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Sub-process Design Overview 
 
This design entails the receiving of invoices, centrally either at the Ohio Shared Services (OSS) or the 
Managed Services Provider (MSP).  The MSP will be responsible for performing imaging and/or 
document management activities to support various financial processes as defined in the RFP.  The State 
of Ohio is seeking bids for two options that are currently being evaluated by the Ohio Shared Services 
Project (OSSP):  
 


Option 1 – The OSS will be scanning the invoices and other supporting documentation.  The 
MSP will receive the scanned images, capture relevant information from the images, and store 
faxes, emails and uploaded documents from vendors and agencies. 
Option 2 – The MSP will be scanning invoices and other supporting documentation and will 
capture relevant information from the images, as well as store faxes, emails and uploaded 
documents from vendors and agencies. 


 
For both options, an invoice data file will be received from the MSP and will be processed and routed to 
the appropriate voucher processing team in the OSS to create vouchers.  


Key Assumptions  
 


 The changes proposed are applicable to the OSS participating agencies with in-scope processes  


 Vendors will submit standard invoices with required information  


 Agencies will submit standard cover sheets with required information 


 Determination of split of responsibilities between the OSS and the MSP will be determined 
following review of responses to the pending RFP 


 Separate mailing address (or PO box numbers) and fax numbers would be set up to route the 
appropriate documentation from vendors and agencies 


 Time sensitive transactions will be associated with higher service charges  


 Transactions will follow the defined service level requirements (SLRs), which will guide the 
agreed upon turnaround time and service levels required of the MSP  


 A vendor communication plan will be deployed to instruct vendors on how to submit invoices to 
the OSS or the MSP 


 An agency training and communication plan will be deployed to instruct agencies on how to 
submit documents to the OSS or the MSP 


 The MSP/OSS will follow the defined State of Ohio standard record retention schedules for both 
hard and soft copies 


 Both scenarios (MSP and OSS performing some of the tasks) will be included within the request 
for proposal (RFP) as a possible solution for scanning and imaging, and the process team will 
incorporate inputs from the Enabling Technologies team 


 If the decision is made to perform scanning at the OSS, a process will need to files from the OSS 
to the MSP  







Key Changes 
 
The new design reflects the following key changes:   
 


1. All invoices will be received centrally and imaged 
Vendors will be instructed to submit invoices to the OSS/MSP who will be responsible for imaging, 
processing and archiving all received invoices. 


 
2. Agencies and vendors will have multiple ways to submit documents to the OSS/MSP 


Agencies or vendors will submit invoices and other documentation to the OSS/MSP through 
multiple channels including upload, fax, e-mail, or mail. 
 


3. New custom workflow will be developed to alert  OSS on  vouchers ready for creation 
OSS PO or Non-PO voucher clerks will monitor their worklist, generated by a new custom 
workflow, on an on-going basis to check for the scanned invoice worklist items. 
 


4. Standard document retention for the OSS participating agencies 
All OSS participating agencies will follow the defined OSS document retention schedules.   


 


Key Benefits 
 
The team identified and validated the following benefits during Client Advisory Team (CAT) Design 
Sessions, Conference Room Pilots (CRPs), CAT Validation Sessions, and several ad hoc working 
sessions with the OSS team and CAT members:  
 


 Consolidates the storage of all electronic and paper documentation  


 Improves access to supporting documentation via imaged and attached documents for all vendor 
invoices 


 Improves efficiency of receiving and processing invoices across multiple agencies and employing 
enabling technologies 


 Standardizes the retention and destruction of electronic and paper documents for all OSS 
participating agencies 
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Sub-process Flow   
 
The team developed the following business process flow during CAT Design Sessions and refined it through feedback received during CAT Design Sessions, CRP 
Sessions and CAT Validation Sessions. The technology and software enhancements to support this process are identified in the High-level Activity Narratives 
under the Notes column, and correspond to the Business Technology Requirements and Software Gap Analysis Results sections.  
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High-level Activity Narratives  


FIN20-15: Manage Invoices 


Activity 
(Box #) 


Activity Name 
Responsible 


Function 
Responsible 


Role 
Summary Activity Description 


Notes 


1 Submit 
invoices to 
MSP 


Vendor MSP/OSS The vendor mails a standard invoice to 
the MSP or OSS address. For 
purchases with an invoice, the 
information needed on the invoice is: 
  
Required: vendor name to include 
doing business as (DBA), agency 
name and institution, vendor location 
(for confirmation in cross reference), 
amount, item description, quantity, unit 
of measure, unit price, remittance 
address  
Optional: vendor number/tax ID, 
payment handling, contract number (if 
applicable), payment message (if 
applicable), and PO ID number when 
applicable 
 
The standard invoice requirements will 
be communicated to all vendors.   


 


2 Submit 
receiving 
documentatio
n, invoices & 
other 
documents to 
MSP 


Agencies MSP/OSS Invoices or supporting information 
submitted to agencies will re-directed 
to the MSP/OSS for scanning, imaging 
and/or attaching. Types of supporting 
information include RFQs, ISTV, 
receipts, statements, past due notices.  


Open issue:  


3 Receive 


invoices, 


receipts, and 


other 


documents 


MSP/OSS MSP/OSS The MSP/OSS will validate the 
received invoice for key data fields 
including vendor name, agency name 
and institution, vendor location (for 
confirmation in cross reference), 
amount, item description, quantity, unit 
of measure, unit price, remittance 
address, and PO ID number.  The 
MSP will check for complete required 
information and will forward the OSS 
invoices with missing/incorrect 
information for future follow ups with 
vendors or respective agencies. For 
supporting information requiring 
scanning/attaching, the MSP will check 
for all required information and forward 
to the OSS to follow up with vendors or 
for further advice. 


 


4 Prepare 


document for 


MSP/OSS MSP/OSS The MSP/OSS will prepare the 
documents (e.g. remove staples from 
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Activity 
(Box #) 


Activity Name 
Responsible 


Function 
Responsible 


Role 
Summary Activity Description 


Notes 


scanning 


(staples, etc.) 


the documents, order the documents 
for scanning, if required, group these in 
a logical form, etc). Also MSP/OSS will 
check if key index fields are filled in by 
the vendor and/or the agency. 


5 Scan and 


cleanup 


document 


MSP/OSS MSP/OSS The MSP/OSS will scan the 
documents and ensure that the images 
are legible.  The MSP/OSS will 
automatically check for following items: 


-The image is not skewed and does 
not have specks on the image.  


-The image is checked that it has not 
shrunk from its original size, and 
has not discolored.  


-Two sided documents are checked 
to confirm that both sides captured 
in the image. 


 


6 Determine if 


image 


readable 


MSP/OSS MSP/OSS If the document is not legible, rescan 
the document.  If the source document 
is illegible, contact the OSS.  The OSS 
will then contact the originator of the 
source document for follow up and to 
obtain a legible document. 


 


7 Index 


document 


based on 


document 


type 


MSP MSP The MSP/OSS will index the document 
based on pre-defined key fields. This 
will help identify the document type 
and determine how the document will 
be routed for processing. 


 


8 Determine 


indexing of 


remaining 


fields 


MSP MSP The MSP/OSS will determine the 
remaining required fields for indexing 
based on the document type and 
source (e.g. scanned, faxed, or 
emailed). 


 


9 Route 


document to 


exception 


handling team 


at OSS 


MSP OSS For documents with missing required 
information or incorrect information 
(e.g. if the information is missing for 
any or all of the fields: vendor name to 
include doing business as (DBA), 
agency name and institution, vendor 
location (for confirmation in cross 
reference), amount, item description, 
quantity, unit of measure, unit price, 
and remittance address) then the MSP 
will route the document link to the OSS 
for follow up.  


 


10 Create data 


file and send 


MSP MSP Once all the required information is 
verified as complete, the MSP will run 
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Activity 
(Box #) 


Activity Name 
Responsible 


Function 
Responsible 


Role 
Summary Activity Description 


Notes 


to OSS a batch job to create and send a data 
file to the OSS at scheduled intervals. 
The data file contains the information 
including agency/business unit, 
transaction type, vendor name, and 
type of document. 


11 Determine if 


hard copy 


required 


MSP/OSS MSP/OSS Based on the defined document type, 
the MSP/OSS will determine if a hard 
copy of the document needs to be 
retained. 


 


12 Store 


document 


MSP/OSS MSP/OSS The MSP/OSS will store the document 
according to state policies for 
document retention.  


 


13 Follow 


document 


retention 


policies 


MSP/OSS MSP/OSS The MSP/OSS will follow the State of 
Ohio definition of standard record 
retention schedules. The MSP/OSS 
will be prohibited from dispensing or 
destroying public information or 
records without proper approval by the 
OSS. 


 


14 Review 


retention 


schedule 


MSP/OSS MSP/OSS The MSP/OSS will review the defined 
retention schedules and determine if a 
record could be destroyed and has all 
the necessary approvals to be 
destroyed.  Record retention 
schedules are to be updated regularly 
by the State of Ohio.  Records will be 
organized and maintained so that they 
are readily available for inspection and 
copying. 


 


15 Maintain 


paper 


document in 


temporary 


storage 


MSP/OSS MSP/OSS The MSP/OSS will store the paper 
document in temporary storage for a 
predetermined length of time before 
destruction. 


 


16 Determine if 


temporary 


paper 


retention 


period has 


elapsed 


MSP/OSS MSP/OSS Original hard copies will be retained 
until images can be successfully 
accessed in OAKS.   


 


17 Destroy 


documents  


MSP/OSS MSP/OSS The MSP/OSS will destroy the paper 
documents.  The MSP/OSS will be 
prohibited from dispensing or 
destroying public information or 
records without proper approval by the 
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Activity 
(Box #) 


Activity Name 
Responsible 


Function 
Responsible 


Role 
Summary Activity Description 


Notes 


OSS. 


18 Handle 


exception 


documents 


OSS OSS The OSS team will contact the vendor 
to provide the missing details or re-
submit correct documentation.  Invalid 
documents will be staged for further 
processing based on document type.   


 


19 Receive and 


process data 


file from MSP  


OSS OSS The OSS will receive and process the 
data file from the MSP at scheduled 
intervals. The data file contains key 
invoice information (e.g. 
agency/business unit, transaction type, 
vendor name, content type). 


[BTR #74,  
Gap 105] 


20   Translate data 


values in file 


to OAKS  


OSS OSS The OSS will translate the data file and 
load into new custom staging tables.  
The new custom process will translate 
the received data into standard OAKS 
format. 


[BTR #74, 
Gap 105] 


21 Route to 


appropriate 


voucher 


clerks‟ 


worklists 


OSS OSS The OSS PO or Non-PO voucher clerk 
will monitor the worklist, generated by 
a new custom workflow, on an on-
going basis to check for the scanned 
invoice worklist items. 


[BTR #74, 
Gap 106, 
Gap 108] 
[BTR #58, 
Gap 75] 
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Process Impact Summary 
The team identified the following impacts as part of the CRPs and ongoing OSS team working sessions: 


 


Configuration Impacts 


 TBD
1
 


   


Conversion Impacts 


 TBD
1
 


 


Report Impacts      


 TBD
1
 


 


Interface Impacts 


 A new custom interface will be created that will read the data file sent to OSS by the MSP. This 
interface will read each line on the input file, and identify the content type. For example the content 
type can be an Invoice, Receipt, ISTV supporting documentation, Journal supporting documentation 
etc. Based on the content type the process will load the input data in to a set of new custom tables 
that will be created for staging this data. One new custom table per content type will be needed to 
stage the input data. For additional details please refer to BTR #74. 


 The above custom interface will translate some of the data from the input file to an OAKS acceptable 
data format before loading the custom staging tables. For example: Information such as Business 
Unit, Vendor Id will not be on the incoming invoice, but will need to be derived by cross referencing 
OAKS tables. Business unit will be derived using the agency description on the input file. Vendor Id 
will be derived using the PO Id on the input file. If a PO Id is not present, then Vendor Id will be 
derived using the description of the vendor on the input file. New cross reference tables may need to 
be created to accomplish this data translation. For additional details please refer to BTR #74. 


 


Batch Program Impacts 


 New batch job needs to be created to run the new custom interface process described above in a 
periodic scheduled manner. The frequency and timing of the run need to be determined during build 
phase. For additional details please refer to BTR #74. 


 


Online Impacts 


 New online customization for displaying the image of the invoice when the „Add Voucher‟ page is 
loaded. This page is loaded when the OSS voucher clerk clicks on the worklist entry to create a 
voucher. The information extracted out of the input file from the MSP will be loaded on to the „Add 
Voucher‟ page as default information. For additional details please refer to BTR #58, 74, 75. 


 


System Performance Impacts  


 The custom interface process will be a highly database resource intensive process and may have 
performance bottlenecks. The task of reading the input data file, translating the data and creating 
worklist entries will be a performance intensive process. Performance issues need to be addressed 
during the build phase. 
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Security Impacts 


 Security will be enabled so that all voucher clerks at the OSS will have access to their worklist. 


 New roles need to be setup and security access defined for OSS voucher clerks. New roles for PO 
and Non-PO voucher clerks need to be defined and users associated to these roles. This will enable 
users to access worklist entries for Non-PO or PO vouchers. 


   


Audit Impacts 


 TBD
1
 


 


Technical Impacts 


 Documents will be scanned and uploaded to the MSP‟s server including: invoices, manual payment 
forms, supporting information, vendor master set-up forms, vendor master update forms, and ISTV 
supporting information. 


  


Workflow Impacts 


 A new custom workflow will be developed to read the input data stored in the custom staging tables 
and create worklist entries in OAKS based on voucher type (ie. PO and Non PO).  Each worklist entry 
will have the key required data provided by the MSP along with the URL for the image of the invoice.  


      For additional details please refer to BTR #58, 74. 
 


Application Impacts 


 Data archival requirements will have to be defined. The high volume of incoming data from the MSP 
will required more disk space for the custom staging tables and also they need to be periodically 
archived to improve system performance. 
 


Policy Impacts/ Directive Impacts2 


 There is a policy impact to allow legible scanned documentation as originals for processing purposes. 
Please refer to BTR # 58, 75. Please refer to Item #13. 


 Policy changes may be needed to remove the Last Receipt date customization in OAKS. For 
additional details please refer to BTR #36. Please refer to Item #45. 


 Policy changes may be needed to identify and communicate to vendors and agencies the date which 
will be recognized by OSS as date of receipt for payment purposes. Please refer to Item #41. 


 The OSS/MSP will follow current OBM guidelines for proper invoice requirements - ORC section 
125.01 (B). Please refer to Item #2. 


 Define clear and consistent retention periods for scanned data received by the OSS for goods, 
services and travel (classified or non-classified). Please refer to Item #10. 


 Rules for Local Printing of Scanned Images - Define if/when scanned documents will be available for 
printing by end users. Please refer to Item #37. 


 


 


 


 


Procedure Impacts 







 Procedures and protocols for submitting documents for imaging are pending decision on MSP 
selection and scope (e.g, mail, email, fax with cover sheet).  


 
 


Labor Contract Impacts 


 TBD
1
 


 


OAC (Ohio Administrative Code) Impacts 


 TBD
1
 


 


ORC (Ohio Revised Code) Impacts 


 TBD
1
 


 


Change Management Impacts 


 OSS PO and Non-PO voucher clerks will need to be trained on how to create new vouchers from a 
scanned invoice image, and to check for match exception notifications within their worklists.  


 Process changes involving the processing of invoices that are scanned and imaged into OAKS from 
the MSP will have to be communicated to agencies involved in OSS and included in the training 
material. 


 Vendor communication requirements and expectations for required fields on vendor invoices (Tax Id, 
Doing Business As (DBA), etc) 


 Communication needs to be defined for vendors who have multiple addresses sending to multiple 
agencies 


 
Additional impacts, if any, are expected to be discussed prior to the Build phase and will be incorporated 
into this document upon completion. 


Key Inputs and Outputs   
 
The team identified the following inputs and outputs during the CRP sessions: 
 


Inputs  


Description Status Type Source Change 


New interface to load scanned invoice 
from Managed Service Program to OAKS 


New Interface Role – Managed 
Service Provider 


Yes – 
New 
customize
d interface 
process 


New workflow to create worklist entries for 
OSS PO and Non-PO voucher clerks that 
will enable them to initiate the process of 
voucher creation. 


New Workflow OSS – Voucher 
Clerk 


Yes – 
New 
customize
d workflow 
process 


Hyperlinks to Display image of invoice 
when creating a voucher 


New Online OSS – Voucher 
Clerk 


Yes – 
New 
online 
customiza
tion to 
display 
image of 







Description Status Type Source Change 


the 
invoice. 


 


Outputs 


Description Status Type Source Change 


N/A N/A N/A N/A NA 


 


Open Items 
CRP-specific Open Items 
 
At the time of submission of the standalone CRP Summary deliverables, the following „open items‟ were 
captured.     
 
These items will be resolved as a part of the Build phase: 


 


 The OSS or MSP will need to determine how to process exception documents. 


 The OSS or MSP will need to determine how to deal with duplicate vouchers or scanned images. 


 Data Archival requirements and procedures need to be defined  


 How will the rejected vouchers or invalid images (e.g. duplicate invoices, statements, etc) be 
handled? Will there be a technical interface available to handle rejected images? And who will be 
doing the deleted images clean up? 


 How will the vouchers associated with PO‟s be routed from Non PO voucher queue? 


 Determine which date will be recognized by OSS as date of receipt for payment purposes (Is it the 
date when the voucher processor determines the quality of data to be acceptable on the scanned 
invoice)? 


 What is the approval process for records destruction at the OSS or the MSP? 


 Email notification to the requester for when images have been attached to the necessary document in 
OAKS. 


 Processing of receipts, vendor statements, vendor master set-up forms, vendor master update forms, 
and ISTV supporting information images needs to be defined. 


 
General Open Items 
 
At the time of submission, no general open items were captured within the “Open Items” Log maintained 
by the Finance Process Design Team.  However, as the Design phase continues and the Build phase 
ensues, the team will continue to identify, document, and track new open items related to this sub-
process. 
 
Item 


# 
Priority


1
 Description Identified by 


Date 
Submitted 


Assigned 
Team 


Assigned 
Owner 


216 Design 
How can we add a rush processing 
mechanism for things such as PO and Non-
PO invoices (time sensitive materials) 


    


218 Design 
Determine if document preparation & review 
happen in OSS before scanning or all 
activities performed by MSP? 


    


224 Build 


Determine the appropriate invoice receipt 
date for the start of net 30 pay period (is the 
date when the voucher processor determines 
the quality of data to be acceptable (on the 
scanned invoice)? 


    







 
Priority refers to the project phase in which closure or resolution is anticipated of the identified open item. 
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Endnotes 
                                                      
1
 “None” was identified in the corresponding standalone CRP Summary final deliverables submitted to the State prior 


to August 22, 2008; on August 26, 2008, the State requested the “None” be updated to “TBD” in this packet.
  


2
 Policy and Directive Impacts are tracked in the “Policy Issue” Log maintained by the Finance Process 


Design Team 
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1 Introduction 
This document details the standards that will be used by OAKS when customizing the delivered 
PeopleSoft product.  In addition, this document outlines the documentation standards that will 
be used by OAKS in enhancing and maintaining delivered PeopleSoft objects 
 
This document was developed to ensure that modifications performed by the Development 
Team members use uniform naming and documentation conventions.  These standards should 
be followed in order to easily identify any enhancements made to the PeopleSoft environment 
and to provide an audit trail defining what was changed by whom and the reason(s) the changes 
were made.   
 
As a rule, no PeopleSoft delivered objects (page, record, field, PeopleCode, SQR, etc.) should 
be modified, except via the procedures described in this document.   All enhancements to 
PeopleSoft delivered objects should be properly tracked in order to expedite system 
maintenance, insure system and data integrity, and to assist in the upgrade process (applying 
new PeopleSoft release).  
 
