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EP.020.570 - Budget Checking Requisitions
[bookmark: pp_ref_BEFORECONCEPT][bookmark: _Toc31639924]Trigger:


Concept

This topic demonstrates how to budget check requisitions in batch by running the Commitment Control Budget Processor. Budget checking is the processing of source transactions against control budget ledgers to see if they pass, fail, or pass with a warning. 

To budget check requisitions in batch, you need to access the Requisition Budget Check page to initiate the Commitment Control Budget Processor. When Budget Checking requisitions in batch, you can run the process on all requisitions or just on certain ones selected by requisition ID, date, requester, origin, or status.

There are two other places where you can individually budget check requisitions. You can click the Check Budget button on the Review and Submit page when creating a requisition. You can also budget check requisitions individually by selecting the Budget Check choice on the Manage Requisitions – Requisition page. 

Topic Objectives:
Upon completion of this topic, you will be able to:
- List the different ways you can budget check requisitions.
- Identify the page used to initiate the Commitment Control Budget Processor process for requisitions.
- Define why it is necessary to create a unique run control ID for each independent type of source transaction that you want to budget check.
- Run the Budget Checking Requisitions process in batch.

Key term:
Below is a key term used in this topic:
- Budget Check - Definition of Budget Check in commitment control is the processing of source transactions against control budget ledgers to see if they pass, fail, or pass with a warning.





	Assumptions

	




	Dependencies/Constraints

	



Additional Information




Procedure

For this topic, imagine that you need to budget check all requisitions that have not been checked yet. To accomplish this, you decide it is best to run the Budget Checking process. Let’s see how this is done.

	Step
	Action

	1. [bookmark: ID0x0000012D] 
	Begin by navigating to the Req Budget Check page.
Click the Purchasing link.


	2. [bookmark: ID0x0000012E] 
	Click the Requisitions link.

	3. [bookmark: ID0x0000012F] 
	Click the Budget Check link.

	4. [bookmark: ID0x00000130] 
	A Run Control ID is an identifier that, when paired with your User ID, uniquely identifies the process you are running. The Run Control ID defines parameters that are used when a process is run. This ensures that when a process runs in the background, the system does not prompt you for additional values.

	5. [bookmark: ID0x00000131] 
	It will be necessary to create a unique run control ID for each type of source transaction that you want to budget check independently of other source transactions. 

For example, if you use the same run control ID for purchase orders and requisitions, the budget processor will process both purchase orders and requisitions existing at the time the run control ID is used to initiate the budget checking process. Check the two source transactions independently of one another. 

	6. [bookmark: ID0x00000132] 
	Click the Add a New Value tab.

	7. [bookmark: ID0x00000133] 
	Enter "REQUISITION_REQUEST" in the Run Control ID field. 

	8. [bookmark: ID0x00000134] 
	Click the Search (Alt+1) button.


	9. [bookmark: ID0x00000135] 
	Use the Req Budget Check page to initiate the Comm. Ctrl. Budget Processor process for requisitions. 

	10. [bookmark: ID0x00000136] 
	Click the Always option.


	11. [bookmark: ID0x00000137] 
	Click in the *Description field.


	12. [bookmark: ID0x00000138] 
	Enter "Requisition Loader Request" in the *Description field. 

	13. [bookmark: ID0x00000139] 
	Use the Business Unit field to specify the business unit for the requisition. You can either select All to specify all business units or Value to specify a particular business unit.

	14. [bookmark: ID0x0000013A] 
	

Valid Values for Req ID are:
• All: Select to budget check all requisitions. 
• Some: Select to display the From and To fields. Budget checks all requisitions that match the date range specified. 
• Value: Select to display the Req ID field. Budget checks the requisition that matches the ID specified in the Req ID field.

	15. [bookmark: ID0x0000013B] 
	

Values for the Req Date field are:
• All: Select to budget check all requisitions. 
• Some: Displays the From and To fields. Budget checks all requisitions for which creation dates fall within the dates specified. 
• Value: Displays the Req Date field. Budget checks requisitions for which creation dates match the date specified in the Req Date field. 

	16. [bookmark: ID0x0000013C] 
	Click the Run button.


	17. [bookmark: ID0x0000013D] 
	Use the Process Scheduler Request page to enter or update parameters, such as server name and process output format.

	18. [bookmark: ID0x0000013E] 
	You must select a Server Name to identify the server on which the process will run. If you use the same Run Control ID for subsequent processes, the server name that you last used will default in this field.
Click the Server Name list.


	19. [bookmark: ID0x0000013F] 
	Click the relevant entry in the Server Name list.


	20. [bookmark: ID0x00000140] 
	Click the Ok (Enter) button.


	21. [bookmark: ID0x00000141] 
	Notice the Process Instance number appears. This number helps you identify the process you have run when you check the status.
Click the Process Monitor link.


	22. [bookmark: ID0x00000142] 
	Use the Process List page to view the status of submitted process requests.

	23. [bookmark: ID0x00000143] 
	The current status of the process is Initiated. The process is finished when the status is Success. Continue to click the Refresh button until the status is Success.
Click the Refresh button.


	24. [bookmark: ID0x00000144] 
	The Run Status is now Success.

	25. [bookmark: ID0x00000145] 
	Congratulations. You have just completed the Budget Checking Requisitions topic. Below is a summary of the key concepts of this topic:

- You can budget check requisitions individually or in batch.
- To budget check requisitions in batch, access the Requisition Budget Check page.
- In batch, you can budget check all requisitions or just the ones you indicate by date, requester ID, origin, or status.
- Creating a unique run control ID for each type of source transaction you need to budget check allows you to run the process on the different types of transactions independent of each other.
End of Procedure.
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