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Agenda 

 Wimba Ground Rules 

 Review Objectives 

 EX Situation #1: We’re not using a submitted TAuth…what do we do about it? 

 EX Situation #2: How do we check to see if we have any hanging encumbrances? 

 EX Situation #3: We need to approve an Expense Report, but the Accounting Date is not in the open 

period. What do we do? 

 EX Situation #4: How do we determine if there are any open liabilities in Expenses? 

 EX Situation #5: I cannot figure out where an Expense Report is. 

 EX Situation #6: An Approver has worked an Expense Report, but it won’t leave his/her Worklist…why? 

 EX Situation #7: How is information updated from ADP to PSFIN? 

 Year End-Reminders for Expenses 

 Q & A 

Wimba Ground Rules 

 Use chat text box to submit questions 

 When submitting questions in the chat box, please submit them to “Main Room” 

 May save some questions to end of presentation 

Objectives 

 Identify how to cancel Travel Authorizations 

 Review how to check for and clear up any hanging encumbrances from Travel Authorizations 

 Identify how to reset the accounting date on Expense Reports 

 Identify the queries available for troubleshooting expenses 

 Identify how to resolve open liabilities 

 Review how information is updated from ADP to PSFIN 

 Review Year-End Reminders for Expenses 
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EX Situation #1

• “I have a Travel Authorization that we need to 
get rid of…”

– 1A: TA is still in the traveler’s possession

– 1B: TA is still in an approver’s Worklist & status is 
not yet ‘Approved’, but travel date (accounting 
date) has passed

– 1C: TA has been fully approved and is waiting to 
be applied to an Expense Report
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Why Removing Unused TA’s is Important

• If the TAuth will not be used, you need to 
remove it from the system:

– As soon as the TAuth is submitted & budget 
checked, it creates an encumbrance

– Typically, the encumbrance is relieved when the 
TAuth is applied to the Expense Report

– If the TAuth is not applied to an Expense Report, 
you must remove it from the system in order to 
remove the encumbrance
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EX Situation #1A

• “The traveler has created (but not yet 
submitted) a TAuth for a conference that was 
cancelled. How is it removed from the 
system?”

– Traveler/Traveler’s Delegate can delete the TAuth

– Can delete:

• If it has been created but not yet submitted, or

• If it has been submitted and the approver has sent it 
back to the traveler 
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EX Situation #1A

• Can the Approver delete the Travel 
Authorization?

– No…only the Traveler or Traveler’s Delegate can 
delete a TAuth

– Instead, the Approver can:

• Close out the TAuth by denying it, or

• Sending the TAuth back to the Traveler so that the 
he/she can delete it
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EX Situation #1B

• “An approver has a Travel Authorization in 
their Worklist that needs to be denied since 
the trip was cancelled. However, the 
accounting date has passed and he cannot 
work the transaction. What do we do?”
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EX Situation #1B

• To Reset the TAuth  Accounting Date:

– BOR Menus > BOR Expenses > BOR EX Month End 
> Reset Travel Authorization

– Search by TAuth ID

– Once you pull up the TAuth in the Reset Travel 
Authorization page, ‘save’ the page to reset the 
Accounting Date to the Current Date.
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EX Situation #1B

• After resetting the Travel Authorization 
accounting date, have the approver deny the 
travel authorization

– Must be done in the open period or you will have 
to reset again

• Once the Travel Authorization has been 
denied, you can run budget checking on it to 
remove the encumbrance
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EX Situation #1C

• “We have a fully approved TAuth for future 
travel, but the trip has now been canceled. 
How do we remove it from the system to 
remove the encumbrance?”

• “We have a fully approved TAuth for a trip 
that happened last month. The traveler forgot 
to apply the TAuth to the Expense Report, so 
the original encumbrance is still out there.”
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EX Situation #1C

• Canceling a Travel Authorization

– In order to cancel a TAuth, it must have an 
“Approved” status

– Verify the TAuth status by viewing it

• Travel and Expenses > Travel and Expense Center > 
Travel Authorization > View
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EX Situation #1C

• Run the Cancel Travel Authorization process

– Travel and Expenses > Process Expenses > Cancel 
Travel Authorization

– Add/Select a Run Control ID

– Search for the TAuth that needs to be canceled
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EX Situation #2

• “How do I check to see if there are any 
hanging encumbrances from Travel 
Authorizations? And if we have some, how do 
we clear these up?”
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EX Situation #2