As a rule, all new enhancements should have a prefix of “OH_”. 
 
This document covers the following standards for development: 
 


• Naming Standards 
• Commenting Standards 
• Online Development 
• SQL Standards 
• SQR Reporting (Ad hoc & Batch) Development 
• COBOL Development 
• Crystal Reports 
• nVision Reports  
• Application Engine Programs 
• Application Messaging  


 
 
All developers should also review further standards concerning development and/or 
testing methodologies.  
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2 Getting Started 
 
The first time a new user wants to use application designer on terminal services they need to: 
1) Log into  
[Omitted] 
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2) The user  will get the following menu: 


 
 
3) Click on import tab at the top right hand corner. 
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4) Now click on the Import from a file button in the middle of the screen to import 


 
 
5) Change the location to [Omitted] and double click on the PT84605.cfg file. 
[Omitted] 
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6) The following screen will appear: 


 
 
7) Click OK on this screen and then oOK again on the bottom screen… 


 


 


3 Construction Guidelines 
 
The Construction section discusses all the steps necessary to build an On Line Work Unit.   An 
On Line Work Unit consists of a Record, View, Search Record, Page, Menu, etc. 
 
Completing the following seven steps allows the Developer to effectively develop an On Line 
Work Unit. 
 


STEP DESCRIPTION 
1.  Build the Record Definition Use the Application Designer to define the 


fields and their attributes on a record definition. 
2.  Create the Underlying SQL Table Use the ‘SQL Create Table’ or ‘SQL Alter 


Table’ option in the Application Designer to 
create the underlying SQL Table on the 
Database. 


3.  Build the Page Use the Application Designer to create a Page 
definition. 
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STEP DESCRIPTION 
4.  Build the Component Use the Application Designer to create a 


Component Definition. 
5.  Add the Component to a Menu Use the Application Designer to add the new 


Page to a menu.  You can put it on an existing 
menu or create a new menu for the Page. 


6.  Authorize Operators to Access 
the Page 


Use the Operator Security window to add the 
new Page to the list of authorized Pages for 
security profiles. 


7.  Test the Page Access the new Page and thoroughly test to 
ensure that data can be entered and the Page 
performs correctly. 


 


3.1 Record Construction Standards 
The Work Unit Detail Design should incorporate these standards and techniques.  It is the 
responsibility of the Developer to ensure that these standards and techniques are adhered to.  If 
the Developer encounters a situation that is not covered, it is up to the Programming Supervisor 
to make the decision. 
 
The following standards apply to the construction, appearance, and operation of PeopleSoft 
Records.  These standards apply to both maintenance of existing PeopleSoft Records and to 
new construction.  Refer to PeopleTools Application Designer PeopleBooks when necessary. 


3.1.1 Fields 


PeopleSoft fields are defined system-wide.  That is, field characteristics such as long name, 
short name, length and format are properties of the field regardless of what table the field is 
used on. Changing a field definition on one table will change it on all tables.  While this insures 
consistency throughout the system, it also requires that changes to fields be managed carefully. 
 
Before changing an existing field, follow the procedures outlined.  This includes long name, 
short name, length and formatting. 


3.1.2 Field Labels 


1. All fields are described by a "Short Name" and "Long Name".  Do not hesitate to use all the 
10 or 30 characters to fully describe the field. Avoid abbreviations in the Long Name except 
for the standard abbreviations. 


2. The use of standard RFT (Record Field Tag) long and RFT short labels guarantees that the 
labels will be consistent across all Pages.  These labels also exploit the table-driven 
architecture, easing future maintenance. 


3. Use Mixed Case in both the Long Name and Short Name. 
4. Each word within the label should start with an uppercase letter followed by lowercase 


letters. 


3.1.3 Records 


1. LongVarChar (Long) fields should always be the last fields in a record. 
2. DESCR and DESCRSHORT should always be used for descriptions rather than record-


specific titles.  For example COMPANY_TBL uses DESCR instead of COMPANY_NAME.  
DEPT_TBL uses DESCR instead of DEPT_NAME. 
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3. The values of DESCR and DESCRSHORT should be mixed case.  Upper and lower case 
should be used to improve the readability of DESCRSHORT. 


4. Fields that are used as codes should not be defined as mixed case. 
5. Avoid deleting a PeopleSoft defined field from a record.  If a delivered field is not going to be 


used, it may be hidden on Pages but it should not be deleted from the record. 


3.1.3.1 The XLAT Table 
XLATTABLE is actually a table of tables.  It holds translated values for code sets that may be 
used throughout the system.  The translate values are defined for the field regardless of the 
record the field is used on.  Refer to the following guidelines for deciding whether a code set 
should use the XLATTABLE or its own table. 
 
1. Will the values and codes change often?  If the values are static or nearly so, the field is a 


good candidate for the XLATTABLE. 
2. How many values are there?  If there are few to a moderate number of values (up to one 


hundred) then this field is a good candidate for the XLATTABLE. 
3. How many characters long is the code?  The XLATTABLE only allows codes up to three 


characters. 
4. Do the values need to be active/inactive or effective dated?  The XLATTABLE has an 


effective date and active/inactive toggle for each value. 
5. Who will update the table values?  If users (not programmers) need to be able to update the 


values then a special Page must be set up that uses a view of XLATTABLE.  This allows 
users to maintain the table without giving them access to the Application Designer and 
guarantees that only the values for the specified code set are changed.  A control table may 
be the right solution in this case. 


6. Does the code set control processing or is it used only to translate codes for display and 
reporting purposes?  The XLATTABLE supports only an effective date, active/inactive 
status, and descriptive fields.  If other parameters should be attached to the codes, the code 
set must be supported by its own table. 


 
Note: When adding in new translate values, use 01-01-1901 as the effdt.  This enables us to tell 
our custom / modified translate values from the delivered values, which will have an effdt of 01-
01-1900. 


3.1.3.2 Index Guidelines 
The following is a discussion of how PeopleSoft creates indexes based on the key parameters 
entered in the Application Designer. 
 
The primary key to a Record is determined by PeopleSoft to be all fields designated as key 
fields.  The order of these fields (from top to bottom) determines their position in the key 
structure.  Alternate keys are those fields designated as alternate keys.  The Application 
Designer creates indexes for a table at the same time that the table is created.  The guidelines 
that it uses are as follows: 
 
1. An index is created that includes the key fields in the order defined in the Application 


Designer (called the same as the record e.g. PS_JOB for JOB). 
2. An index is created that includes all the columns that are alternate keys in the order defined 


in the Application Designer (e.g., PS#JOB). 
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3. An index is created for each alternative key field.  The alternative key field is the first column 
and then all other keys (alternate or not) are included in the order defined in the Application 
Designer (PS0JOB, PS1JOB, etc.). 


3.1.3.3 Procedures 
PeopleSoft maintains its record definitions in its own system tables (e.g., PSRECDEFN, 
PSRECFIELDS, etc.)  Changes to PeopleSoft records must be accomplished by using the 
PeopleSoft Application Designer.  In no case should the PeopleSoft system tables be updated 
by another means. 
 
After the PeopleSoft system tables have been updated, corresponding changes must be applied 
to the Database tables.  In some cases, this can be accomplished by the Application Designer.  
In other cases, SQL scripts must be written. 
 
It is imperative that the PeopleSoft and Database system tables be kept "in sync".  Failure to do 
so will impact any Component which accesses data in tables where the PeopleSoft definition 
does not match the Database definition.  The impact will be felt by anyone and everyone who 
accesses the table. 
 
In most cases, the project leaders can minimize the implications of changes by carefully 
assigning work.  However, in a truly integrated system some tables will be shared by all 
applications.  See the section on Object Control for procedures to follow when modifying them. 
 


3.1.3.4 Audit Records 
PeopleSoft provides two types of Auditing, Field Level and Record Level.  The OAKS project will 
use field level auditing as the standard auditing approach.   The audited information will be 
stored on the PSAUDIT table. 
 


3.1.3.5 Build Records (in PeopleSoft) 
 
OAKS will not allow Developers to build records/indexes in the PeopleSoft System.  Developers 
will have to follow the procedure listed below to request the building or altering of PeopleSoft 
records. 
 


� Make the modification to the record layout in the proper PeopleSoft development 
environment. 


 
� Save the modified record layout and place the object(s) to be built in a PeopleSoft 


Project.  
 


o The PeopleSoft Project containing the objects to be built should be named 
“OH_BUILD_xxx” where xxx is the reference (example Detail Design Name, 
System Information Request Number, etc). 


 
Send an email to [Omitted] that contains the PeopleSoft Project name 
 


o List the objects that need to be built, and the build action(s) required. 
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� Please note that it is the developer responsible to track the objects listed 


in the “OH_BUILD_xxx” project.  The Database team will build all objects 
listed in the projects at the time the request is being processed. 


 
o Build action for each object – Create, Alter, Rename – need old name please  


 
� The default actions for build are the following:  
� Create – recreate even if object already exists (implies data dropped) both tables 


and views. Recreate index if modified.  
� Alter – drop column even if data present, truncate data if field too short. 


 
 


3.1.3.6 Search Records 
Search Records may not be modified without discussion with the technical team.  Due to the 
huge impact on applications, search records have to be tightly controlled.  Search records can 
be shared between multiple Pages and as prompt tables.  If necessary, new search records can 
be created.  
 


3.1.3.7 Run Control Records 
The OAKS project will utilize custom run control records for custom processes.  There will be, at 
a minimum, one custom run control records per application, one for FIN and one for HCM. 
These run control records will be cloned from delivered records.  For FIN, the RUN_CNTL_FS 
run control record will be cloned and the new record will be named, OH_RUN_CNTL_FS.  
OH_RUN_CNTL_FS will be the standard run control record for all custom FIN processes.  If 
fields are required for the custom process that do not currently exist on the OH_RUN_CNTL_FS 
record, they should be added to this record.  This approach enables the OH_RUN_CNTL_FS 
record to be utilized for all FIN custom processes. 
 
If a scroll area is needed to capture run control data for multiple business units, the 
OH_RUNCTL_FS_BU record will need to be utilized.  The OH_RUNCTL_FS_BU record will be 
a child to the OH_RUN_CNTL_FS record and will contail business unit specific run control 
criteria.  Again, it is only needed when run control data for multiple business units must be 
captured. 
 
Run Control records for the HCM environment will be based on key structure.   
 
Table Name Use Environment comments 
OH_RUNCTL This Run Control 


should be used for 
Custom Processes 
that only required 
Operator Id and Run 
Control Id as key 
values. 


Human Resources  


OH_RUNCTL_DEPT This Run control 
should be for 


Human Resources  
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processes that utilize 
the OAKS 
Department Security 
Tree Logic.  


    
 
 


• If a field needs to be required it MUST be handled through the use of PeopleCode.  This 
is to ensure that by adding additional field to the run control record other work units will 
not be affect. 


• If a new key is needed, please create a new record.  Make sure to work with the 
Development lead to update this document to maintain a comprehensive list of all run 
control records.�


 


3.1.4 PeopleCode Guidelines 


Duplicate logic 
 If you use the same logic twice in PeopleCode, do not retype it, create a function and call it. 


Forcing a user to exit from a Page 
To force an exit from a Page, use WinEscape (); 


View definitions 
 All view definitions should list each field specifically.  Do not use '*' in the select statement 


Deleting PeopleCode 
Do not delete any PeopleCode.  "Comment out" the relevant lines with an explanation of why. 


Functions and Derived Records 
 Do not add new functions to the PeopleSoft delivered FUNCLIB and DERIVED records.  Create 
specific Derived and Function Records as needed. 


3.1.4.1 Date in PeopleCode 
When working with Date fields or variables use PS delivered date system variables and 
functions. For example use %Date system variable to determine the current system date. 
 


 Usage &DateVariable = %Date. 
 
Refer to PeopleBooks for other system date variables and functions. 


SQLExec Command 
The literal in SQLExec is limited to 1000 characters.  It can be concatenated with another string 
(which allows an unlimited size SQL statement).  The number of bind variables is limited to 32. 
 
SQLExec (e.g., "select...from" | "PS_EM...:1...",&temp1, &temp2); 
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3.1.4.2 Date in SQLExec 
When querying or updating Date fields use PS delivered date system variables and functions. 
For example use %Date system variable to determine the current system date. 
 


 Usage &DateVariable = %Date. 
 


And %DateIn should be used whenever a date literal or Date bind variable is used in a 
comparison in the WHERE clause of a SELECT or UPDATE statement, or when a Date value is 
passed in an INSERT statement 
 


Usage SQLExec (UPDATE PS_PERSONAL_DATA SET LASTUPDT = %DATEIN(:1), 
&DateVariable). 
 


Refer to PeopleBooks for other system date variables and functions. 


Error and Warning Messages 
All error and warning messages should use the MsgGet or MsgGetText features of 
PeopleCode.  PeopleSoft stores Error and Warning Messages in two tables: 
MESSAGE_CATALOG and MESSAGE_SET_TBL.  Message sets 1 through 19,999 are 
reserved for use by PeopleSoft.  They can be used, but they cannot be changed, deleted or 
added to. 
 
Warnings and Error messages can only be used in FieldEdit, SaveEdit and SearchSave 
PeopleCode segments.  Warning and Error commands require that the Page be canceled if they 
are used in any other type of PeopleCode segment.  The only way to send messages to the 
user from PeopleCode segments that are not FieldEdit or SaveEdit is to use WinMessage.  This 
does not require that the Page be canceled upon receipt of the message. 
 
The third parameter in the MsgGet command is error text.  The standard is to use the following 
error:  “Message not found.”  This alerts the user that the Message Catalog is not functioning 
correctly. 


3.1.4.3 OAKS Specific Message Sets and Message Numbers 
As mentioned previously, message sets 1 through 19,999 are reserved for use by PeopleSoft.   
The OAKS project will utilize message sets 20001 through 20004.  The tables below shows the 
message sets and messages that are reserved for specific OAKS modules. 
 


Functional Area / Module Message Set Message Numbers 
Interface Architecture 20001 1 to 32767 
HCM / General Use 20002 1 to 5000 
HCM / Human Resources 20002 5001 to 7000 
HCM / Payroll  20002 7001 to 9000 
HCM / Benefits 20002 9001 to 11000 
HCM / Time and Labor 20002 11001 to 13000 
HCM / Interface Programs 20002 27001 to 32767 
FIN / General Use 20003 1 to 5000 
FIN / General Ledger 20003 5001 to 7000 
FIN / Accounts Payable 20003 7001 to 9000 
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Functional Area / Module Message Set Message Numbers 
FIN / Purchase Order 20003 9001 to 11000 
FIN / Billing 20003 11001 to 13000 
FIN / Interface Programs 20003 27001 to 32767 
EPM / Interface Programs 20004 1 to 32767 
EPM / Planning and Budgeting 20004  
EPM / Asset Management 20004 13001 to 15000 


Field Order 
The order of fields for a record (table) can be different in PeopleSoft and the Database as in the 
example below: 
 


PeopleSoft Record Definition Database Table Definition 
TEMP_REC PS_TEMP_REC 
EMPLID EMPLID 
EMPL_RCD# COMPANY 
JOB EMPL_RCD# 
DEPTID JOB 
COMPANY DEPTID 


 
Therefore, the following SQLExec statements are not acceptable: 
 


SQLExc("SELECT * FROM PS_TEMP_REC" , &emplid, &empl_rcd#, &job, &deptid, 
&company); 


 
SQLExec ("insert into PS_TEMP_REC values ('8001', '01', '1923', '202', 'MMES')”); 
 


The appropriate formats for the above SQLExec commands are: 
 


SQLExec (SELECT EMPLID, EMPL_RCD#, JOB, DEPTID, COMPANY from 
PS_TEMP_REC", &emplid, &empl_rcd#, &job, &deptid, &company); 


 
SQLExec (“insert into PS_TEMP_REC (EMPLID,EMPL_RCD# JOB, DEPTID, COMPANY) 


values ('8001’, ‘01’, '1923', '202', 'MMES')”); 
 


Page Construction Standards 


The Work Unit Detail Design should incorporate these standards and techniques.  It is the 
responsibility of the Developer to ensure that these standards and techniques are adhered to.  If 
the Developer encounters a situation that is not covered, it is up to the Developer and the 
Programming Supervisor to make the decision. 
 
This section describes the standards for using the PeopleSoft Application Designer.  The 
standards apply to the construction, appearance, and operation of PeopleSoft Pages.  These 
standards apply to both maintenance of existing Pages and the creation of new Pages.  For 
more information on the Application Designer, refer to the PeopleTools Functional Reference 
Guide. 
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Page Coding Standards 


Radio Buttons 
Radio buttons should be placed in a group box or frame.  The use of radio buttons should be 
limited to fields that have only a few static values.  Additions/deletions to the valid values for a 
code set supported by radio buttons will require Page changes. 


Hidden Fields 
When a new Component is accessed by a user, the PeopleSoft Page Processor only loads the 
records that have fields contained on one of the Pages in the group.  The implication of this is 
that PeopleCode can only access fields on these records.  The only way around this is to write 
the SQL statements in PeopleCode to access the table directly.  The preferred solution for this 
is to hide fields on the Page so that the data is accessible to PeopleCode.  However, to be 
consistent with existing Pages and to avoid confusion, these "dummy" fields should be 
positioned on the right side of the Page if there is no scroll bar.  Otherwise, they should be 
placed in the Page corners. 
 
No field should be placed over another field if it completely hides it.  Hidden (a.k.a. :Invisible) 
fields must not be placed over a non-hidden object (i.e. field, scroll bar, button, etc.)  The non-
hidden object will display correctly on the video screen but when the screen is printed the 
invisible field will block printing of the non-hidden object. 


Enclosing Scrolling Areas 
The fields of a scroll area or table should be placed so that it is clear which fields are included in 
the scroll area.  Placing the fields in a frame or group box can be done to clearly identify the 
scroll area. 


GRID 
The standard will be set to the grid of 5*5. 


Field Deletion 
If possible, do not delete a field from a PeopleSoft delivered Page.  Hide it. Review the 
PeopleCode for that field also, since you might have to disable it based on the functionality of 
the field. 
 
Hyperlink 
 
PeopleSoft Internet Architecture supports the following features for this control: 
 
1. Selecting hyperlink style 
2. Selecting the following types of push buttons/hyperlinks: 
 


• External Link 
• Internal Link 
• Prompt Action 
• Scroll Action 
• Toolbar Action 
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You can specify one of several destination types for your push button or hyperlink. Each 
destination type you select enables a different region on the Type tab, enabling you to further 
define your push button or hyperlink. Each of the destination types are described in greater 
detail below: 
 
 


Destination Type Description 
External Link This launches a URL (Uniform Resource Locator). You can 


choose a value from the URL table or use the value of a record 
field to define the destination. 


Internal Link  This launches a PeopleSoft page. Parameters include the menu 
path to the page as well as a check box to specify whether data 
from the current page should be used in the search dialog. 


PeopleCode 
Command 


This type is associated with a field on a record, so when the 
user clicks the push button, the system executes any 
FieldChange PeopleCode associated with that page control. 


Process This type can run processes. The process can be any that you 
have previously setup within the Process Scheduler. 


Prompt Action Use the prompt action type to display a prompt dialog for a 
specific control field. 


Scroll Action There are several actions a user can perform on a grid, scroll 
area and a scroll, such as bottom, top, insert row, and so on. 
Use a scroll action type to display these actions to the user.  


Secondary Page This push button or link launches an existing secondary page.  
Toolbar Action There are several actions a user can perform on a page, such 


as Save, Display next page in Group, Correction mode, and so 
on. These normally reside on the toolbar at the bottom of each 
PIA page. Use this type to display these actions to the user 


 
 


Field Label Types: 
 
All items on the Page must contain a label.  This facilitates ordering fields and reading Page 
description printouts.  Several options are available for Field Label Types.  In order of 
preference they are: 


RFT Long (Long Name) 
The long Name provides the best, and most consistent, description of a field.  Use it if space 
permits. 


