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EX.030.015 - Reviewing Budget Exceptions for Expense Reports
[bookmark: pp_ref_BEFORECONCEPT][bookmark: _Toc31639924]Trigger:


Concept

This topic demonstrates how to review budget checking exceptions for Expense Reports. This topic does not cover HOW to resolve the exception, but it does cover how to review the reason for the exception and which Chartfield was used.

When a traveler submits an Expense Report, the Expenses Module matches the amount and Chartfields used on the transaction against a budget established by the institution. This matching process is called budget checking. Essentially, this process ensure that there is adequate and appropriate funding to pay the expense transaction. For a more detailed overview of budget checking, see Business Process EX.030.013. 

A traveler’s Expense Report cannot be approved at any level until it has successfully passed budget checking. When an Expense Report does not pass budget checking, an exception is created.

Institutions and/or departments may have different requirements as to who resolves budget checking exceptions. Even if you (as a traveler or approver) do not have the responsibility to resolve budget checking exceptions, you may be interested in viewing what the exception is.

For privacy concerns, you must know either the commitment control number, or transaction ID number in order to view Expense Report budget checking exceptions. 

As a recap, this business process is an optional way that travelers and/or approvers can view budget checking exceptions. This is not a required process if others at your institution resolve budget exceptions.

Topic Objectives:
Upon completion of this topic, you will be able to:
- Define budget checking.
- Identify what happens when an expense report does not pass budget checking.
- Identify what is required to review budget checking exceptions. 
- Review Budget Exceptions for an Expense Report.
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Additional Information




Procedure

For this topic, imagine that you submitted Expense Report 0000300009 several days ago. You suspect that it may have a budget exception and wish to see what the exception is. Let’s see how this is done.

	Step
	Action

	1. [bookmark: ID0x00000222] 
	Click the Employee Self-Service link.


	2. [bookmark: ID0x00000223] 
	Click the Expense Report link.


	3. [bookmark: ID0x00000224] 
	Click the Expense Rpt Budget Exceptions link.


	4. [bookmark: ID0x00000225] 
	If your institution experiences a large volume of expense report exceptions, you may wish to limit your search criteria by specifying a search value.

If you wish to check on a particular transaction, the easiest search method would be to enter the Report ID on this search page.

For this example, we will search for all exceptions to demonstrate what information is displayed.

	5. [bookmark: ID0x00000226] 
	Click the Search button.


	6. [bookmark: ID0x00000227] 
	There are 10 expense report budget exceptions listed for this institution. These exceptions are not filtered by employee, thus ALL expense report exceptions are displayed.

For privacy reasons, you must know your specific report ID number (or commitment control ID number). You cannot select or identify exceptions by name or employee ID.

	7. [bookmark: ID0x00000228] 
	You recognize that Report ID 0000300009 is a transaction that you submitted. 

Click the correct entry in the Report ID column.


	8. [bookmark: ID0x00000229] 
	View your exception reason.

The Exception for this transaction ID is that No Budget Exists.

	9. [bookmark: ID0x0000022A] 
	To view the chartfield that was used on this transaction, click the magnifying glass near the beginning of this line.


	10. [bookmark: ID0x0000022B] 
	This page displays the Chartfield that was used on this transaction.

	11. [bookmark: ID0x0000022C] 
	Click the OK button to return to the previous page.


	12. [bookmark: ID0x0000022D] 
	When you have viewed the exception reason and the chartfield that created the exception, you have completed the basic functioning of this component. 

If it is not your responsibility to resolve the budget checking exception, this functionality serves as an optional FYI. 

	13. [bookmark: ID0x0000022E] 
	There are multiple buttons and links on this page that require specific security access to view. You may receive a "not authorized to view" message if you do not have the required security access.

Individuals at your institution who are tasked with resolving budget checking exceptions will most likely have the appropriate security access to view these advanced budget functions.

	14. [bookmark: ID0x0000022F] 
	Click the Return to Search button.


	15. [bookmark: ID0x00000230] 
	You are transferred back to the initial Expense Report Exceptions page where you can search for another transaction 

	16. [bookmark: ID0x00000231] 
	Congratulations. You have just completed the Reviewing Budget Exceptions for Expense Reports topic. Below is a summary of the key concepts of this lesson:

- Budget Checking is the process of matching the transaction amount and Chartfields used on that transaction against a budget established by the institution.
- If an Expense Report does not pass budget checking, an exception is created.
- In order to review budget checking exceptions, you must know either the commitment control number or the transaction ID number.
End of Procedure.
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