• Hanging Encumbrances

– Run query BOR_KK_OPEN_TAUTH_ENC_CLS

– Run the Travel Authorization Encumbrance 
Interface

– Rerun budget checking for Travel Authorizations

– Rerun query BOR_KK_OPEN_TAUTH_ENC_CLS to 
verify the remaining encumbrance is zero
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EX Situation #2

• Travel Authorization Encumbrance Interface

– BOR Menus > BOR Expenses > BOR EX Interfaces > 
TA Encumbrance Interface

– Enter/Select Run Control ID

– Enter/Select Business Unit

– Once process runs to success, run Budget 
Checking on Travel Authorization

• Verify the TAuth in question will be budget checked

– Rerun BOR_KK_OPEN_TAUTH_ENC_CLS query
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EX Situation #3

• “We need to complete approval work on an 
Expense Report, but the accounting date is 
not in the open period.”

– 3A: Expense Report is still in Approver’s Worklist

– 3B: Original approver has been on vacation for 
past two weeks and Expense Report needs to be 
reassigned to another approver’s Worklist
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EX Situation #3A

• Approvers can change the Accounting Date on 
an Expense Report while it is still in their 
Worklist
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EX Situation #3B

• “We have an Expense Report that needs to be 
reassigned to another Approver, but the 
accounting date is not in the open period.” 

– Reset Expense Report

– Reassign Expense Report
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EX Situation #3B

• Reset Expense Report

– BOR Menus > BOR Expenses > BOR EX Month End 
> Reset Expense Report

– Search for/Select the Expense Report (status 
should be ‘In Process’)

– Once the Reset Expense Report page is displayed 
for that Expense Report, ‘save’ the page

• Changes Budget Status to “Not Chk’d” 

• Updates the Accounting Date to the current date
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EX Situation #3B

• Reassign Expense Report

– Travel and Expenses > Manage Expenses Security 
> Reassign Approval Work
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EX Situation #4

• “How do we determine if there are any open 
liabilities in Expenses?”

– BOR_EX_OPEN_LIABILITY_IN_EX

• Lists transactions with open liabilities and the EX 
transaction still exists in the EX records

– BOR_EX_OPEN_LIABILITY_NOT_FND

• Lists transactions with open liabilities, but the original 
EX transaction no longer exists in the EX records
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EX Situation #4A

• “We have run the 
BOR_EX_OPEN_LIABILITY_IN_EX query and 
have open liabilities listed here. What do we 
do?”
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EX Situation #4A

• Once an Expense Report is paid and the payment 
is posted & journal generated, it will fall off the 
query

• For items with open liabilities on the 
BOR_EX_OPEN_LIABILITY_IN_EX Query:
– Has the expense report been paid?

– Have the payments been posted and journal 
generated?

– Was the payment voided for reissue but not paid 
again?
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EX Situation #4B

• “We have run the 
BOR_EX_OPEN_LIABILITY_NOT_FND query, 
and there is an Expense Report listed on it. 
What do we do?”
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EX Situation #4B

• First, verify that the expense report does not 
exist in the EX records

• Once verified, enter a journal to clear the 
liability

– Open Item Key in the journal entry should match 
the Employee ID of the traveler in the original 
Expense Report

– The Expense Report will always remain on the 
query, so document this for auditors
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EX Situation #4C

• “We have run the 
BOR_EX_OPEN_LIABILITY_NOT_FND query 
and there is a Cash Advance listed on it. Is 
there anything we need to do?”
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EX Situation #5

• “I cannot figure out where an Expense Report 
is.”
– Use BOR_WF_BLACK_HOLE query to determine 

where it is

– If the system does not know where to send a 
transaction, it goes to WFADMIN queue

– If transaction sits in approver’s Worklist queue for 
over 8 days, it will reassign to WFADMIN queue

– If in WFADMIN queue, transaction will need to be 
reassigned
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EX Situation #6

• “One of our approver’s has already worked an 
Expense Report, but it won’t leave his 
Worklist.”

– 6a: Some of the Expense Report lines may be in 
another approver’s Worklist

– 6b: Sometimes the Worklist status doesn’t update 
correctly
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EX Situation #6A

• If the Expense Report has lines assigned to 
another Approver, use the 
BOR_WF_BLACK_HOLE query to verify

• Once the entire report is approved at that 
level, it should leave all approvers’ Worklists
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EX Situation #6B

• Another cause of a transaction not leaving an 
approver’s Worklist is due to the Worklist 
status not updating correctly

– EX.030.410 – Updating Worklist Entry Statuses

– PeopleTools > Workflow > Monitor Worklist > 
Review Work Items
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EX Situation #7

• “How does the information from ADP update 
PSFIN?”