RFT Short (Short Name) 
Use of Short Name will provide consistency across all Pages that use a field. 


Text 
Use of your own text for a label is discouraged.  You should have a strong reason for not using 
long/short name. 
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None 
There are many cases where a label may not be provided; especially where fields are grouped 
together under one label or the field is part of a multiple occurrence count.  In these cases, the 
"Text" field must be entered and should match the field's "Long Name".  The easiest way to 
accomplish this is to first click n "Long Name", and then click "None". 
. 


3.1.5 Construction Guidelines 


Apply common sense and good business judgment.  These guidelines address “normal” design 
and construction circumstances.   
 
The following guidelines are delivered with PeopleSoft’s PeopleTools training. 


3.1.5.1.1 Guideline 1. Follow the guidelines 
It’s sometimes difficult to strike an acceptable balance between adhering to standards and 
maintaining innovation, enthusiasm, and productivity.  PeopleSoft has already set high industry 
standards in product innovation, ethical business practices, and customer service; work to do 
the same in user interface design standards.  For these guidelines to be effective, each of us 
has a responsibility to: 
 
1. Follow them. 
2. Challenge them. 
 


Fundamental Guidelines 


3.1.5.1.2 Guideline 2.  Make fabulous Pages 
The goal of these guidelines is to promote consistent, balanced, and visually appealing - in a 
word, fabulous - Pages.  What makes a fabulous Page?  There are certain obvious attributes 
that are quantifiable, such as logical organization, presenting the right level of detail, and 
grouping information to show associations and relationships.  However, there are also more 
subjective qualities, such as balance, symmetry, visual clarity, and ease of use, that are equally 
important.  
 
As a designer/Developer, you must use your best judgment to interpret how the standards apply 
to the particular needs of your Page.  If you need to squeeze things a bit here, add a little extra 
space there, or stuff an extra field into the key to make a Page truly fabulous, then, by all 
means, go for it. 
 
If you finish designing/developing a Page and you’ve followed all the guidelines, but it still 
doesn’t feel fabulous, here are some suggestions: 
 
1. Look at examples throughout this guide to get ideas about techniques that work.  Perhaps 


you can apply or at least adapt these techniques to your Page. 
2. Focus on alignment, spacing, and balance.  Visual lines of sight, groupings, and axes of 


symmetry are pleasing to the eye.  You can strengthen these visual elements by aligning 
fields in columns or leaving extra white space around groups of related fields to set them 
apart or enhance an axis of symmetry. 
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3.1.5.1.3 Guideline 3.  General organization of information 
Organize information from top left to bottom right in a Page.  Include most important 
information at top.  Use frames or group boxes to group related fields and indicate the hierarchy 
of information on a Page.  Use the following guidelines for grouping information. 
 
1. Keys -- Group all keys at the top of a Page in a frame (including Business Unit and SetID). 
2. Level 0 -- Place Level 0 data in one or more frame/group boxes.  (Group boxes are used if 


more than one grouping is used, or if the group box label is necessary to differentiate them.) 
3. Level 1-3 -- Use the ‘Roman Column’ approach for nesting frames/group boxes and scrolls.  


Data items in each subsequent level should be enclosed by a frame/group box.  Note that 
the frame/group box of one level rests on the top of the scroll bar of the level beneath it like 
a beam in a column. 


 
Roman Column Page layout 


3.1.5.1.4 Guideline 4.  Sparsely populated Pages 
If a Page is not filled from top to bottom, use a frame or group box around the data, with left and 
right sides indented 2 grid units from the Page borders and the bottom border just below the 
lowest field on the Page 


 
Sparsely populated Page 


3.1.5.1.5 Guideline 5.  Mostly populated Pages 
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If the fields on a Page extend to within a few lines of the bottom, spread out the fields by 1-2 
grid units to fill the entire Page, and put the bottom frame border 2 grid units from the bottom 
border of the Page 


 
Mostly populated Page 


3.1.5.1.6 Guideline 6.  Grouping related information in the same scroll level 
Use frames or group boxes to group related fields that are in the same scroll level.  If there are 
too many frames/group boxes and the Page looks cluttered, vary the spacing (vertical and 
horizontal) as an alternative method of grouping. 


3.1.5.1.7 Guideline 7.  Use the whole Page width 
When space is limited, do not limit field placement to a single column; arrange Page fields and 
controls to use the whole Page width. 
 


Types of Pages 


3.1.5.1.8 Guideline 8.  Page functionality and layout 
Page layout should be dictated by functionality.  Before designing a Page, analyze the 
functional requirements using the criteria listed below.  Model your Page layout after the 
examples below that have similar functionality. 


Page Usage 
Standard (maintenance and inquiry) - used for input, maintenance, and inquiry of table data 
and transactions.  The intended audience for this type of Page is a regular or infrequent user 
who values descriptive labels, related displays, and other context information. 
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Example of standard maintenance Page 


 
Express data entry - used to expedite data entry.  The intended audience for this type of Page 
is an experienced data entry clerk who values speed and ease of data entry.  Express data 
entry Pages often have a much denser display of information that requires special guidelines for 
layout and spacing. 
 
Process management - used to initiate and manage batch, report, or on-line processes.  The 
intended audience for this type of Page is an operator who regularly runs such processes and 
who values easy access to all the commands, status information, and related data necessary to 
complete the processes with maximum efficiency. 


Data Access Method 
Standard search dialog - used to access a record by a primary or alternate key.  In conjunction 
with search list processing (select from list, next in list, previous in list, and so on), the search 
dialog provides a good method to access a set of records (and their child records) using static 
search criteria.  The Build Query and Use Query search dialog options make the definition of 
this type of search criteria accessible to the user.  A search dialog can also be used as a 
method of security to secure rows of data.  
 
Dynamic selection criteria - used to access a set of records using dynamic criteria that are 
specified on the Page itself.  Typically, the user enters the selection criteria and presses a 
“Fetch” or “search” button on the Page to display the records that meet the criteria in a scroll.  
This type of data access is useful for inquiries or updates where the user must dynamically 
determine the record or set of records upon which to operate.  It is also useful as a beginning 
point for drilldown.  In general, it enables users to stay on a Page and retrieve multiple sets of 
data. 
 
No search record - used for navigation or process management where the Page is essentially 
a “command console” with pushbuttons and context information, but no real data. 
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Layout Style 
Detail Page - contains information about one row of data at a time (no scrolls). 
 
List Page - contains a scroll bar with multiple rows of data from the same table or view.  
Generally, each row in the scroll is represented as a single line on the Page, like in a list box or 
spreadsheet.  The data can be edited directly in the scroll, or a row can be “selected” to cause 
drilldown to a detail Page or some other action. 
 
List/Detail Combo Page - contains a list area at the top of the Page, but the user can select a 
row of data from the list to be displayed and manipulated in more detail at the bottom of the 
Page. 
 
Multi-Scroll Page - contains multiple scroll levels and a combination of detail and list Page 
attributes. 


Control Placement and Spacing 


3.1.5.1.9 Guideline 9.  Page grid size 
Use the standard grid for placement and sizing of controls whenever possible.  The standard 
Page grid is 4 pixels by 4 pixels.  The space between two grids points is called a grid unit or GU.  
Therefore, one GU equals four pixels 


3.1.5.1.10 Guideline 10.  Standard line spacing (vertical spacing) 
Line spacing between fields and controls should be visually consistent on a Page, particularly 
within a given group box or frame.  The recommended line spacing depends on the type of 
control and the amount of available space on the Page.  Use grid units (GU) to create a 
consistent space. 


 
Line Spacing 


Use the following guidelines: 
1. Display-Only fields - Two GU between fields; Two GU between field and frame. 
2. Edit Fields and Drop-down List boxes - Two GU between fields when there is sufficient 


space on the Page; minimum of one GU between fields on a crowded Page; use the same 
spacing between edit field and frame as used between fields. 
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3. Radio Buttons and Check Boxes - One GU between radio buttons and check boxes; Two 
GU between radio buttons/check boxes and the enclosing group box. 


 
Note that these vertical spacing guidelines are somewhat flexible.  You can use anywhere from 
one to four GU of vertical spacing if your Page requires it to look balanced and visually 
appealing. 
 
The two GU spacing between edit boxes is meant to accommodate multi-line translated label 
text.  If you reduce this space, you will not be appreciated by our international friends. 
 


3.1.5.1.11 Guideline 11.  Frame and group box spacing 
The standard vertical and horizontal spacing between frames/group boxes is two GU.  This 
spacing also should be used for nested frames/group boxes and between frames/group boxes 
and Page borders. 
Fields inside group boxes or frames should be horizontally indented three GU. 
 


3.1.5.1.12 Guideline 12.  Scroll bar spacing 
The standard vertical and horizontal spacing between scroll bars is two GU.  This spacing also 
should be used for the separation between scroll bars and frames/group boxes and Page 
borders. 


 
Scroll bar spacing 


3.1.5.1.13 Guideline 13.  Minimum horizontal spacing between labels and fields 
Left-align labels and, for translations to other languages, leave at least 20% of the label length 
in extra space between the longest label and field.  If this amount of space “looks bad”, you can 
leave less space, down to a minimum of one GU - however, this will not make you popular with 
our international translators and Developers. 
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Label Space 


3.1.5.1.14 Guideline 14.  Horizontal spacing between fields and related displays 
Where space allows, leave two grid units between a field and its related display.  For the case of 
an edit field with prompt, leave two grid units between the prompt button and the related display.  
If there are related displays on two or more consecutive lines, left align them.  Remember not to 
move a related display too far from its control field or the relationship between the two may be 
difficult to see. 


3.1.5.1.15 Guideline 15.  Horizontal spacing between fields 
Where space allows, leave four grid units between fields horizontally.  Leave more horizontal 
space between fields if it allows you to align fields in columns. 


3.1.5.1.16 Guideline 16.  Multi-line labels 
Avoid using multi-line labels, except for column titles in a scroll.  Multi-line labels are used for 
international translations. 


3.1.5.1.17 Guideline 17.  Push-button placement and spacing 
If a push-button has a direct affect on any other control in the window, place the push-button 
near the related control.  When there are a number of pushbuttons on a Page, try to arrange 
them in one of two ways: 1) stacked along the right side of the Page, or 2) in a horizontal line.  
See the discussion of Scrolls for more information on placement of pushbuttons in scrolls. 


 
Text Push-button horizontal spacing 


3.1.5.1.18 Guideline 18.  Placement of “scroll population” pushbuttons 
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In general, pushbuttons that populate a scroll region using ScrollSelect logic should be placed 
above the scroll.  Pushbuttons that affect row selection or default row values should also be 
placed above the scroll.  Examples of this kind of push-button include Fetch, Search, Select All, 
and Unselect All. 


 
Place pushbuttons that populate a scroll region above the scroll 


As a secondary alternative, scroll population pushbuttons may be placed to the left of the scroll 
region they affect, in a separate frame or group box. 
 


 
Alternatively, scroll population pushbuttons can be placed to the left of the scroll 


3.1.5.1.19 Guideline 19.  Placement of “scroll action” push buttons 
In general, pushbuttons that perform an action on selected rows in a list scroll should be 
centered below the scroll in a separate frame or group box.  Examples of this kind of push-
button include Delete, Detail, and Print. 







Ohio Administrative Knowledge System 
 


OAKS     Transforming the Way Ohio Does Business 
 


Page 30 of 189 State of Ohio OAKS Project 
 
Version Control Number: v1.0 11/14/05 
 
 
 


 
Place pushbuttons that perform row actions centered below the scroll 


As a secondary alternative, scroll action pushbuttons may be placed to the right of the scroll 
region they operate on, in a separate frame or group box. 


 
Alternatively, scroll action pushbuttons can be placed to the right of the scroll 


3.1.5.1.20 Guideline 19a.  Placement of “application toolbar” pushbuttons 
If your Page contains four or more small icon pushbuttons, you can arrange them as an 
“application toolbar” at the top of the Page (or directly above the Page area they control). 
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Application toolbar 


Detailed Design Considerations 


3.1.5.1.21 Guideline 20.  Page title placement 
Page titles should not appear on the Page.  They are displayed in the status bar. 


3.1.5.1.22 Guideline 21.  Date Format 
On pages, where space allows, use a date format that includes the four-digit century.  For 
example, use ‘1995’ rather than ‘95’.    
 
In interfaces, use the following date format: YYYY-MM-DD. For example, 2005-10-01 would 
represent October 1, 2005. 


3.1.5.1.23 Guideline 22.  Keys 
Keys should appear in the same order as the search record.  Keys should use the standard 
style conventions:  bold labels and normal display values.  If there are exactly two keys, and the 
first key is Business Unit or SetID, arrange the keys horizontally on one line.  If there are more 
than two keys or related displays are desired, left justify the keys in a column.  If one or more of 
the keys has a description field (DESCR, DESCRSHORT, and so on), the description field 
should also be included in the key frame, whether it is editable or display-only.  If it fits, place 
the description field to the right of the key field it describes.  Otherwise, put it on the line below 
the key field it describes. 
 
If the Page has a small number of non-key fields at Level 0, you can include the fields in the key 
frame to eliminate the visual clutter of an extra frame.  Critical non-key fields, such as status’s or 
Unit of Measure, can also be placed in the key frame to highlight their importance and increase 
their visibility. 
 
In general, use four GU horizontal spacing between fields in the key frame.  However, if the 
keys come close to filling the whole width of the frame, you can spread them out across the 
entire width to create a more balanced look.  You can also add extra spacing to visually 
separate key fields from alternate key fields or critical non-key fields in the key frame. 
 
Implementation Tip:  Use sub-Pages for common key frame groupings. 


 
Key Frame 







Ohio Administrative Knowledge System 
 


OAKS     Transforming the Way Ohio Does Business 
 


Page 32 of 189 State of Ohio OAKS Project 
 
Version Control Number: v1.0 11/14/05 
 
 
 


As with all spacing guidelines, this guideline should be applied where available Page real estate 
allows.  Bear in mind that the closer we adhere to this standard, the easier it will be to translate 
Pages to other languages. 
 
Note that the line-wrapping issue is most critical when RFT Long description labels are used.  If 
RFT Short labels are used, if you allow enough space for 10-character labels, line-wrapping will 
not occur. 


 
Vertical stacking of keys 


A description field in the key frame should not have a label if it is positioned next to the key it 
describes. 
 
If you have an edit box in the key frame, leave one GU of vertical space between the edit box 
and the key frame; this means two GU of vertical space between the display-only fields and the 
key frame. 


 
Description edit box in key frame 


3.1.5.1.24 Guideline 23.  Business Unit and SetID as Keys 
Do not display a description for Business Unit or SetID when they appear as keys.  Always use 
the RFT Short labels: “Unit” and “SetID”. 


3.1.5.1.25 Guideline 24.  EMPLID and EMPL_RCD# as keys 
If EMPLID is key, use layout one below.  If keys are EMPLID, EMPL_RCD# use layout Two.  
‘Name’ field has no label and it is three GU from the left edge.  EMPL_RCD# is three GU from 
right edge.  ID is 17 GUs to the right of ‘Name’ display. 
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3.1.5.1.26 Guideline 25.  Currency designation 
Use the PeopleTools currency control formatting feature to control the currency symbol 
displayed before currency amounts and the scale factor and precision of those amounts. 
 
 


3.1.5.1.27 Guideline 26.  Effective Dates 
Enterable form is Effective Date edit box followed by drop-down list box for Effective Status.  
Display-only form is Effective Date followed by text of “Active” or “Inactive”. 
In a Component with multiple Pages controlled by the same Effective Date, use the enterable 
form on the first Page and the display only form on the subsequent Pages. 


 
Effective Date - Primary Page 


 
Effective Date - Subsequent Pages 
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Implementation Tip:  Avoid using static text for the EFF_STATUS “Status” label.  Rather, in the 
Application Designer’s Field Use dialog, turn on the Show Label option for invisible, display-
only EFF_STATUS field.  The label of the XLATSHORTNAME related display field should be 
turned off. 


3.1.5.1.28 Guideline 27.  Run control Page for reports 
Use the standard run control Page format shown below for submitting reports via SQR or 
Crystal Reports.  Note that the user initiates processes by choosing “Run” or “Run with Defaults” 
from the toolbar or Edit menu.  When applicable, use the custom OAKS run control table when 
creating custom sqr reports.    Developers are encourage to add necessary fields to the custom 
OAKS Run Control table instead creating new custom run control tables for every process. 
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Run control Page for reports 


3.1.5.1.29 Guideline 28.  Run control Page for COBOL processes 
Use the standard run control Page format shown below for submitting COBOL processes.  Note 
that the user initiates processes by choosing “Run” or “Run with Defaults” from the toolbar or 
Edit menu. 
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Run Control Page for COBOL processes 


3.1.5.1.30 Guideline 29.  Crowded Pages 
If a Page is too crowded to follow all the layout and spacing standards, consider putting the data 
on two Pages.  Too much data squeezed together on a Page reduces usability and increases 
eye strain. 
 
However, if the functionality requires implementation as a single Page, here are some 
techniques to conserve space: 
 
1. Put level 0 fields into the key frame, rather than putting them in a separate level 0 frame or 


group box. 
2. Reduce the vertical spacing between frames from two to one GU.  Exception: the spacing 


around the key frame should always be two GU.  Reduce the vertical space at the bottom of 
the Page from two to one GU. 


3. Reduce the horizontal space between frame or group box and scroll bar from two to one 
GU. 


4. Replace groups of radio buttons with drop-down lists. 
5. Group label text together for multiple fields, separated by a slash.  Do not put a slash 


character (or any other character) between the edit boxes. 
 







Ohio Administrative Knowledge System 
 


OAKS     Transforming the Way Ohio Does Business 
 


Page 37 of 189 State of Ohio OAKS Project 
 
Version Control Number: v1.0 11/14/05 
 
 
 


 
Correct.  No slash between edit fields. 


 
Wrong.  Slash between edit fields is unnecessary 


 
6. Reduce the amount of extra label space left for international translations. 
7. Put long field labels above the fields, rather than to the left of them. 
8. Turn off the prompt button that appears to the right of edit boxes that have prompt tables. 
9. Change the display length of fields to be smaller than the actual field length. 
10. If there is no space for a frame, use a horizontal line to separate regions of the Page. 


3.1.5.1.31 Guideline 30.  Effective date and effective status on a list Page. 
Effective Status should be displayed as a drop-down list box when used in a List Page layout 
style, as shown below.  This form of Effective Date/Effective Status should only be used when 
each row in the scroll is represented as a single line on the Page. 


 
Effective Date and Effective Status on a List Page 


3.1.5.1.32 Guideline 31.  Display size of currency amount fields 
There are no specific guidelines for display size of currency amount fields.  The general 
guideline is to consider the size requirements of other currencies besides US Dollars.  The field 
should be large enough to support an amount about 2000 times the size of the US Dollar 
amount in order to handle most major currencies. 
 
For example, if the maximum expected value of a field is USD 10.00, the amount in Italian Lira 
would be 16,390 at current exchange rates. 


 
Currency amount field in US dollars and Italian Lira 


3.1.5.1.33 Guideline 32.  Field Tab Order 
In general, field tab order should flow from top left to bottom right on a Page.  The flow should 
reflect the way the eye naturally scans information.  Specific guidelines are as follows: 
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1. On a Page with multiple scroll levels, the tab order should follow the scroll level order, from 


Level 0 to Level 1, and so on. 
2. Non-columnar Page:  within a frame or group box, the tab order should go from the left to 


right on each line from top to bottom. 


 
3. Columnar Page:  within a frame or group box, the tab order should go from the top to the 


bottom of the first column, then from the top to the bottom of the second column, and so on. 


 
4. Fields sharing the same label should follow consecutively in the tab order from left to right.  


See the example of Expense Amount and Currency below. 


