link.
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	34.  
	Click the Refresh button.

Confirm that the BORIF37A Vendor Obligations SQR report runs to Success and Posted.
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	35.  
	Click the Go back to Cont Audit Vendor Report link.
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	36.  
	Step 3:
Run the Vendor Payments process to produce a list of payments with a transaction date within the current reporting fiscal year.

Run the Vendor Payments process using the same parameters previously selected.

Click the Run button.
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	37.  
	Click the Select checkbox.

Run the ConAud Vndr B: Vendor Payment BORIF37B process.
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	38.  
	Click the OK button.

[image: image31.png]




	39.  
	Click the Process Monitor link.
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	40.  
	Click the Refresh button.

Confirm that the Vendor Payments BORIF37B SQR report runs to Success and Posted.
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	41.  
	Step 4:
Now you will review the reports and files created by these processes.

Click an entry in the Details column.
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	42.  
	Click the View Log/Trace link.
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	43.  
	Click an entry in the Name column.
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	44.  
	Review the Vendor Obligation Report and confirm that Grant information that should be excluded from reporting is not included.

Verify that the Vendor Payment Report does not include Grants that should be excluded from reporting.

The reports will include the Vendor TIN if populated in the Vendor. If no TIN is found, the Vendor ID will be reported instead. You should pay close attention to the Vendor TIN to confirm that they are in the required 9 digit format without dashes or non-numeric characters. 

For FY09 reporting, DOAA will accept either the Vendor ID or Vendor TIN. Future reporting should be by Vendor TIN only.

	45.  
	Step 5:
Once you have reviewed the Vendor Obligation and Vendor Payment reports, you will need to save the .AUD files out of PeopleSoft as a .txt file.

Right-click an entry in the APY1405 Name column.
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	46.  
	Click the Save Target As... menu.
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	47.  
	Select the appropriate directory that you wish to save the files to.

	48.  
	Step 6:
The final step in this process is the annual submission of the files to DOAA.

Prior to submission, you will need to save the files as a .CSV file per DOAA requirements.

DOAA will provide instructions for these new annual files and the deadline that these files should be submitted.

	49.  
	Congratulations. You have just completed the Continuous Audit Vendor Obligation/Payment Report topic. 

End of Procedure.
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