– Flat files of information from ADP received on a 
daily basis that is loaded into Financials

– Bank account information for Expenses is updated 
in ADP

• The account where ‘Sweep Excess Funds’ is checked

– Personal data and employment information is also 
loaded via a flat file daily into PSFIN
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Review Questions 

 

1. If a Travel Authorization is never applied to an Expense Report, it must be removed in order to 
remove the encumbrance from the budget. 

a. True 
b. False 

 
2. In order for the EX Administrator to be able to cancel a Travel Authorization, what must the 

status of the Travel Authorization be? 
a. Submitted 
b. Approved 
c. Pending Approval 
d. Approvals in Process 

 
3. After running the Travel Authorization Encumbrance Interface, what else must be done to 

remove a hanging encumbrance from a travel authorization? 
a. Deny it 
b. Approve it 
c. Budget Check it 
d. Nothing, the interface takes care of everything 

 
4. Can an Expense Approver reset the Accounting Date on an Expense Report that is still in his/her 

Worklist? 
a. Yes 
b. No 

 
5. What query do you use to figure out whose Worklist an Expense Report is in? 

a. BOR_WF_FIND_TRANS 
b. BOR_WF_BLACK_HOLE 
c. BOR_KK_OPEN_TAUTH_ENC_CLS 
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Answers to Review Questions 

 

1. If a Travel Authorization is never applied to an Expense Report, it must be removed in order to 
remove the encumbrance from the budget. 

a. True 
b. False 

 
2. In order for the EX Administrator to be able to cancel a Travel Authorization, what must the 

status of the Travel Authorization be? 
a. Submitted 
b. Approved 
c. Pending Approval 
d. Approvals in Process 

 
3. After running the Travel Authorization Encumbrance Interface, what else must be done to 

remove a hanging encumbrance from a travel authorization? 
a. Deny it 
b. Approve it 
c. Budget Check it 
d. Nothing, the interface takes care of everything 

 
4. Can an Expense Approver reset the Accounting Date on an Expense Report that is still in his/her 

Worklist? 
a. Yes 
b. No 

 
5. What query do you use to figure out whose Worklist an Expense Report is in? 

a. BOR_WF_FIND_TRANS 
b. BOR_WF_BLACK_HOLE 
c. BOR_KK_OPEN_TAUTH_ENC_CLS 
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Year End Reminders for Expenses

• Set a cutoff date for year end 
– There should be no open travel authorizations

• Should all be closed and reentered for 2011, once 2011 is 
open

– Complete Expense Processing
• Budget Check

• Post Liabilities

• Post Payments

• Journal Generate

• Close Liabilities

• Reconcile Cash Advances
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Year End Reminders for Expenses

• Confirm all transactions have been 
successfully processed
– Cash Advances

• BOR_EX_OPEN_CASHADV_BAL

• Cash Advance Aging Report

– Travel Authorizations
• BOR_KK_OPEN_TAUTH_ENC: Close unused TAuth to 

relieve encumbrances

• BOR_KK_OPEN_TAUTH_ENC_CLS: For hanging 
encumbrances, see situation #2
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Year End Reminders for Expenses

• Confirm all transactions have been 
successfully processed
– Expense Reports

• BOR_EX_DUE: Shows EX transactions ready to be paid

• BOR_EX_OPEN_LIABILITY_IN_EX: Situation #4A

• BOR_EX_OPEN_LIABILITY_IN_EX_NOT_FND: Situation 
#4B

– Commitment Control
• BOR_KK_EXSHEET_RECON

• BOR_KK_TRVAUTH_RECON
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Objectives 

 Identified how to cancel Travel Authorizations 

 Reviewed how to check for and clear up any hanging encumbrances from Travel Authorizations 

 Identified how to reset the accounting date on Expense Reports 

 Identified the queries available for troubleshooting expenses 

 Identified how to resolve open liabilities 

 Reviewed how information is updated from ADP to PSFIN 

 Reviewed Year-End Reminders for Expenses 

 

Archive 

 The archive for this Wimba Training Session will be available no later than end of day, April 9, 2010.  

 The archive and training materials will be posted to the GeorgiaFIRST website: 

http://www.usg.edu/gafirst-fin/training/archives/  

 

 

http://www.usg.edu/gafirst-fin/training/archives/