 
5. On a Page with scrolls, if there are Level 0 pushbuttons located at the bottom of the Page 


(below the scrolls), they should be placed at the beginning of the Level 0 tab order.  The 
SetCursorPos function should be used in RowInit PeopleCode set the initial cursor position 
to the top left field on the Page. 
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Visual Graphic Design 


Fonts & Colors 


3.1.5.1.34 Guideline 33.  Using Color 
Use color only to draw the user’s attention to something or to increase real world consistency.  If 
there is no reason to use color, use gray or black and white. 


3.1.5.1.35 Guideline 34.  Standard fonts and colors 
Use standard PeopleSoft fonts and colors for all Page fields and controls.  If you choose “Use 
System Default” for all fields and Pages, the standard fonts and colors will be chose 
automatically. 
 
Standard Colors 


Area Normal Error Overflow 


Foreground StdFG EffFG OvrFG 


Background StdBG ErrBG OvrBG 


 
Standard Color Values 


Code Description 


StdFG Window Text Color (Control Page) 


StdBG Window Background Color (Control Page) 


ErrFG White 


ErrBG Bright Red 


OvrFG White 


OvrBG Bright Green 


PnlBG Button Face Color (Control Page) 


 
 
Standard Fonts & Colors 


Object Font Foreground 
Color 


Background 
Color 


Page N/A N/A Button Face Color 
(Control Page) 


Edit box MS Sans Serif 8 Bold StdFG StdBG 
Edit box with 
prompt 


MS Sans Serif 8 Bold StdFG StdBG 


Drop-down list box MS Sans Serif 8 Bold StdFG StdBG 
Check box MS Sans Serif 8 Bold StdFG StdBG 
Static text MS Sans Serif 8 Normal StdFG Button Face Color 


(Control Page) 
Label MS Sans Serif 8 Bold StdFG Button Face Color 


(Control Page) 
Display-only field MS Sans Serif 8 Normal StdFG Button Face Color 


(Control Page) 
Push-button MS Sans Serif 8 Bold Button Text Color 


(Control Page) 
Button Face Color 
(Control Page) 
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3D Highlights N/A Button Highlight 
(Control Page) 


Button Face Color 
(Control Page) 


3D Shadows N/A Button Shadow 
(Control Page) 


Button Face Color 
(Control Page) 


 
Special Styles 


Style Font Foreground 
Color 


Background 
Color Dynamic Column MS Sans Serif 8 


Bold 
StdFG PnlBG 


Dynamic Label MS Sans Serif 8 
Bold 


StdFG PnlBG 


 
The “Dynamic Column” style should be applied to drop-down list boxes used as dynamic scroll 
column titles. 
 


 
Dynamic scroll columns 


The “Dynamic Label” style should be applied to display-only fields that are used as labels. 


3.1.6 Secondary Pages 


Maximizing functionality and maintaining simplicity work against each other in a good User 
Interface.  An effective design requires balance between these objectives.  One way to help the 
user manage complexity is through “progressive disclosure”.  By hiding information presented to 
the user, it reduces the amount of information to process.  Secondary Pages are a useful tool to 
organize and present large amounts of information without overwhelming the user. 


3.1.6.1.1 Terms and Definitions 
The term secondary Page comes from Microsoft’s term secondary window, which applies to a 
category of windows that do not appear on the task bar and are generally used to gather or 
display supplemental information that is related to the objects that appear in a primary window.  
Microsoft uses the term pop-up window to describe a specific type of secondary window— “tool 
tips” and pop-up help text windows. 
 


3.1.6.1.2 Characteristics of Secondary Pages 
Secondary Pages differ from primary Pages in their appearance and operations.  For example, 
secondary Pages do not appear in the cascade menu for a Component.  Whereas primary 
Pages are used to gather or display the essential data of a business transaction, secondary 
Pages gather or display supplemental information that is related to the data in a primary 
window, but less frequently referenced or updated.   
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3.1.6.1.3 Appearance and Behavior 
A secondary Page includes a title bar and frame; a user can move it by dragging its title bar.  
However, a secondary Page does not include Maximize and Minimize buttons, because these 
sizing operations typically do not apply to a secondary Page.  A Close button may be included 
to dismiss the Page.  The title text is a label that describes the purpose of the Page; the content 
of the label depends on the use of the window.  Icons are not used in the title bar.  A menu bar 
and toolbar are not included. 


3.1.6.1.4 Interaction with Other Pages 
Secondary Pages depend on the state of the primary window. When activating the primary 
window and bringing it to the top of the Z-order, all of its dependent secondary Pages come to 
the top as well, maintaining their same respective order. Similarly, activating a dependent 
secondary Page brings its primary window and related peer Pages to the top.  A dependent 
secondary Page always appears on top of its associated primary window. 


3.1.6.1.5 Dialog Box 
A dialog box provides an exchange of information or dialogue between the user and the 
application.  A dialog box is used to gather additional information from the user — information 
that may be required to execute a particular command or task. 


3.1.6.1.6 Controls and Layout 
Any control that can be used on a primary Page can also be used on a dialog box.  The controls 
in dialog boxes are laid out using the same design principles as primary Pages, except that the 
major command buttons either are stacked along the upper-right border of the dialog box or are 
lined up across the bottom of the dialog box. 


3.1.7 PeopleSoft Guidelines 


3.1.7.1.1 Guideline 35.  Use Secondary Page for gathering Information 
Use secondary Pages for displaying or gathering information of secondary or supplemental 
importance.  The main data of a business transaction should be on one of the main Pages in a 
Component.  The user should not be required to go to a secondary Page in order to complete a 
simple transaction. 


3.1.7.1.2 Guideline 36.  Keep Primary Data off Secondary Page 
Take advantage of this simple test:  Does your design allow a user to perform an Add without 
going to a secondary Page?  If it doesn’t, you’ve got primary data on your secondary Page.  You 
should re-think your design. 


3.1.7.1.3 Guideline 37.  Use Modal Secondary Pages conservatively 
A majority of the PeopleTools secondary Pages are modal, and modality restricts a user’s 
freedom because it disallows switching between windows until the modal window is closed.  
Therefore, this type of Secondary Pages should be used sparingly.  Their use should be limited 
to situations where additional information is required to complete a particular command or task, 
or when it is important to prevent any further interaction until satisfying a condition. 


3.1.7.1.4 PeopleSoft Examples  
Drilling down to detail information from a “summary type” Page.  (Rationale: Progressive 
disclosure.)  







Ohio Administrative Knowledge System 
 


OAKS     Transforming the Way Ohio Does Business 
 


Page 42 of 189 State of Ohio OAKS Project 
 
Version Control Number: v1.0 11/14/05 
 
 
 


 


Job Summary with Detail Secondary Page 
 
• Defaults, options, or other rarely used information.  Examples of rarely used information are 


“country specific” fields, otherwise known as the globalization issue.  Another example is 
“advanced selection criteria” on a Page with selection criteria and a Search push-button at 
the top.  (Rationale: Secondary or supplemental information.) 


• Lookup functions.  For example, in the AP Voucher entry, the Vendor Lookup Pages that are 
currently part of the main Component could be made into secondary Pages.  The advantage 
of this approach over doing a transfer to another Component is that you can control what 
data is brought back to the originating Page.  The disadvantage is that you may need to 
duplicate functionality—once for the main maintenance Page and once for the secondary 
Page.  (Rationale: Additional information required to complete a specific task.)  


• Simplify busy columnar scroll Pages (for example, Salary Administration).  Rather than 
putting 3 to 4 lines of columnar data per scroll occurrence, fit only the most important 
columns in 1 to 2 lines and use a push-button to drill down to a secondary Page with more 
details.  (Rationale: progressive disclosure.) 


• In association with an “action” push-button that requires additional information in order to 
complete the action.  This guideline is similar to the guidelines described for the Prompt() 
PeopleCode function in the original PeopleSoft GUI standards.  (Rationale: Additional 
information required to complete a specific task.) 


• Wizard dialogs, just like Microsoft!  The term wizard refers to a piece of code that walks the 
user through a series of steps (in the form of dialog boxes) in order to accomplish a complex 
task.  Many applications today take advantage of wizards during application or device setup 
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operations.  (Rationale: progressive disclosure; information needed to complete a specific 
task.) 


3.1.8 Design Guidelines 


3.1.8.1.1 Guideline 38.  Use Pushbuttons to invoke Secondary Pages 
Use pushbuttons to invoke secondary Pages.  Avoid invoking them in FieldChange events for 
other field types, such as radio buttons, check boxes, or edit fields.  One reason for this is that it 
makes the user feel in control of the application.  People understand that pushing a button 
causes an action, but it can be surprising or disconcerting if entering or modifying data pops up 
a Page.   
 
Another problem with invoking a secondary Page from FieldChange on, say, a dropdown, is that 
it makes it difficult for the user to go back to the secondary Page after they dismiss it.  What 
should they do?  Change the dropdown to a different value and change it back, so that the 
FieldChange PeopleCode is executed?  No, don’t do it—this procedure will not work! 


3.1.8.1.2 Guideline 39.  Don’t invoke Secondary Pages from SaveEdit 
Avoid invoking secondary Pages from SaveEdit.  It is disconcerting to the user to have Pages 
pop-up in response to saving the data.  (Exceptions to this are Error and Warning messages.  
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Another exception would be status or progress indicator messages, which we don’t support at 
this time.) 


3.1.8.1.3 Guideline 40.  No Required Fields on Secondary Pages 
Avoid putting required fields on secondary Pages.  A required field signifies a major importance 
in the Component and should therefore be on the primary Page.  Another reason to avoid this is 
that it may create a save-time situation where a required field is empty, but the user can’t find 
the highlighted field due to it being hidden in a secondary Page.  A possible exception to this 
rule is Required Fields that have default values. 


3.1.8.1.4 Guideline 41.  Display-only version of Secondary Page on Primary Page 
The disadvantage of putting data on a secondary Page is that the user can’t see the data unless 
they ask to.  To counter this, it might be useful in some cases to have a brief display-only 
representation of the data on the main Page, next to the pushbutton that allows it to be edited in 
its fully expanded format. 


3.1.8.1.5 Guideline 42. Group cross-edit of SaveEdit processing 
Group cross-edit SaveEdit processing with the fields that are in a secondary Page.  The idea is 
for edits to be performed when the user presses the OK button on the secondary Page, rather 
than waiting until later when they save the whole Component.  Use the IsModal() function to 
avoid re-processing these SaveEdits when the Component is saved. 


3.1.8.1.6 Guideline 43.  Don’t cross-field edit Primary and Secondary Page fields 
Avoid cross-field edits where one field is on a primary Page and another is on a secondary 
Page. 


3.1.9 Visual Standards 


3.1.9.1.1 Guideline 44.  Use Standard Buttons for Secondary Pages 
In most cases, try to use the standard OK & Cancel buttons for secondary Pages that allow data 
entry.  (If you have a special-purpose secondary Page, you may have buttons other than OK 
and Cancel.)  Display-only Pages should have “Done” or “Close”.  “Exit” or “Shut Down” can 
also be used as alternatives to “Close”. 
 
Use the “Add OK and Cancel Buttons” option in Application Designer to add the buttons 
automatically at runtime. 


3.1.9.1.2 Guideline 45.  Use Frames or Group Boxes around Data 
As with standard Pages, use frames or group boxes around your data to distinguish scroll levels 
and groups.  If you only have Level 0 data, put a frame around the whole group, but not around 
the pushbuttons.   
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Frame around Level 0 fields 


3.1.9.1.3 Guideline 46.  Use Standard Spacing Rules 
Use the same spacing rules as with standard Pages—2 GU border around outside, 3 GU indent 
from frame on left hand side, and so on.  The auto-size feature will give you the correct outer 
boundary automatically. 


3.1.9.1.4 Guideline 47.  Use Text Pushbuttons 
Use text pushbuttons (not image buttons) for the secondary Page main controls.  Stack text 
buttons on the top right side of the Page (preferably) or center them at the bottom if your 
secondary Page is a bit wide.   


3.1.9.1.5 Guideline 48.  Put Keys in a Key Frame 
Keys—Put keys in a key frame, just like in Standard Pages.  Use enough keys to establish 
context for the secondary Page, but it is not necessary or desirable to include all the keys from 
the primary Page.  For example, if your main Page key is Empl ID, and your secondary Page 
shows details about education experience, it would not be necessary to put Empl ID on your 
secondary Page. 


3.1.9.1.6 Guideline 49.  Relate Secondary Page Title Bar to Primary Page 
Title bar—The title text should provide context to relate the information in the secondary Page to 
the information in the main Page.  If the secondary Page was popped up from a text push-
button, the title text should reflect the text on the push-button.  For example, if the push-button 
text reads “Copy...”, then the secondary Page title text should be read something like “Copy 
Template”. 


3.1.9.1.7 Guideline 50.  Make Secondary Page smaller than Primary Page 
Size guidelines—Secondary Pages should be smaller than standard Pages.  The OK and 
Cancel buttons take up extra space, therefore you need to consider their impact on the size of 
the secondary Page. 
 For more information on button spacing guidelines, refer to Chapter 2, Page Controls of this 
document. 


3.1.10 Development Standards 


3.1.10.1.1 Guideline 51.  Naming Standards 
Naming Standards—It is not necessary to use a special suffix like “_SEC” to distinguish 
secondary Pages.  Secondary Page names should follow the same naming standards as 
regular Pages.  You can use the Application Designer cool new Search Criteria to distinguish 
secondary Pages from subPages and regular Pages. 
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For more information see Chapter 4, PeopleSoft Naming Standards, of this document for the 
complete naming standards. 


3.1.10.1.2 Guideline 52.  Use MsgGetText with DoModal 
When using the DoModal function, always use MsgGetText to retrieve the title bar text from the 
message catalog.  Don’t use hard-coded strings—they are difficult to translate. 


3.1.10.1.3 Guideline 53.  Positioning of Secondary Pages 
Most Pages should be positioned in the center from the parent window (as in, use -1, -1 for the 
xpos and ypos arguments).  The exception being that a cascading secondary Page should be 
offset from its parent Page.  The suggested offset is 20, 20. 


3.1.10.1.4 Guideline 54.  No more than 2 Levels for Secondary Pages 
Excessive use of cascading secondary Pages is discouraged.  Try to use no more than 2 levels.  


3.1.10.1.5 Guideline 55.  When to use Prompt() instead of Secondary Pages 
When to use Prompt() as opposed to secondary Pages: 
 
1. Use Prompt() for simple lists of fields to be entered. 
2. Use secondary Pages when you need more programmatic control, fancier layout, and 


prompting (F4) logic– that depends on fields not listed in the Prompt() arguments—or cross-
field edits that execute when the OK button is pushed. 


3.1.11 Secondary Page Notes 


3.1.11.1.1 Unfolding Secondary Pages 
Typically, sizing secondary Pages is not supported because their purpose is to provide concise, 
predefined information.  However, there may be situations when it is appropriate to expand the 
size of the Page to reveal additional options.  In this case, a command button with a label 
followed by two “greater than” characters (>>) (sometimes referred to as an unfold button) is 
used to indicate that you can expand the Page.  When the user chooses this button, the 
secondary Page expands to a predetermined size.  (The appearance is that the Page expands, 
although the implementation is to transfer to a larger secondary Page that includes the same 
information from the first Page with additional options.) 


3.1.11.1.2 Cascading Secondary Pages 
When clicking a command button in secondary Pages displays another secondary Page, if the 
resulting Page is independent in its operation, the original Page is closed and only the new 
Page is displayed.  However, if the intent of the subsequent Page is to gather information for a 
field in the original secondary Page, then the original Page remains displayed and the 
dependent Page appears on top, offset slightly to the right and below the original secondary 
Page. 


3.1.11.1.3 Drilldown from Scroll Areas 
If you want to drill down to more than one secondary Page from a scroll row, do not put multiple 
push-buttons next in each row.  Instead, put a check box on the left side of the row (to indicate 
row selection) and put the multiple action buttons either at the top of the Page in a toolbar 
configuration, or centered at the bottom of the Page below the scroll.   
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The group box should not touch the scroll bar; separate by 2 grid units.  Align the scroll bar top 
and bottom with the frame or group box top and bottom.  Only group the information controlled 
by the scroll.  If there is not enough space for a group box label, use a frame.  Scroll bars will be 
positioned down the right side of the Page with the highest level on the outside.  In a multi-scroll 
Page, align the right side of the lower level scroll bar with the outside of the preceding group or 
frame.  The top of the scroll bar indicates the limit of the fields to scroll and is aligned with the 
frame/group box for its level.  Scroll bars are aligned at the bottom. 
 
The action button should be placed to the left side of the scroll. 


Row Action Method 
 
Use a command push-button in the scroll to perform an action on a row.  If multiple actions can 
be performed on a row, use a row selection check box to indicate the row to be acted on, and 
two or more command push-buttons below the scroll to indicate the actions. 
Alternatively, buttons can be in an “application toolbar” at the top of the Page.  If the scroll is a 
“list scroll” with a single row per scroll, use a “Small Size” image push-button on the left side of 
the scroll. 
Examples of row actions: drilldown, print, post, reconcile, and so on. 
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Multiple Row Actions in a List Scroll 
 


Single Row Action in a List Scroll 
 
When you drill down from a scroll row to a secondary Page, the secondary Page should contain 
information about the selected row.  Thus, it should not have a scroll bar on it (unless the 
selected row has a child scroll region beneath it).  If you want the ability to view other rows on 
the secondary Page without returning to the parent Page, provide “Next” and “Previous” buttons 
on the Page. 


3.1.12 Page Controls 


This section discusses how to apply GUI design standards to the various PeopleTools controls, 
such as edit boxes, drop down lists, pushbuttons, and scroll bars in your Pages.  The developer 
will learn when to use certain controls and when not to use certain controls.  The developer will 
learn proper placement for these controls on the Page. 
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3.1.12.1 Use of Controls 


3.1.12.1.1 Guideline 56.  Page controller types and usage 
Use the following controls to perform actions: 
 
1. Menu 
2. Toolbar button 
3. Command pushbutton 
4. Process pushbutton 
 
Use the following controls to set or select values: 
 
1. Edit box 
2. Edit box with prompt button 
3. Drop down list 
4. Check box 


3.1.12.1.2 Guideline 57.  Default values for controls 
Provide default values for all controls when applicable.  Note that many data entry fields may 
not have a default value. 


3.1.12.1.3 Guideline 58.  Display-only edit controls 
Avoid using display-only check boxes, radio buttons, and drop down lists.  Edit controls such as 
these suggest to the user that they can change a value.  If these controls are display-only, the 
user cannot change the value.  Use display-only edit fields instead. 


3.1.13 Command Pushbuttons 


3.1.13.1.1 Guideline 59.  When to use command/process pushbuttons as opposed to radio 
buttons/check boxes 


Before command pushbuttons were available in PeopleTools, radio buttons and check boxes 
were sometimes used to initiate actions or processes.  The new standard is to use command 
pushbuttons to perform actions or initiate processes. 
 
Use radio buttons or check boxes to set or select a value.  Note that setting or selecting a value 
may result in some “display actions,” such as enabling/disabling or hiding/showing other fields.  
Radio buttons and check boxes should never be used to directly initiate a process, Database 
update, or navigation action. 


3.1.13.1.2 Guideline 60.  When to use command pushbuttons as opposed to toolbar buttons 
Use command pushbuttons to perform Page-specific actions. 
Use toolbar buttons to perform navigation or standard actions, such as “save”, “process”, “next 
in list”, and so on. 


3.1.13.1.3 Guideline 61.  Pushbutton size 
Pushbuttons in a list scroll Page should use images instead of text and be “Small Image” size, 
which accommodates standard 16 by 16 pixel images.  The standard size for large image 
pushbuttons is “Large Image” size, which accommodates standard 32 by 32 pixel images. 
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The standard size for text pushbuttons is 72 pixels wide by 24 pixels high.  If the text is too long 
to fit in 72 pixels, the pushbutton can be made custom size and stretched wider.  However, 
pushbuttons in a group should all be the same size—as wide as necessary to accommodate the 
longest button text. 


 Standard pushbutton sizes 


3.1.13.1.4 Guideline 62.  When to use image pushbuttons as opposed to text pushbuttons 
Use image pushbuttons sparingly, and only if the image is a common, recognizable metaphor 
(such as print, fetch, or drilldown) or enhances the clarity and understanding of the action.  
Avoid mixing text and image pushbuttons on the same Page.  Use standard PeopleSoft icons 
for all image pushbuttons. 


3.1.13.1.5 Guideline 63.  Command button text 
If at all possible, use 10 or fewer characters for command button text.   
As far as text labels go, here are the recommendations: 
1. Use the names shown in Guideline 49 for functions that have an icon.  For example:  


• Clear instead of Erase 
• Search instead of Find 
• Run instead of Process 


2. Use Go To xxxx or View xxxx or Edit xxxx instead of Transfer for TransferPage buttons.  
Transfer is a word that has many different meanings (bin-to-bin transfers, asset transfers, 
and so on). 


3. If a pushbutton requires additional information to complete the action, use ellipses (...) as 
part of the label text.  Or, if a pushbutton requires a longer description, consider putting the 
pushbutton in a group box, with the majority of the descriptive text in the group box title and 
terse text on the pushbutton itself. 


 
 Pushbuttons in a group box to handle long descriptions 


3.1.14 Check Boxes 


3.1.14.1.1 Guideline 64.  When to use check boxes 
Use check boxes for option switches and other on/off data.  Multiple related check boxes should 
be in a group box. 
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   Check Boxes 


3.1.14.1.2 Guideline 65.  Labels for check boxes 
Put labels on the right without a question mark. 


3.1.14.1.3 Guideline 66.  When to use check boxes as opposed to radio buttons 
If a field has a Yes/No Edit, use a check box.  If a field has two values, but the values are not 
explicitly Yes/No or On/Off, use a radio button (or a drop down list).  
 


Field Values Type of Control to Use 
Effective Status Active, Inactive Radio Buttons 
Post Status Posted, Unposted Radio Buttons 
General Ledger Installed Yes, No Check Box 
Confirm Check Numbers  Yes, No Check Box  
 


3.1.14.1.4 Guideline 67.  Grouping check boxes 
Group related check boxes in a group box.  Try to group check boxes vertically if space 
permits.  If you choose to group check boxes horizontally, allow extra space to accommodate 
translations to other languages. 
 


 
 
Size the width of the group box to the width of the longest check box text.  Allow approximately 
20% extra space to accommodate translations to other languages.  Make group boxes larger 
than the actual data if you can enhance the balance or symmetry of the Page. 


3.1.15 Radio Buttons 


3.1.15.1.1 Guideline 68.  When to use radio buttons 
Use radio buttons for single selection from a short, static list.   Put the labels to the right side of 
the radio buttons.   
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3.1.15.1.2 Guideline 69.  Provide a default selection 
Provide a default selection for a list of radio buttons.  If “none” is an option, and other buttons 
are grayed, then “none” should be selected.  Only when all the buttons are grayed and “none” is 
not an option can you have a list of radio buttons with no value selected.  


3.1.15.1.3 Guideline 70.  Grouping radio buttons 
Group related radio buttons in a group box.  Size the width of the group box to the width of the 
longest radio button text.  Allow approximately 20% extra space to accommodate translations to 
other languages.  Try to group radio buttons vertically if space permits.  If you choose to group 
radio buttons horizontally, allow extra space to accommodate translations to other languages. 


3.1.16 Drop Down Lists 


3.1.16.1.1 Guideline 71.  When to use drop down list as opposed to radio buttons 
Use drop down lists for single selection of a static set of translate values when Page real estate 
is limited or when there are more than four choices. 
 


Drop down list 


3.1.16.1.2 Guideline 72.  Provide a default value for drop down lists 
Similar to radio buttons, provide a default value for drop down lists.  Unless a drop down list is 
grayed, it should always have a value. 


3.1.17 Edit Fields 


3.1.17.1.1 Guideline 73.  Display length of edit fields 
Use Average length unless a custom length is absolutely required.  Bear in mind that using 
custom length means that any Application Designer field length changes will not be 
automatically updated on the Page. 
Important:  Average length fields can potentially truncate the display of data if the characters are 
wider than average.  For example, uppercase Ws are wider than average, so a field value with 
many uppercase Ws will likely be truncated on display. 


3.1.17.1.2 Guideline 74.  Hide as opposed to Gray 
Adhere to the following items to determine when to gray or hide edit fields: 
 
1. Gray the text of temporarily unavailable options.  Do not hide temporarily unavailable 


options.  “Temporarily unavailable” means that the control to make the option available is in 
the Component and accessible to the user. 


2. Hide the text of dependent options where the user cannot control or clearly identify the 
dependency.  In this case, graying the text would be confusing because the user would see 
the disabled text but have no idea how to enable it. 
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3. Hide the text of options the user will never be able to access, such as options dependent on 
installation configuration.  For example, if Asset Management is not installed, the asset 
information fields on Purchasing Pages should be hidden. 


4. Hide the text of options if you want to reuse the Page space for other options. 
 


5. Do not use graying or hiding to lead a user through a path in the application except when a 
control is grayed until the control it depends upon is selected.  For example, spouse birth 
date and marriage date are not relevant unless ‘married’ marital status has been selected. 


3.1.17.1.3 Guideline 75.  Using long edit boxes 
Use a long edit box for data entry that is too long to display in a single line text box. 


3.1.17.1.4 Guideline 76.  Label fields 
All fields must have a label unless the label is absolutely obvious. 
Exceptions include:  
 
1. Related displays for descriptions. 
2. Name within the FIN/HRMS system. 
3. Certain other descriptions.  In general, it should be really, really, unbelievably, unmistakably 


obvious what is being displayed if a label is not provided. 


3.1.17.1.5 Guideline 77.  Prompt button 
By default, the Application Processor displays a prompt button to the right of edit fields that have 
a prompt table.  Pressing the button has the same result as pressing the F4 key.   


3.1.17.1.6 Guideline 78.  Hidden fields 
If you don’t have enough hidden work fields to justify a work Page, use the following guidelines 
for positioning them on the Page:  
 
1. Position near related visible field if space permits. 
2. Do not stack them on top of each other. 
3. Use a custom display length to shrink them down if space is tight. 
4. Do not place on top of frames, group boxes, or other visible objects. 
5. Use a text label that begins with “Hidden” to facilitate field ordering. 


3.1.18 Scrolls 


3.1.18.1.1 Guideline 79.  Aligning scroll bars with frames or group boxes 
The group box should not touch the scroll bar; separate by 2 grid units.  Align the scroll bar top 
and bottom with the frame or group box top and bottom.  Only group the information controlled 
by the scroll.  If there is not enough space for a group box label, use a frame.  In a multi-scroll 
Page, align the right side of the lower level scroll bar with the outside of the preceding group or 
frame.  The top of the scroll bar indicates the limit of the fields to scroll and is aligned with the 
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frame/group box for its level.  Scroll bars are aligned at the bottom. The action button should be 
placed to the left side of the scroll. 
 


 Layout of a columnar scroll 
 
When aligning scroll bars with a group box that is above the scroll bar, align scroll bars so that 
their right edge sticks out to the right slightly (1 pixel) beyond the right edge of the frames and 
group boxes. 


3.1.18.1.2 Guideline 80.  Column titles 
In a columnar scroll, put the label on top of each column.  Left justify text labels.  Right justify 
labels for numbers.  Right or decimal align numbers. When a scroll contains two columnar rows 
of data per occurrence, use a slash (“/”) in the column title.  When a scroll contains more than 
two columnar rows of data per occurrence, place labels next to each field.  Titles should be 
inside the frame.  They should be 1 grid unit below the frame line and 1 grid unit above the first 
row of edit boxes. 


3.1.18.1.3 Guideline 81.  Initial scroll data 
If the Page has a Fetch button (which implies that the user can define or change the information 
that is presented in the scroll), the Component should use INSTALLATION as the search 
record, and the user causes the scroll to be populated by pushing the Fetch button. 
 
If the Page does not have a fetch button, the ScrollSelect should automatically happen during 
RowInit.  In essence, the user has no idea that the Page uses ScrollSelect, and would expect it 
to behave like a normal Page. 


3.1.18.1.4 Guideline 82.  Scroll totals 
The placement of scroll totals depends on the main focus of the Page. 
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1. Put the totals above the scroll if the emphasis of the Page is on summary information, and 
the detail lines are merely supporting information. 


2. Put the totals below the scroll if the detail lines are the main focus of the Page, and the 
totals are meant to support or confirm the detail. 


3. When in doubt, put totals below the scroll. 


3.1.18.1.5 Guideline 83.  Separating occurrences in multi-line scrolls 
Use the following guidelines: 
 
1. If each occurrence has 2 or less rows, try to distinguish the occurrences with spacing and 


indentation alone. 
2. If each occurrence has more than 2 rows or is difficult to distinguish with spacing and 


indentation alone, use a "separator line" (a collapsed frame) between occurrences.  
   
 


 Multi-line scroll occurrence with separator 
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Multi-line scroll occurrence without separator 
 
 Implementation Tip:  Use a “collapsed frame” to make the separator line between scroll 
occurrences.  The collapsed frame should be part of the scroll occurrence and should be placed 
above the first occurrence fields.  If the scroll has column titles, put the collapsed frame between 
the column titles and the fields.  If the scroll does not have column titles, overlay the collapsed 
frame on top of the top edge of the frame that surrounds the scroll region. 


3.1.18.1.6 Guideline 84.  Row selection method 
Use a check box on the left side of the scroll to indicate row selection.  Row selection in a scroll 
is analogous to item selection in a list box: the functionality can be designed for single selection 
or multi-selection. 
The label above a row selection check box should be “Sel”. 


3.1.18.1.7 Guideline 85.  Row action method 
Use a command pushbutton in the scroll to perform an action on a row.  If multiple actions can 
be performed on a row, use a row selection check box to indicate the row to be acted on, and 
two or more command pushbuttons below the scroll to indicate the actions. 
Alternatively, buttons can be in an “application toolbar” at the top of the Page. 
If the scroll is a “list scroll” with a single row per scroll, use a “Small Size” image pushbutton on 
the left side of the scroll. 
Examples of row actions: drilldown, print, post, reconcile, and so on. 
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 Multiple row actions in a list scroll 
 


Single row action in a list scroll 
 


3.1.18.1.8 Guideline 86.  Scroll sort method 
For typical situations, use a drop down list with sort options and a pushbutton to invoke the sort.  
Do not invoke the sort when the user tabs off a field.  The exception is a data entry Page where 
keystrokes are to be minimized. 


3.1.18.1.9 Guideline 87.  Dynamic scroll columns 
Dynamic scroll columns allow the user to specify what data appears in a scroll column and how 
the data is sorted.  Because they are difficult to maintain, dynamic scroll columns should be 
used only in situations where there are too many columns of data to display at once and the 
user needs the ability to choose which columns are displayed. 
 
Dynamic scroll column titles should be represented as drop down lists.  The user determines 
which column to display by choosing one of the values in the drop-down. 
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Dynamic scroll columns 


3.1.18.1.10 Guideline 88.  Column title position 
Column titles for display-only fields must be adjusted slightly in the Application Designer in order 
to appear properly aligned in the Application Processor.  The column title should be indented 1 
GU to the right of the display-only field.  This adjustment is necessary because the data in a 
display-only field is offset from the left edge of the field in order to be left-aligned with the data in 
an edit box. 


Indent column titles of display-only fields to achieve left-alignment in Application Processor 


3.1.18.1.11 Guideline 89.  Column title underlines 
Use “collapsed frames” as underlines beneath column titles in the following cases: 
 
1. List scrolls with one or more display-only columns 
2. List scrolls where you want to group multiple fields under a single column title 
 


  
 If a Page meets any of the criteria described above, use the column title underline on all the 
columns in the scroll, including editable columns, such as edit boxes, drop down lists, check 
boxes, and so on. 


3.1.18.1.12 Guideline 90.  Column titles for Description columns 
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As a general rule, try to group description columns with the fields they describe under a single 
column title.  In other words, avoid having column titles that say “Description”, “Short Descr”, 
and so on. 
 


 
Correct -- Shared column title               Wrong -- Separate Description column title 
 


3.1.19 Labels and Static Text 


3.1.19.1.1 Guideline 91.  Use terse text 
Use terse text for labels, menus, and all controls. 


3.1.19.1.2 Guideline 92.  When to use punctuation 
Use a colon after a text label preceding a data entry field.  Do not use a colon after a text label 
for a group box or title bar or column titles. 
Use a colon after a text label for a data entry field even if the text label is displayed above the 
field instead of to the left of the field. 
 


Label above an edit box 
 
Column headings in scrolls should not have colons.  Only use colons for individual field labels, 
whether the label is in the standard position to the left of the field or positioned above the field. 
 


3.1.19.1.3 Guideline 93.  Text justification 
Left justify static text prompts and data entry fields.   


3.1.19.1.4 Guideline 94.  Label and edit boxes alignment 
Align labels and edit boxes in columns.  All labels should be left aligned with other labels, and 
edit boxes left aligned with other edit boxes.  Only the left-most column of fields on the Page 
must be left aligned. 
In cases where there is no space to put a field label to the left of an edit box, you can put the 
label above the field, left justified with the left edge of the edit box.  This technique is useful for 
Long Edit fields.   
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The label above shows a long edit field 


3.1.19.1.5 Guideline 95.  Abbreviations 
Avoid abbreviations in labels where possible.  If an abbreviation is unavoidable, consult the 
appendix on standard field label abbreviations. 
 
Avoid using periods in field label abbreviations.  The only exception is where the meaning of the 
abbreviated word is ambiguous without the period. 


3.1.19.1.6 Guideline 96.  Text capitalization 
Capitalize the first letter of each word, except prepositions, conjunctions, and articles that are 
not the first word in the text.  For example: 
 


• Insert Object 
• Paste Link 
• Use Smart Cut and Paste 
• Depreciate When in Service  


 


3.1.20 Implementation Considerations 


3.1.20.1.1 Guideline 97.  When to use RFT descriptions 
As a general rule, use a text label for a group box if it is unlikely the label will be reused many 
times.  If the group box label is a common one—such as Report Request Parameters—
associate a RECORD.FIELD with the group box and use the RFT short or RFT long description. 
If you use a text label, make sure to blank out the Record name in the Change Record dialog. 
If you want to use a RFT short or long label, and a valid record.field is not available, add a field 
to a work record with the suffix _GB.  If the Page you are working on does not have an 
associated work record, add the work field to the xx_PAGES_WRK record for the product 
(where xx is the identifier for the product). 
 Warning!  Be careful when associating a record.field with group boxes in a scroll.  If the group 
box is defined at a different scroll level than the data in the scroll, but the group box is 
associated with the same record as a field in the scroll, you may cause Page Buffer parameter 
errors. 


3.1.20.1.2 Guideline 98.  Using work Pages 
When a Page requires the use of many hidden fields, place these fields on a work Page for the 
Component instead of hiding the fields within a corner of the Page.  What constitutes many?  As 
a rule of thumb, if you have more than five hidden work fields or a hidden scroll, use a work 
Page. Work Page names should have the suffix _WRK.  In the Menu Designer, work Page 
menu items should have names that begin with the prefix “Work.” 
 
There are cases where it is impossible or impractical to use work Pages for hidden fields: 
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1. Related display fields. 
2. Work record fields that are associated with a scroll.  For example, a level 1 scroll area for 


the table COST has ADJUST_WRK field hidden.  You cannot separate the Work fields from 
the related Database fields (such as COST and ADJUST_WRK). 


3.1.20.1.3 Guideline 99.  Non-visible, informational labels 
By default, the Application Designer assigns a label of “Frame” to all frames and “Scroll Bar” to 
all scroll bars.  These labels are never seen by the user.  They appear only in the Change Label 
dialog and the Field Order dialog. 
 
Informational labels are useful when setting and reviewing field order, because they allow you to 
distinguish one frame or scroll bar from another.  The guideline is to use informational labels in 
cases where field order is important.  Specifically, this means the following: 
 
1. Use an informational label for all scroll bars.  A level 1 scroll bar should be labeled “Level 1” 


or something application-oriented, like “Journal Header.” 
2. Use an informational label for scroll level 1-3 frames.  The field order guideline for most 


frames is to put them at the top of the field order at level 0.  For level 0 frames, field order is 
irrelevant and descriptive labels are unnecessary. 


 
However, some frames must be ordered at level 1-3 because they are repeated as part of scroll 
occurrences (for example, occurrence separators).  Since field order is important for these 
frames, an informational label is helpful.  Use a label like Level 1 Separator, Bank Account 
Underline or something descriptive like that. 


3.1.20.1.4 Guideline 100.  When to use sub-Pages 
Use sub-Pages extensively.  Use sub-Pages not only for key frames, but also for any common 
groups of fields.  For example, SetID and As Of Date as report request criteria, or the standard 
address fields (Address1, Address2, and so on). 
Use the _SBP suffix for sub-Page names.  The rest of the name should be descriptive text.  For 
example, the Run Control key frame sub-Page could be named PRCSRUNCNTL_SBP.  If there 
is more than one sub-Page that goes together in a set, the suffixes should be SBP1, SBP2, and 
so on. 


3.1.21 User Navigation and Prompting 


This section discusses how to design dialog boxes and menus so they use common navigation 
and user prompting techniques.   


3.1.21.1 Dialog Boxes 


3.1.21.1.1 Guideline 101.  Dialog box types and usage 
Some application commands require additional information from the user before they can be 
completed.  For example, if the user selects File Open, the application needs the name of the 
file and where it is stored.  If the user does not or cannot supply the information when issuing 
the command, the application can request the information by displaying a special window called 
a dialog box.  A dialog box contains controls that collect the user’s information and choices. 
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PeopleTools supports several types of “application modal” dialog boxes.  Application Modal 
means that the user must respond to the dialog box before continuing work in the current 
application window, but can switch to and work in other applications without responding.  The 
types of application modal dialog boxes are as follows: 
 
1. Search dialog 
2. Message dialog 
3. Edit prompt (F4) dialog 
4. Application prompt dialog 
 
PeopleTools also supports modeless dialog boxes, which allow the input focus to be switched to 
another window. A modeless dialog box continues to display even a switch is made to other 
applications. Primarily, modeless dialog boxes are useful for menus and help systems. 


3.1.21.2 Search Dialogs 


3.1.21.2.1 Guideline 102.  Search dialogs and search records 
Search dialogs are used to select a data row or set of data rows to work with in a Component.  
Search dialogs pop-up when the user navigates to a Page via a menu item or toolbar button if 
the Page has a search record associated with it.  The search dialog contains one field for each 
primary key and alternate key defined on the search record. 
 
Use search records whenever possible to define the data access for a Component. 


3.1.21.3 Message Dialogs 


3.1.21.3.1 Guideline 103.  When to use message dialogs 
Use message dialogs to display error, warning, and informational messages to the user. 


3.1.21.3.2 Guideline 104.  Message text 
Adhere to PeopleSoft Style Guide for proper grammar, voice, and style when writing messages.  
Messages text should be an affirmative statement. 


3.1.21.3.3 Guideline 105.  Message types and associated icons  
Icon Severity Description 


 


Message Provides information about the results of commands.  
Offers no user choices; user acknowledges message by 
clicking OK button. 


 Message Alerts user to a situation that requires user decision before 
proceeding.  The message is always phrased as a 
question; user responds to message by clicking OK or 
Cancel button (or Yes/No). 


 Warning Alerts user to a potential error condition or situation that 
requires user decision before proceeding, such as an 
impending action with a potentially destructive, irreversible 
consequence.  The message can be a question; user 
responds to message by clicking OK or Cancel button (or 
Yes/No). 
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Icon Severity Description 
 Error Informs user of an application-related problem that must 


be corrected before data can be saved; user 
acknowledges message by clicking the button. 


 Fatal Error Informs user of critical PeopleTools-related problem that 
requires the user cancels the current transaction.  The 
Application Processor in the event of a SQL error or 
PeopleCode syntax error initiates this type of error 
message. 


 Critical  Informs the user of a serious problem that requires 
intervention or correction before work can continue 


 
 


3.1.21.3.4 Guideline 106.  Provide help in error messages 
Provide an explanation or help button with suggestions about how to correct an error if valid. 


3.1.21.4 Application Prompt Dialogs 


3.1.21.4.1 Guideline 107.  When to use application prompt dialogs 
Use application prompt dialogs to obtain additional information that is necessary to perform a 
user-initiated action.  Application prompt dialogs should be invoked when the user presses a 
command pushbutton.  Typically, the command pushbutton should have a terse text description 
of the action, followed by “...” 
 
For example, if you have a “Copy from Template” function, you can implement it as a 
pushbutton and an application prompt dialog.  Pressing the “Copy from Template...” pushbutton 
on the Page would cause a prompt dialog to appear where the user could specify the name of 
the template to use.  This approach follows the “Progressive Disclosure” concept of good user 
interface design.  The template field is not relevant to the main data on the Page.  Thus, it is 
shown to the user only when it is needed to perform the Copy action. 


3.1.21.4.2 Guideline 108.  Application prompt dialog titles 
The title of an application prompt dialog should correspond to the text on the pushbutton that 
was used to invoke it, minus the “...” 


3.1.21.4.3 Guideline 109.  Dynamic Selection criteria wildcards 
This wildcard standard only applies to strings; it does not refer to dates or numeric fields.  This 
standard is only implemented in specific dynamic selection criteria Page fields.  The key points 
of this standard are as follows: 
 
1. In general, we assume an exact match is desired unless the user enters a wildcard 


character.  The exception to this rule is descriptive text fields, in which case, we interpret the 
selection criteria to mean “find this string anywhere in the field.”  


2. If the user leaves a field empty in their selection criteria, it is interpreted as meaning 
“exclude this field from the where clause.” 


3. The SQL wildcards (%, _) as well as the DOS/UNIX wildcards (*, ?) are both accepted. 
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4. As a shorthand format, if the first character is an exclamation point (!) it is interpreted as 
“negate the operator on this criterion.” 


5. As a shorthand format, tilde (~) is interpreted as “equal to blank.” 
 
Wildcard Characters  
 


Character Meaning 
% Match one or more characters 
* Match one or more characters 
_ Match any single character 
? Match any single character 
! If first character, negate the operator (NOT EQUAL, NOT 


LIKE) 
~ Equal to blank  


 
 
For example:  
 


User enters Resulting SQL 
ABC WHERE FIELD = 'ABC' 
AB% WHERE FIELD LIKE 'AB%' 
AB* WHERE FIELD LIKE 'AB*' 


!ABC WHERE FIELD <> 'ABC' 
!AB% WHERE FIELD NOT LIKE 'AB%' 


~ WHERE FIELD = ' ' 
!~ WHERE FIELD <> ' ' 


(blank) Field not included in Where clause 
 


3.1.21.5 Menus 


3.1.21.6 Menu Items 


3.1.21.6.1 Guideline 110.  Menu item position 
Position menu items by their logical order in a process.  If there is no logical order, position them 
alphabetically.  Interfaces will be positioned with in their functional areas. 


3.1.21.6.2 Guideline 111.  Menu item groups 
Groups of related menu items should be separated by a solid line (separator). 


3.1.21.6.3 Guideline 112.  Verb-noun tense 
Use action-object verb tense (verb-noun) where possible in menu items.  For example: 


“Select Payments” as opposed to “Payment Selection” 


3.1.21.7 Actions 


3.1.21.7.1 Guideline 113.  Specify appropriate actions for a Component 
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Do not specify all the action types (Add, Update/Display, Update/Display All, Correction) unless 
they are appropriate for the type of Pages in the Component. 
 
Use only “Update/Display” for inquiry Pages. 
 
Use “Add” and “Update/Display” for non-effective dated Pages. 
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3.2 Naming Standards 


3.2.1 General Information 


Naming standards are guidelines for labeling PeopleSoft objects such as pages, menus, 
records and fields, as well as for Database entities such as tables and views.  This section will 
also cover standard abbreviations and reserved words within the SQL language. 
 
The Benefits of following a naming standard include: 
 


• The meaning of data is consistent across the OAKS Systems. 
• Improved Data Sharing 
• Standardized Code and Domains 
• Better communications between systems 
• Preparation of data for future repository 


 


3.2.2 Standard Naming Conventions 


 
• ALL CUSTOM ONLINE OBJECTS SHOULD BE PREFIXED BY ‘OH_’ TO EASILY 


IDENTIFY THEM AS OBJECTS CREATED FOR THE OAKS PROJECT.  FOR 
EXAMPLE, A CUSTOM RECORD NAME MIGHT BE CALLED 
‘OH_BD_ASSET_ACCT’.   


 
• After the ‘OH_’ prefix, follow the standard PeopleSoft naming conventions for objects as 


provided in the rest of this document. 
 


• All names should be in plain English and avoid slang and terms unique to a specific 
business function. 


 
• Avoid using special characters.  The character set for names will be limited to alphabetic 


characters (upper and lower case), numbers, the hyphen and underscore.  
 
• Do not include spaces in object names.  Use an underscore wherever a space would be 


used. 
 


• Do not use PeopleSoft reserved words as object names. 
 


• Do not change the name of any delivered PeopleSoft Objects. 
 


• Abbreviations and acronyms should always be taken from the Standard Abbreviations 
list whenever possible. 


 
• As a rule, all object names should be unique within the object type.  For example, two 


tables cannot have identical names, but a table and field may share a name because 
they are different object types. 
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3.2.3 Project Naming Standards 


 
Developers should keep security related objects separate from other objects impacted by their 
work unit by utilizing a separate security project where applicable.  Menus, process definitions, 
permission lists, and portal registry structures (content references) should not be included in the 
main project for the work unit.  If objects of these types are created or modified for the work unit, 
they should be included in the security project. 
 


Max Field 
Length 


Standard Description 


30 Characters 


OH_WRKUT_DESCRIPTION 


All impacted objects for the work unit, 
everything that will need to be 
migrated to the next environment, 
excluding menus, portal registry 
structures, permission lists, and 
process definitions. 


30 Characters 


OH_SECURITY_WU## 


This project should only be used to 
contain menus, portal registry 
structures, permission lists, and 
process definitions, if any are 
customaized for the work unit. 


 
Where:   


 
Component Description Example 


OH OAKS Identifier OH 
WRKUT Represents the work unit related to the 


customizations being made 
PY001 


DESCRIPTION Logical Description of the project, ALL 
UPPERCASE with underscores between 
words 


OVERTIME_PAY 


 
All objects created or modified by the OAKS development team will have to be placed in a 
project.  
A long project description (limited to 30 bytes) of the customizations contained in the project 
should be entered as well so they can be viewed in the ‘Open Project’ dialog box.  Project 
Descriptions can be added to a project by navigating from File to Project Properties, entering 
the description there, and then saving the project. 
 
 


3.2.4 PeopleSoft Standard Naming Conventions for Online Objects  


 
PeopleSoft generally follows the same naming standards for all online objects, with the possible 
exception of menus, which are named as descriptively as possible (e.g. – 
‘ADMINISTER_WORKFORCE_GBL’).  The vast majority of client customizations to online 
objects are made to fields, records, pages, components, menus, and/or PeopleCode.  Thus, this 
document will focus on the naming standards for these objects (with the exception of 
PeopleCode, which is automatically named by the Application Designer tool).  Nonetheless, the 
naming standards presented in this document should be applied to customizations made to any 
object type.   
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3.2.5 Field Naming Standards 


 
Custom 
Object 


Max Field 
Length 


Standard Example 


Field 18 Characters OH_DESCRIPTION_SUFFI
X 


OH_CURR_RT 


 
Fields in PeopleSoft have two parts to their names.  The first part describes the contents of the 
field; the second describes the field data type (see below).  The names of custom fields should 
be patterned after existing PeopleSoft fields. 
 
Each field is defined only once within PeopleSoft.  In order to gain the benefits of data sharing, 
fields are defined globally; a single definition affects all tables where the field is used.  Using this 
method, a change to a field's definition will only need to be made once, in order to be reflected 
throughout the Database. 
 
The second part of the field name, a “data type” suffix, identifies specific types of data 
maintained in certain fields.  The unique data type suffixes and a description of what they are 
used for are shown below. 


 
PeopleSoft Field Suffixes: 


 
Suffix Type Definition 


_AMT Amount Numeric value of currency type. 
_CD Code User-defined value determined by a Translate Table 


or other code table. 
_CNT Count Numeric value containing a count. 
_DT Date Date and time value of format YYYY-MM-DD. 
_DTTM Date Time Date and time value of format yyyy-mm-dd and 


hh:mm:ss. 
_FLG Flag User can select one of the possible values (of which 


there are usually more than 2) defined for the field. 
_ID Identificatio


n 
User-defined value used to make references unique, 
for example, EMPLID 


_PCT Percent A percentage value stored internally as a decimal 
(e.g. – 50% is stored as .5). 


_RT Rate Numeric field expressing an amount per some unit of 
coverage 


_SW Switch A field which usually has only two possible values 
(e.g. – ‘Yes’ or ‘No’ or ‘On’ or ‘Off’). 


 
 


3.2.6 Record Naming Standards 


 
Custom 
Object 


Max Field 
Length 


Standard Example 
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Custom 
Object 


Max Field 
Length 


Standard Example 


Record  15 Characters OH_DESCRIPTION_SUFFI
X 


OH_ASSET_RT 


Special 
Record 


15 Characters OH_PREFIX_DESCRIPTIO
N 


OH_DERIVED_AP 


 
Records in PeopleSoft have two parts to their names.  The first part describes the contents of 
the table; the second describes the table data type.  The names of custom tables should be 
patterned after existing PeopleSoft tables.  These unique data type suffixes and a description of 
what they are used for are listed below. 
 
 


PeopleSoft Record Suffixes: 
  


Suffix Type Definition 
_AET App 


Engine 
Identifies a PeopleSoft record used for temporary 
data storage for App Engine programs 


_DVW View Identifies a dynamic view (i.e. – a view that is 
dynamically built at runtime and is not physically 
stored in the Oracle database. 


_LNG Related 
Language 
Record 


Identifies a record definition that contains related 
language data (i.e. – Data translated into a language 
other than the database’s “Base” language). 


_QVW View Identifies a Query view (i.e. – A view specifically built 
and designed to be used with PS/Query).  


_SBR Subrecord Identifies a record definition created as a subrecord. 
_SRCH Search Identifies a PeopleSoft search record used to 


facilitate accessing data on specific Pages 
_TBL Table Identifies an edit or prompt table that contains data 


used for validation, as opposed to data maintained 
by the application. Prompt tables store commonly 
used values. They include, but are not limited to, 
control tables, which store company-wide values. 


_TMP Table Identifies a temporary record used during batch 
processing. 


_VW View Identifies a PeopleSoft record definition that is 
physically implemented by defining an SQL view. 


_WL Worklist Identifies the record as a worklist record definition 
used in Workflow. 


_WRK Work Identifies a work or temporary table created for short 
time usage.  This type of table is generally created 
and deleted within a single procedure or program. 


_WS Work Scroll Identifies a PeopleSoft scrollable table used for 
temporary data display purposes only on specific 
Pages 
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In addition, the first part of some special PeopleSoft record names is comprised of a prefix that 
is used to identify the record.   A table detailing these special types of records and their uses is 
shown below. 
 


Special PeopleSoft Record Prefixes: 
 


Prefix Type Definition 
AUDIT_ Audit Identifies record definitions used to store audit 


information for other record definitions in the 
database.   


DERIVED_ Derived  Identifies a PeopleSoft derived record used for 
display. 


FUNCLIB_ PeopleCod
e 
Functions 


Identifies record definitions that contain written 
PeopleCode functions, as opposed to built-in 
functions.   


WEBLIB_ Internet 
Scripts 


Identifies record definitions used to store internet 
scripts. Internet scripts are generally located in 
FieldFormula PeopleCode events. A WEBLIB record 
with an internet script needs to be granted access 
with Maintain Security before it can be executed in a 
PeopleCode program. 


R_ SQR Identifies record definitions created as work record 
definitions for SQR reports. The remainder of the 
record name consists of the program or report ID. 


 


3.2.7 Modified Delivered Fields & Records 


DO NOT change the name of any delivered PeopleSoft field or record.  These fields and 
records are referenced in many places throughout PeopleSoft.  If the name were changed, all 
references to the field or record would also have to be changed.  The change control 
procedures should be used to keep track of changes made to delivered “vanilla” fields and 
records. 
 


3.2.8 Custom Records 


Use CUSTOMTS for the table space name when creating new tables within the respective 
environments in the OAKS PeopleSoft system. 
 


3.2.9 Page Naming Standards 


Custom 
Object 


Max Field 
Length 


Standard Example 


Page 18 Characters OH_DESCRIPTION OH_TAX_DATA 
 
Pages are referenced throughout PeopleSoft, primarily in PeopleCode.  If the name were 
changed, all references to the page would also have to be changed.   
 
When creating a component with multiple pages within a single record, add sequential numbers 
to the page names as in TAX_DATA1, TAX_DATA2, etc. 
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Page names may also contain an optional third part, a “page type” suffix, used by PeopleSoft to 
identify special types of pages used in the online processing.  These unique page type suffixes 
and a description of what they are used for are shown in the following table:  
 
 


Standard PeopleSoft Page Type Suffixes: 
 


Suffix Type Definition 
_SBP Subpage Identifies page definitions created as subpages. 
_SEC Secondary 


Page 
Identifies page definitions created as secondary pages. 


 


3.2.10 Modified Delivered Pages 


Modified 
Object 


Max Field 
Length 


Delivered Name Modified Name  


Page 15 Characters JOB_DATA1 OH_JOB_DATA1 
   


DO NOT change the name of any delivered PeopleSoft page.  In fact, as a general rule of 
thumb, it is typically best not to modify any “vanilla” delivered PeopleSoft pages directly at all 
unless the modifications are very minor.  (Minor modifications include changes that do not affect 
the overall functionality or use of the delivered PeopleSoft page.   If the Developer is unable to 
determine if a modification is minor, it is up to the Developer and the Programming Supervisor 
to make the decision.) Instead, it is best to make a copy of the page to be customized, make the 
modifications to that copy, and then replace the delivered PeopleSoft page with the customized 
page on every component definition on which you want the customizations to appear.  
Therefore, when modifying a delivered PeopleSoft page, the first thing the Developer should do 
is a 'SAVE AS' in the Application Designer and save the delivered page under the new page 
name.  The new page name should consist of the ‘OH_’ prefix, followed by the delivered page 
name (which may have to be abbreviated slightly if the delivered page name is greater than 15 
characters in length).  
 
As an example, if a Developer wants to modify the JOB_DATA1 page, they should open the 
JOB_DATA1 page in Application Designer and immediately do a 'SAVE AS' under the new 
name: OH_JOB_DATA1.  The Developer could then make any needed modifications to the 
OH_JOB_DATA1 page.  Note that once the page customizations have been completed, the 
JOB_DATA1 page would have to be removed from the JOB_DATA.GBL component (and any 
other component containing the JOB_DATA1 page) and replaced with the customized 
OH_JOB_DATA1 page. 
 
 


Also note that any changes made to a component by adding or removing pages will require that 
all permission lists associated with the modified component (via the menus that the component 
is on) be updated accordingly in order for developers and users to see the customizations made 
to the component (e.g. – see the new page they added to the component). 
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3.2.11 Menu Naming Standards 


Custom 
Object 


Max Field 
Length 


Standard Example 


Menu 30 Characters OH_DESCRIPTION OH_MAINTAIN_ACCRUALS 
 
Custom menus should be created when a significant new application is being added to the 
system.  In some Menu names should be functional, easy to understand and read.  The 
underlying table and page definition should not drive the menu name; this name should reflect 
how the users would naturally use the application.  The format of the menu name should be 
created according to how the user would see it. 
 
Custom menus should be created when a significant new application is being added to the 
system.  In some cases, it may be necessary to create a custom menu when a delivered menu 
is full or has become too crowded to add pages and/or functions.  When creating a custom 
menu, start from scratch with an empty menu list.  Name the menu using a descriptive name 
typed in upper case starting with ‘OH_’, such as ‘OH_MAINTAIN_ACCRUALS’.  The name of 
the menu should reflect the purpose and contents of the underlying menu items as best as 
possible. 
 
Always assign a shortcut key for the menu name by adding an ampersand (&) in front of the 
letter that should be assigned as the shortcut key. Choose a letter for the shortcut key that has 
not been used by another menu name at that level.  Consult PeopleBooks for more information 
on positioning ampersands. 
 
 


3.2.12 Modified Delivered Menus 


DO NOT change the name of any delivered PeopleSoft menus.   
 
Custom menus should be created when a significant new application is being added to the 
system.  In some cases, it may be necessary to create a custom menu when a delivered menu 
is full or has become too crowded to add pages and/or functions.  When creating a custom 
menu, start from scratch with an empty menu list.  Name the menu using a descriptive name, 
typed in upper case.  The name of the menu should reflect the purpose and contents of the 
underlying menu items. 
 
Always assign a shortcut key for the menu name by adding an ampersand (&) in front of the 
letter that should be assigned as the shortcut key.  Where possible, choose a letter for the 
shortcut key that has not been used by another menu name.  Consult PeopleBooks for more 
information on positioning ampersands. 
 
Also note that any changes made to a menu by adding or removing components, or any 
new menus created will require that all permission lists associated with the modified 
menu (or to be associated with the new menu) be updated accordingly in order for 
developers and users to see the customizations made to the menu (e.g. – see the new 
component they added to the menu). 
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3.2.13 File Layouts 


Custom 
Object 


Max Field 
Length 


Standard Example 


File Layout 30 Characters OH_DESCRIPTION OH_BUS_UNIT_FS 
 
DO NOT change the name of any delivered PeopleSoft file layouts.   
 
A File Layout is a definition (or mapping) of a file to be processed. It identifies where in a file 
data fields are located. Once a File Layout has been created, PeopleCode programs can be 
written that use the file object, which in turn use the File Layout, to read data from or write data 
to a file. 
 
When saving any File Layout objects in Application Designer, the layout name will be prefixed 
with the standard ‘OH_’ followed by words or abbreviated words separated by underscores. 
 


3.2.14 File Naming, Extensions, and Prefixes 


File names should be the same as the names of the programs that created them, with the 
appropriate extension added to the end of the name.  For example, the report file for a SQR 
report program named PER017CT would be PER017CT.LIS.  An error log from the interface 
program PAYGLA02 would have the name PAYGLA02.LOG. 
 
 


Use the following extensions based on the type of file being created: 
 


File Type Extension 
Adobe Portable Document Format .pdf 
Binary executable file no extension 
C header file .h 
C source file .c 
C++ source file .cpp 
makefile .mk 
SQL script file (SQL*Plus) .sql 
SQR report files .lis 
program data files .dat 
program log files .log 
program audit files .aud 
UNIX C shell scripts .csh 
UNIX Korn shell scripts .ksh or .sh 
UNIX Bourne shell scripts .bsh or .sh 
compiled SQR/SQT .sqt 
SQR Portable Output File .spf 
SQR report program .sqr 
SQR update program .squ 
SQR copybook .sqc 
compiled COBOL .gnt 
source COBOL .cbl 
max file for SQR's .max 
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Use the following prefixes on SQL scripts: 
 
Create table t_ 
Create index i_ 
Create view v_ 
Create synonym s_ 
Create grant g_ 
 
 
 
 
 


3.2.15 Modified Delivered Components 


Modified 
Object 


Max Field 
Length 


Delivered Name Modified Name  


Component 18 Characters JOB_DATA OH_JOB_DATA 
 
DO NOT change the name of any delivered PeopleSoft components.  If a delivered component 
needs to be modified by adding or removing pages, make the modifications to the component 
without changing its name.  However, if the number of modifications to a component is 
significant, it is better to make a copy of the component to be customized, modify that copy, and 
then replace the delivered PeopleSoft component with the customized component on every 
menu definition where the customizations should appear.  The customized component name 
should follow the naming standards outlined above.  
 
Custom components should always be created when a significant new application is being 
added to the system.  In some cases, it may be necessary to create a custom component when 
a delivered component is full or has become too crowded to add additional pages.   
 
As an example, if a Developer wants to make major modifications to the JOB_DATA 
component, they should open the JOB_DATA component (Global Market) in Application 
Designer and save it under the new name: OH_JOB_DATA.  The Developer could then make 
any needed modifications to the OH_JOB_DATA component.  Note that once the component 
customizations have been completed, the JOB_DATA component would have to be removed 
from the ADMINISTER_WORKFORCE_(GBL) menu and replaced with the customized 
OH_JOB_DATA component. 
 
Also note that any changes made to a component by adding or removing pages or any 
changes made to a menu by adding or removing components will require that all 
permission lists associated with the modified component and/or menu be updated 
accordingly in order for developers and users to see the customizations made to the 
component (e.g. – see the new page they added to the component). 
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3.3 Commenting Standards 
Comments allow a person who is not familiar with the program to understand the functionality of 
the code without reading through the program line by line. Within all PeopleSoft related 
programs, comments are required for all code. 
 


3.3.1 Commenting SQR/COBOL 


The following commenting standards apply to SQR and COBOL: 
 
� Comments will be written before the lines of code to which it refers.  For example, 
 


!If pay option is both check and advice, then do direct deposit 
!adjustment to net pay. 
if &PCHK.PAYCHECK_OPTION  = '&' 
   do DIRECT-DEPOSIT-ADJ   
end-if  


 
� New SQRs and COBOL will contain a program header.  It contains general information 


about the new program.  Then each section of code that is complicated or is critical to 
processing will be commented.  SQR and COBOL will also have a comment section before 
each procedure or paragraph.  PeopleCode has comments before each function.  This 
comment should briefly describe what the procedure or function does.  The program header 
appears as follows, 


 
!******************************************************************************** 
!  Program Name and Title                                                                     * 
!******************************************************************************** 
!******************************************************************************** 
!                        NEW SQR/COBOL LOG                                               * 
!                                                                                                              * 
! DESCRIPTION: Functional description of program goes here.            * 
!                                                                                                               * 
! ASSUMPTION:  Major assumptions of program go here.                    * 
!                                                                                                               * 
! MENU:  Menu used to run this program.                                              * 
!                                                                                                               * 
! This is a new SQR/COBOL module.  This log must be kept up to date.* 
!********************************************************************************* 
! DD#/CSR#    Programmer                Start Dt  End Date                        * 
! ----------  ----------------------    --------  --------                                             * 
! XXXX        XXXXXXXXX,XXXXXXXXXXXX    XX/XX/XX  XX/XX/XX   * 
!********************************************************************************* 
!********************************************************************************* 
!                            CHANGE LOG                                                            * 
!                                                                                                                * 
!            DO NOT DELETE ANYTHING UNLESS OTHERWISE NOTED!* 
!                                                                                                                * 
! All modifications to this program must be documented.                         * 
! Modifications should be preceded by the following line:                        * 
!     ! Modification Start                                                                             * 
! Modifications should be followed by the following line:                          * 
!     ! Modification End                                                                               * 
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!********************************************************************************** 
! SIR  Programmer             Start Dt  End Date                                          * 
! ---- ---------------------- --------  --------                                                          * 
! XXX  XXXXXXXXX,XXXXXXXXXXXX XX/XX/XX  XX/XX/XX                * 
!                                                                                                                 * 
! Description of Change                                                                             * 
!********************************************************************************** 


 
The procedure or function header appears as follows: 


 
!********************************************************************************** 
! PROCEDURE NAME                                                                              * 
!                    * 
! Developer:                                                                                               * 
! Date:                                                                                                        * 
! Work Unit:                  * 
! Called By:                                                                                                * 
! Calls:                                                                                                        * 
!                                                                                                                  * 
! Description:                                                                                              * 
!                                                                                                                  *     
!                                                                                                                  * 
!*********************************************************************************** 
 


� All modifications will be commented.  Each modification will contain the following standard 
header section.  Each section of code that is complicated or is critical to processing will also 
be commented.  The modification comments appear as follows, 


 
 


/* Mod# Developer -- Description --Date Begin */ 
 


 [insert code here] 
 


/* Mod# Developer - Date End */ 
 


3.3.2 Commenting Online Objects  


The following commenting standards apply to Objects (Records, Pages, Fields, Components, 
Menus) being modified or built: 
 
� Comments for OAKS Financials will be written in the properties section for each online 


object as follows: 
 


/************************************************************************/ 
/* Mod# Developers             Start Dt              */ 
/* Description of Change                                                            */ 
/* Mod# Developers             Start Dt              */ 
/* Description of Change                                                            */ 
/************************************************************************/ 
 


� Comments for non-OAKS Financials will be written in the properties section for each online 
object as follows: 
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/************************************************************************/ 
/* Mod# Developers             Start Dt  End Date                           */ 
/* ---- ---------------------- --------  --------                                           */ 
/* XXX  XXXXXXXXX,XXXXXXXXXXXX XX/XX/XX  XX/XX/XX */ 
/*                                                                                                  */ 
/* Description of Change                                                             */ 
/************************************************************************/ 
/* Mod# Developers             Start Dt  End Date                           */ 
/* ---- ---------------------- --------  --------                                           */ 
/* XXX  XXXXXXXXX,XXXXXXXXXXXX XX/XX/XX  XX/XX/XX */ 
/*                                                                                                  */ 
/* Description of Change                                                             */ 
/************************************************************************/ 


 
 


 


3.3.3 Commenting PeopleCode 


The following commenting standards apply to PeopleCode: 
 
� Comments will be written before the lines of code to which it refers.  For example, 
 
  /* PY001_01 Jane Doe -- If pay option is both check and advice,  
  then do direct deposit adjustment to net pay. 11-01-2005 */ 
 
    If &PCHK.PAYCHECK_OPTION  = 'Y'  Then  
   DIRECT-DEPOSIT-ADJ();   
    End-if;  


 
          /* PY001_01 Jane Doe – 11-01-2005 */ 


 
� New PeopleCode functions will be commented with the following headers: 
 


!********************************************************************************** 
! FUNCTION NAME                                                                                   * 
!                    * 
! Developer:                                                                                               * 
! Date:                                                                                                        * 
! Work Unit:                  * 
! Called By:                                                                                                * 
! Calls:                                                                                                        * 
!                                                                                                                  * 
! Description:                                                                                              * 
!                                                                                                                  *     
!                                                                                                                  * 
!*********************************************************************************** 
 
 


� All modifications will be commented.  Each modification will contain the following standard 
header section.  Each section of code that is complicated or is critical to processing will also 
be commented.  The modification comments appear as follows, 


 
 


/* Mod# Developer -- Description --Date Begin */ 
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 [insert code here] 


 
/* Mod# Developer - Date End */ 
 
 


� The Record or Page associated to the PeopleCode being built or modified should also 
contain a log of changes made in the Properties section. Please see section 3.3.2 
Commenting Online Objects for commenting standards. 


 
 
 


3.3.4 Commenting for CSR’s 


 
The following commenting standards apply to PeopleCode, SQR, and COBOL that are 
part of CSR’s: 
 
� Comments will be written before the lines of code to which it refers.  For example, 
 


!If pay option is both check and advice, then do direct deposit 
!adjustment to net pay. 
if &PCHK.PAYCHECK_OPTION  = '&' 
   do DIRECT-DEPOSIT-ADJ   
end-if  


 
� New SQRs and COBOL will contain a program header.  It contains general information 


about the new program.  Then each section of code that is complicated or is critical to 
processing will be commented.  SQR and COBOL will also have a comment section before 
each procedure or paragraph.  PeopleCode has comments before each function.  This 
comment should briefly describe what the procedure or function does.  The program header 
appears as follows, 


 
!******************************************************************************** 
!  Program Name and Title                                                                     * 
!******************************************************************************** 
!******************************************************************************** 
!                        NEW SQR/COBOL LOG                                               * 
!                                                                                                              * 
! DESCRIPTION: Functional description of program goes here.            * 
!                                                                                                               * 
! ASSUMPTION:  Major assumptions of program go here.                    * 
!                                                                                                               * 
! MENU:  Menu used to run this program.                                              * 
!                                                                                                               * 
! This is a new SQR/COBOL module.  This log must be kept up to date.* 
!********************************************************************************* 
! DD#/CSR#    Programmer                Start Dt  End Date                        * 
! ----------  ----------------------    --------  --------                                             * 
! XXXX        XXXXXXXXX,XXXXXXXXXXXX    XX/XX/XX  XX/XX/XX   * 
!********************************************************************************* 
!********************************************************************************* 
!                            CHANGE LOG                                                            * 
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!                                                                                                                * 
!            DO NOT DELETE ANYTHING UNLESS OTHERWISE NOTED!* 
!                                                                                                                * 
! All modifications to this program must be documented.                         * 
! Modifications should be preceded by the following line:                        * 
!     ! Modification Start                                                                             * 
! Modifications should be followed by the following line:                          * 
!     ! Modification End                                                                               * 
!********************************************************************************** 
! SIR  Programmer             Start Dt  End Date                                          * 
! ---- ---------------------- --------  --------                                                          * 
! XXX  XXXXXXXXX,XXXXXXXXXXXX XX/XX/XX  XX/XX/XX                * 
!                                                                                                                 * 
! Description of Change                                                                             * 
!********************************************************************************** 


 
The procedure or function header appears as follows: 


 
!********************************************************************************** 
! PROCEDURE NAME                                                                              * 
!                                                                                                                 * 
! Called By:                                                                                                * 
! Calls:                                                                                                        * 
!                                                                                                                  * 
! Description:                                                                                              * 
!                                                                                                                  *     
!                                                                                                                  * 
!*********************************************************************************** 


 
� All modifications will be commented.  Each modification will contain the following standard 


header section.  Each section of code that is complicated or is critical to processing will also 
be commented.  Be sure to list the CSR # so that the modification can be easily referenced 
and searched for within the code.  The CSR # will also tie the modification back to the 
program header where a description of the modification will be placed.  The modification 
comments appear as follows, 


 
/*****************************************************/ 
/* OH MODIFICATION BEGIN  - <Developer> -  <Date> 
/*****************************************************/ 
/* CSR Number: 
/* Description: 
/*****************************************************/ 
 


 
[insert code here] 


 
/* OH MODIFICATION END */ 
 
 
The following commenting standards apply to new records, pages, components, menus, and projects.   
 
The name, date, issues tracking number, and issues tracking description should be listed in the 
properties section. 
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3.4 SQL Standards 
 


3.4.1 Writing Efficient SQL 


The following section aims to help developers set a standard of efficiency for any SQL code 
running within the SYSTEM environment.  This section is not a comprehensive guide for SQL 
optimization; rather it is a general overview of SQL standards. 


 
Writing the most efficient SQL (Generally speaking): 


 
1. The order of fields being selected does not matter. 
2. Place any joins before conditions 
3. The “FROM” clause should place the smallest driver last.  In other words, the record that 


will return the fewest rows for that particular “WHERE” clause.   
 


For example, if you are selecting all employees from a paygroup, the paygroup record will 
appear last (see example) because the paygroup table is returning the fewest rows.  Keep 
in mind that the size of the record does not matter.  What does matter is the number of 
rows that the “WHERE” will return from that record. 


 
4. The “WHERE” clause should be ordered with the most limiting condition first and the least 


limiting condition last.  Again, keep in mind that the size of the record does not matter.  
What does matter is the number of rows that the condition will return.  In the example, the 
company field limits the number of rows returned more than any other does, therefore, it is 
listed first. 


 
 SELECT JOB.EMPLID 
 FROM  PS_JOB           JOB 
      ,PS_PAYGROUP_TBL  PYGRP 
 WHERE PYGRP.COMPANY  = JOB.COMPANY 
   AND PYGRP.PAYGROUP = JOB.PAYGROUP 
   AND PYGRP.EFFDT = (SELECT MAX(C.EFFDT) 
                      FROM PS_PAYGROUP_TBL PYGRP2 
                      WHERE PYGRP2.COMPANY  = PYGRP.COMPANY 
                        AND PYGRP2.PAYGROUP = PYGRP.PAYGROUP 
                        AND PYGRP2.EFFDT   <=  $PAY_END_DT) 
   PYGRP.COMPANY    = '123' 
   AND PYGRP.PAYGROUP   = 'ABC' 
   AND PYGRP.EFF_STATUS = 'A' 
 
5. This example will return all effective dated paygroup information for an employee.  


Notice how this SQL lists the records and the “WHERE” clause in almost the 
exact opposite order because the JOB record will return the fewest rows. 


 
 SELECT PYGRP.PAYGROUP 
  PYGRP.COMPANY 
 FROM PS_PAYGROUP-TBL PYGRP 
  PS_JOB JOB 
 WHERE JOB.COMPANY = PYGRP.COMPANY 
 AND JOB.PAYGROUP = PYGRP.PAYGROUP 
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 AND JOB.EFFDT = (SELECT MAX(JOB2.EFFDT) 
  FROM PS_JOB JOB2 
  WHERE JOB2.EMPLID = JOB.EMPLID 
  AND JOB2.EMPRCD = JOB.EMPL_RCD 
  AND JOB2.EFFDT <= $PAY_END_DT) 
 AND JOB.EFFSEQ = (SELECT MAX(JOB3.EFFSEQ) 
  FROM PS_JOB JOB3 
  WHERE JOB3.EMPLID = JOB.EMPLID 
  AND JOB3.EMPRCD = JOB.EMPL_RCD 
  AND JOB3.EFFDT = JOB.EFFDT) 
 AND JOB.EMPLID = ‘GH01’ 
 AND JOB.EMPL_RCD = 0 
 
6. Use the maximum number of indexed (key) fields in the “WHERE” clause as 


possible.   
7. Avoid using non-indexed (non-key) fields in the “WHERE” clause as possible. 
8. Do all calculations outside of the “WHERE” clause when possible. 
9. Usually, it is more efficient to have a complex, less efficient driving select than to 


write complex code and smaller SQL’s to get the correct data. 
10. You should use table aliases to prefix all column names if several tables in the 


SQL statement contain the same column names. 
11. Never use “SELECT *”. 
12. Avoid the use of NOT.  Restate the condition in the affirmative if possible. 
13. Don’t put a wild card in the first position of a LIKE statement and avoid putting a 


wild card in the middle positions of a LIKE statement.  
14. Use IN and BETWEEN instead of >= and <=. 


 
The following are the Project standards for programming SQL statements.  An example is 
included that shows each standard. 


 
1. List the column selections one at a time. 
2. List the record (table) selections one at a time. 
3. List the conditions one at a time. 
4. Commas appear to the left of the column or record. 
5. Structure the conditions (where clause) such that a person not familiar with the 


SQL statement can easily group conditions. 
6. If developing in SQR, include comments in a complicated WHERE clause. 
7. All SQL should be written in UPPERCASE. 


 
SELECT  
 JOB.EMPLID 
,JOB.EMPL_RCD 
,DPT.DEPTID 
,DPT.DESCR 
,JOB.JOBCODE 
FROM  PS_JOB       JOB 
     ,PS_DEPT_TBL  DPT 
WHERE JOB.JOBCODE BETWEEN $JobCode1 AND $JobCode2 
  AND (DPT.DEPTID IN (‘ABC0000’,’DEF0123’) 
       OR DPT.DEPTID LIKE ‘HIJ%’) 
  AND JOB.DEPTID = DPT.DEPTID 
  AND DPT.EFFDT  = 
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     (SELECT MAX(DPT1.EFFDT) 
      FROM  PS_DEPT_TBL  DPT1 
      WHERE DPT1.DEPTID = DPT.DEPTID 
        AND DPT1.EFFDT <= $Current_Date) 
  AND JOB.EFFDT  =  
     (SELECT MAX(JOB1.EFFDT) 
      FROM PS_JOB  JOB1 
      WHERE JOB1.EMPLID    = JOB.EMPLID 
        AND JOB1.EMPL_RCD = JOB.EMPL_RCD 
        AND JOB1.EFFDT    <= $Current_Date) 
  AND JOB.EFFSEQ =  
     (SELECT MAX(JOB2.EFFSEQ) 
      FROM PS_JOB  JOB2 
      WHERE JOB2.EMPLID    = JOB.EMPLID 
        AND JOB2.EMPL_RCD = JOB.EMPL_RCD 
        AND JOB2.EFFDT     = JOB.EFFDT) 
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3.5 Reporting  
 


Introduction 


The Structured Query Reporting (SQR) language supports the full complement of SQL 
commands.  Using SQR, developers can build complex report and batch programs that execute 
subsidiary SQL statements conditionally, implementing either nested or hierarchical program 
logic.  An SQR program can execute multiple SQL statements.  This is the default reporting tool 
for OAKS. 
 
SQR features include: 
 
• Flexibility and scalability of client-server architecture 
• Comprehensive batch facilities for combined report and batch processing and SQL 


processing 
• Multiple platform portability 
• Multiple RDBMS portability 
 
SQR reports are defined by the page size, heading, footings, and layout.  Many different kinds 
of reports, including tabular (with multiple detail lines), single or multiple page, and form letters.  
SQR can display data in columns, produce special formats such as mailing labels, and create 
output for magnetic tape transfer or for creating pages on laser printers and phototypesetters.  
Reports can be viewed with the page layout in printer-independent format or in printer specific 
files.   
 
SQR may also be used as a high-level programming language that allows the developer to add 
procedural logic and control to SQL queries and commands.  The SQR language can be used 
to write other types of applications, including database manipulation and maintenance, table 
load and unload, and interactive query and display.  In fact, many SQR applications are written 
to perform many functions other than generating reports. 
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3.5.1.1 Naming Standards 
Use the following format when naming program names for SQR reports. 
 


Max Field 
Length 


Standard Example 


8 
Characters 


OHMMXZZZ.LIS OHBDR001.LIS 


 
Where:  
 


Component Description Example 
OH OAKS Identifier OH 


AM Assets Management 
AP Accounts Payable 
AR Accounts Receivable 
BI Billing 
BD Budgets 
CA Contracts 
FS Financials                  
GL General Ledger  
IN Inventory 
OM Order Management  
PC Projects 
PO Purchasing 
BN Benefits                    
HR Human Resources  
PY Payroll 
TA Time and Attendance 
AB Activity Based 


Management                
BC Balanced Scorecard  
 Financial Insights 
WA  Workforce Analytics 


MM Module the program is 
part of  


 WS  Workforce Scorecard 
R Report 
Q Query 
I Inbound Interface 
O Outbound Interface 
M Modification (Project 


Identifier) 
B Batch Program 


X Type of object 


J Process Job (Multiple 
Objects) 


ZZZ Unique numeric 
identifier  


001 
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3.5.2 Report File Naming 


Reports that are for central distribution will be named <Program Name without the 
extension>.LIS.   
 
Use the following extensions based on the type of file being created: 
 


File Type Extension 
Binary executable file no 


extension 
C header file .h 
C source file .c 
C++ source file .cpp 
Makefile .mk 
SQL script file 
(SQL*Plus) 


.sql 


SQR report files .lis 
program data files .dat 
program log files .log 
program audit files .aud 
UNIX C shell scripts .csh 
UNIX Korn shell scripts .ksh 
UNIX Bourne shell 
scripts 


.bsh 


compiled SQR/SQT .sqt 
SQR report program .sqr 
SQR update program .squ 
SQR copybook .sqc 
compiled COBOL .gnt 
source COBOL .cbl 
max file for SQR's .max 


 
Use the following prefixes on SQL scripts: 
 


File Type Prefix 
Create table t_ 
Create index i_ 
Create view v_ 
Create synonym s_ 
Create grant g_ 


 


3.5.3 Coding Standards 


Every SQR should use the standard PeopleSoft program heading comment block.  The last 
section of the program heading comment should be an on-going list of changes, which should 
include date, programmer, and a brief description of the change.  If the log does not have an 
end date associated with a change, it is important that anyone who needs to make changes to 
the module notifies the person identified in the change log before proceeding with the change.  
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Also, it is important that when a modification is completed that the end date is entered.  All end 
dates for modifications must be completed prior to migrating the module from the development 
environment. 
 
Each procedure within an SQR should have a comment block preceding it. 
 
Comments will be written in a functional manner.  Comments allow a person who is not familiar 
with the code to understand what it does without reading the actual code. 
 
The following commenting standards apply to PeopleCode, SQR, and COBOL. 
 
Functional comments will be written before the lines of code to which it refers.  For example, 
 
!If pay option is both check and advice, then do direct deposit 
!adjustment to net pay. 
  if &PCHK.PAYCHECK_OPTION  = '&' 
     do DIRECT-DEPOSIT-ADJ   
  end-if  
 
New SQRs and COBOL will contain a program header.  It contains general information about 
the new program.  Then each section of code that is complicated or is critical to processing will 
be commented.  SQR and COBOL will also have a comment section before each procedure or 
paragraph.  PeopleCode has comments before each function.  This comment should briefly 
describe what the procedure or function does.  
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The program header appears as follows, 
 
!********************************************************************************* 
!  Program Name and Title                                                                      * 
!********************************************************************************* 
!********************************************************************************* 
!                        NEW SQR/COBOL LOG                                                 * 
!                                                                                                                * 
! DESCRIPTION: Functional description of report goes here.                 * 
!                                                                 * 
! ASSUMPTION:  Major assumptions of report go here.           * 
!                                                                                                                * 
! MENU:   Menu used to run this process.                                      * 
!                                                                                                                * 
! This is a new SQR/COBOL module.  This log must be kept up to date.* 
!********************************************************************************** 
! Work Unit#  Programmer                Start Dt  End Date                          * 
! ----------  ----------------------    --------  --------                                              * 
! XXXX        XXXXXXXXX,XXXXXXXXXXXX    XX/XX/XX  XX/XX/XX    * 
!********************************************************************************** 
!********************************************************************************** 
!                            CHANGE LOG                                                             * 
!                                                                                                                 * 
!            DO NOT DELETE ANYTHING UNLESS OTHERWISE NOTED!* 
!                                                                                                                 * 
! All modifications to this program must be documented.                         * 
! Modifications should be preceded by the following line:                         * 
!     ! Modification Start                                                                              * 
! Modifications should be followed by the following line:                          * 
!     ! Modification End                                                                                * 
! For changes that do not have easily determined start and end points,  * 
! the information in the change log will suffice.                                          * 
!********************************************************************************** 
! SIR  Programmer             Start Dt  End Date                                          * 
! ---- ---------------------- --------  --------                                                           * 
! XXX  XXXXXXXXX,XXXXXXXXXXXX XX/XX/XX  XX/XX/XX                * 
!                                                                                                                  * 
! Description of Change                                                                              * 
!*********************************************************************************** 
 
 
The procedure or function header appears as follows, 
 
!*********************************************************************************** 
! PROCEDURE NAME                                                                               * 
!                    * 
! Called By:                                           * 
! Calls:                                                                                                         * 
!                                                                                            * 
!  Description:                                  * 
!                                                                                                                   *      
!                                                                                                                   * 
!************************************************************************************ 
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All modifications will be commented.  Each modification will contain the following standard 
header section.  Each section of code that is complicated or is critical to processing will also be 
commented.  The modification comments appear as follows, 
 
/*****************************************************/ 
/* PR MODIFICATION BEGIN 
/*****************************************************/ 
/* Work Unit Number: 
/* Description: 
/*****************************************************/ 
/* Developer: 
/* Date: 
/*****************************************************/ 
/* CHANGE LOG 
/*****************************************************/ 
/* Developer: 
/* Date: 
/* Reason: 
 
[insert code here] 
 
 
/* PR MODIFICATION END */ 
 
If the modification spans many lines of code in different procedures, this commenting block 
should not be repeated.  Use the following to identify the beginning and ending of a 
modification. 
 
/* PR WU# xxx Begin – ZZZ(Initial) DD-MM-YYYY*/ 
 
[insert code here] 
 
/* PR WU# xxx End – ZZZ(Initial) DD-MM-YYYY */ 
 
All SQR commands will be in lowercase. 
 
 begin-procedure, do, end-procedure, if, else, end-if 
 begin-select, from, where, end-select 
 
All procedure names will be in uppercase, using dashes (not underscores) to separate each 
word: 
 
      do READ-JOB-TABLE 
      do SELECT-PARAMETERS 
 
All variable names will be in lowercase, with underscores between words: 
 
 let #report_number = 15 
 let $temp          = $save_employee_address 
 
If an acronym is part of the variable name, it can be in all uppercase: 
 
 add #UIC_total_amount to #total 
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Use the let command rather than the move command. 
 
Indent lines of code three spaces. 
 
All YES and NO flags should start with $yn_<variable name>. 
 
An if-then-else statement should utilize white space to increase readability. 
 
      if #UIC_Total_Amount = #Total 
                  do SUMMARY 
 
              else 
                  do CONTINUE 
 
              end-if 
 
All table identifiers will consist of three characters.  This will facilitate the quick identification of 
the table to which a field belongs.  Try to keep these identifiers consistent between programs: 
 
        PER    PS_PERSONAL_DATA 
        EMP    PS_EMPLOYMENT 
        JOB    PS_JOB 
  
All table names will be in upper case: 
 
        from  PS_PERSONAL_DATA  PER 
             ,PS_JOB            JOB 
 
All column names will be in upper case: 
 
        &PER.EMPLID 
        &JOB.LOCATION 
 
 
An SQR shell program can be found in the end of this document.  See SQR Shell Section for an 
example.  This shell has been divided into three primary procedures: Housekeeping, Mainline, 
and Wrap-up.  Other procedures may be added as needed.   Numerous comments and 
examples have been included which should help Developers effectively organize the SQR.  Be 
sure to read these comments carefully to insure consistency among developed programs. 
 
General notes to keep in mind during coding: 
 
Opening File Statements should be structured similar to the example given below. 
 
! Open File that will be written. 
  let $Out_File = '<FILE NAME>' 
  let $Out_File = '{FILEPREFIX}' || $Out_File || '.DAT' || '{FILESUFFIX}' 
  open $Out_File as 1 for-writing record = 50 
 
For calculations, use the “let” command. 
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  let #total_check_amts = #net_pay + #total_check_amts 
   
In addition to the guidelines stated within the shell and those listed above, features such as 
break keys and error processing statements must also be consistent among SQR programs. 
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3.5.4 #Debug Command 


When it comes to debugging, the only way to step through an SQR program is to use the “show” 
or “display” commands.  However, each time a “show” or “display” statement is used in the 
program; it will add a new line to the log file.  Therefore, the “#debug” command is ideal for 
debugging SQR programs. 
 
When the –Debug flag is specified on the command line, any SQR command that immediately 
follows the #debug statement will be executed.  
 
OAKS will use the “#debug” command in the following way: 
 
Only use a “show” statement immediately after the #debug command. 
 
#DebugB  = Used to indicate the flow between procedures (Use “+” for inflow and “-“ for outflow.)  
                    For example: 
       begin-procedure OPEN-FILE 
                       #debugB show '+ OPEN-FILE' 
                             : 
  : 
                        #debugB show '- OPEN-FILE' 
                     end-procedure  !OPEN-FILE 
  
#DebugZ  = Used to display all the variables used in the SQL statement.    
                    Example 1: 
 


#debugZ show ‘OPRID =' $oprid ‘BU = ‘ $business_unit 
 
       begin-sql  
       insert into PS_SEC_BU_OPR 
                     (OPRID, 
                     BUSINESS_UNIT) 
                     values 
       ($oprid, 
       $business_unit)        


      end-sql 
 


     Example 2: 
 
        #debugZ show ‘OPRID =' $oprid ‘BU = ‘ $business_unit 
 
       begin-select  
       OPRID, 
                    BUSINESS_UNIT 
 


        #debugZ show ‘OPRID =' &OPRID ‘BU = ‘ &BUSINESS_UNIT 
 
       from PS_SEC_BU_OPR 


      end-select 
 
All the programs must contain #debugB and #debugZ commands when applicable. 
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3.5.5 Break Keys 


Break key processing utilizes ‘stdbrk.sqc’ 
 
“Break keys” are often used on reports to indicate how it is sorting and page breaking.  The 
break criteria appears below the report heading in the upper left section of each page and can 
be used in both manual or automated report distribution.  A common procedure (SQC) will be 
used to print this information to all applicable reports in order to ensure consistency (primarily 
for automated report distribution tool needs).  Any report can have from zero to four break 
levels.  In the case of zero break levels, the common procedure will not be called within the 
program. 
 
The first break key is printed in column one on any specified line.  Subsequent break keys (to a 
maximum of four) will follow, one per line, all starting in column one.  In addition to the actual 
break key, a description for each key can be printed in the same line as the key, starting in 
column 11.  The descriptions for the break keys should include a text description of what the key 
is.  For example: 
 
If the break key is department, set the description to  
  "Department: " + the actual description for the department code 
 
XXXXXXXXXX Dept:  XXXXXXXXXXXXXXXXXXXXXXXXXXXXXX. 
  -code-     -identifier-  -description 
 
In the SQR program, the following variables can be set: 
 
 $BreakKey1 first break key 
 $BreakDesc1 description for first break key (can include a text description) 
 $BreakKey2 second break key 
 $BreakDesc2 
 $BreakKey3 third break key 
 $BreakDesc3 
 $BreakKey4 fourth break key 
 $BreakDesc4 
 
When defining the column headings in the SQR report module, relative line number references 
must be used.  The first line of column headings should be referenced using "+2" lines, so that a 
blank line is left between the break keys and the column headings. 
 
When calculating the total number of lines for the heading section, use these guidelines: 
 


1.  Start with four lines for the header information. 
2.  Add one line for a blank line following the report header. 
3.  Add one line for each break key (if none, skip to 5). 
4.  Add one line for a blank line following the break keys (only if there are break keys). 
5.  Add the number of column heading lines. 
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3.5.6 Error Processing 


The following standards should be followed on all SQL statements.  Error processing utilizes 
‘stderror.sqc’ 
 
Select Statement 


 
let $Err-Statement1 = 'PROGRAM NAME, Select error - Procedure Name' 
let $Err-Statement2 = 'Bind variables: '(List all bind vars, name and   
                                         value) 
begin-select on-error=ERROR-DISPLAY 


 
Insert Statement 
 
 let $Err-Statement1 = 'PROGRAM NAME, Insert error - Procedure Name' 
 let $Err-Statement2 = 'Key fields: ' (List all key fields, name and value) 
 begin-sql on-error=ERROR-DISPLAY 
 insert ... 
 
Delete Statement 
 
 let $Err-Statement1 = 'PROGRAM NAME, Delete error - Procedure Name' 
 let $Err-Statement2 = 'Bind variables: '(List all bind vars, name and value) 
 begin-sql on-error=ERROR-DISPLAY 
 delete ... 
 
Update Statement 
 
 let $Err-Statement1 = 'PROGRAM NAME, Update error - Procedure Name' 
 let $Err-Statement2 = 'Bind variables: '(List all bind vars, name and value.) Key fields: (List all key 
  fields, name of field and value) 
 begin-sql on-error=ERROR-DISPLAY 
 update ... 
 
The following standards should be followed on all open/read/write of files.  Files should be 
opened with a file type of VARY and a record length of 3000.  This convention allows the file 
size to change without changing the open command.  If the error occurs when opening the file, 
error processing will occur. 
 
Open File 
 


open  filename as filename {for-writing | for-reading} record=length [:fixed|vary] Status = #Status 
    if #Status <> 0 
        let $Err-Statement1 = 'PROGRAM NAME, Procedure Name' 
        let $Err-Statement2 = 'Error on open of file Filename' 
  do ERROR-DISPLAY 


        stop (if using SYBASE or SQLServer, use a similar function that is compatible with the 
platform) 


    end-if 
 
Read File 
 


read  filenum into varlist:length 
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while not #END-FILE  
    do all processing 
    read  filenum into varlist:length 
 end-while 


 
Write File 
 
 write  filenum from varlist:length 


3.5.7 Report Format 


The following standards are based on PeopleSoft reporting guidelines.  The following elements 
should appear on all new and modified reports. 
 


Element Description 
Report ID/Program 
ID 


Assigning the Report ID/Program ID (in all caps) to $ReportID will 
print it in the upper left corner of the report. 


Page Number, Run 
Date, Run Time 


These values should appear in the upper right corner of the 
report. 


Report Title Assigning the Report title to $ReportTitle1 will automatically print 
the Report title, centered in all caps, on the second line of the 
report (i.e., TERMINATION REPORT).  A second Report title can 
also be added by assigning it to $ReportTitle2. 


Column Headings Column headings should begin two lines below the last sort/break 
criteria for the report.  If there is no sort/break criterion, the column 
headings should begin two lines below the report title information. 


Body The body of the report should begin two lines below the last line of 
the report heading information. 


Amount Columns For all amount columns, the column headings should be right-
justified and the numerical data right-justified. 


Other (Non-
Amount) Columns 


For all other non-amount columns, the column heading should be 
left-justified and the data left-justified. 


 
The Column Headings and Data should be mixed case on the report. 
 


SQR Data Elements 


SQR data elements include columns, variables, and literals.  Each begins with a special 
character that denotes the type of data element. 
 


Data Element Definition  Special Character(s) 
Columns Fields defined in the database  & - Begins a database 


column, it can be any type 
(i.e. character, number or 
date) and is declared 
automatically for columns 
defined in a select statement.  


Variables Storage places for text or numbers 
that are defined and manipulated 


$ - Begins a text variable 
# - Begins a numeric variable 
@ - Begins a variable name 
for a market location, market 
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Data Element Definition  Special Character(s) 
locations are used to identify 
position fields for printing 
inside a BEGIN-DOCUMENT 
paragraph 


Literals Text or numeric constants ‘’ – Surrounds a text literal 
0-9 – Begin any numeric 
literal, numeric literals can 
have decimal points and can 
also be expressed in 
scientific form 


 


Variable Rules 
The following rules apply to variables: 
 
• Variables may be given any name of any length (see SQR Coding Standards section for 


variable naming standards). 
• Variable names are case insensitive (see SQR Coding Standards section for variable 


naming standards). 
• Variables are initialized to null (text) or zero (numeric) in the beginning of the program.  


Therefore, it is not necessary to initialize variables before they are used. 
• Text variables can grow to any length, within memory limitations of the computer. 
• Numeric variables are stored as double precision floating point numbers.  All arithmetic 


functions are performed using double precision floating point operations for maximum 
accuracy (about 15 decimal digits). 


• Variables and columns are know globally throughout a report, except if used in a local 
procedure (one with arguments or declared with the LOCAL argument) in which case they 
are known in that procedure only (see SQR Passing Parameters section). 


Important Pre-Defined Variables 
Variable Name Description 


#end-file Set to one (1) if end of file occurs on Read, otherwise zero (0). 
#return-status Value to be returned to the operating system when SQR exits.  May 


be set in the program. 
#sql-count The count of rows affected by the SQL table manipulation statement 


(INSERT, UPDATE, or DELETE). 
$sql-error The text message from the database explaining an error.  This 


variable is unchanged until a new error is encountered. 
#sql-status The status values from the database after each SQL statement is 


compiled or executed.  This status value is database dependent, for 
both success and failure. 
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Position Qualifiers 


The following figure shows the line numbers on a page. 
 
Actual line of 
physical 
page 


     


1 ------------------ Heading ------------------ 1 Heading Lines 
2    2  
3    3  
4 ------------------ Body ------------------ 1 Body Lines 
5    2  
6    3  
7    4  
8    5  
9    6  


10    7  
11 ------------------ Footing ------------------ 1 Footing Lines 
12    2  
13    3  


 
Position qualifiers determine where to place data on the page.  Use position, or placement 
qualifiers, to define the location of data fields that appear on the report page.  Use the following 
syntax: 
 


(line_position, column_position, length) 
 
The line and column information can be used as a fixed position on the page, for example, line 
27 column 52; or they can be relative to the current position, that is, relative to the end of the 
last field printed on the page.  To indicate relative positioning use a plus (+) or minus (-) sign 
before the line or column. 
 
Relative positioning makes reports easier to modify.  Place a key field in a fixed position, then 
use relative positioning for subsequent fields.  For example, 
 


print &NAME      (10, 15, 25)    ! Put name on line 10, column 15.  The 
print &ADDRESS   (+1, 15, 25)    ! address and city will go on the next print &CITY      (+1, 15, 18)    
! two lines below, starting in the  
                                 ! same column (15). 


 
The line, column, and length in the position qualifier can also have the value of zero (0).  For 
line and column position, zero means use the current location as the position a relative 
placement of plus zero (+0).  If the length is zero, the actual length of the field being printed is 
used.  Since that is typically what is wanted, do not specify the length because zero is the 
default.  For example, 
 


print &CITY      (+1, 15) 
 


The length used is the length of the current value of &CITY, not necessarily the maximum length 
as defined in the database. 
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Zero values in the position qualifiers may also be indicated by a comma placeholder.  For 
example, (, , 10) means the same as (0, 0, 0). 
 
Line, column, and length qualifiers may also be specified as numeric variables, for example 
(#Line, #Col, #Len).  When using numeric variables for line or column positions, negative 
relative placement is not possible; only positive relative placement is allowed.  For example (0, -
#Col).  However, the value of a variable may be positive or negative. 
 
In addition, when writing reports with column heading, it is possible to store locations of columns 
on the page in substitution variables, setting their values at the beginning of the report.  Then 
reference the substitution variables in the heading and body of the report.  When a change to 
position is required, the position can be changed in one place.  Using substitution variables 
for column placement is the OAKS Standard (see the Substitution Variables (#define) 
section).   
For example: 
 


#define  Col1  3 
#define  Col2  36 
#define  Col3  50 
#define  Col4  55 
. . .  
print &NAME    (1, {Col1}) 
print &CITY    (0. {Col2}) 
print &STATE   (0. {Col3}) 
print &ZIP     (0. {Col4}) 


 
 
If a page break occurs and the PRINT / POSITION statement is using the relative line 
positioning, the data will be printed n lines from the top of the page body.  This generally 
prevents data from printing on line one (1) of the next page.  Rather than using relative line 
positioning to start a new section of data, use a fixed line number for the first print statement in 
conjunction with the NEXT-LISTING command.  The NEXT-LISTING command is used to 
create a ‘mini’ page.  When a new page is needed, the ‘mini’ page will start on line 1 of the next 
physical page. 


SQR Report Structure 


SQR reads commands from a file (program).  It then processes these commands and creates 
the report.  The report file consists of sections that are delimited by BEGIN-section and END-
section commands.  The following is a general outline of an SQR report. 
 
The SETUP section describes overall characteristics of the report. 
 


begin-setup 
 {set up commands} . . . 
end-setup 


 
The HEADING and FOOTING sections specify what is printed in the heading and footing on 
each page of the report. 
 


begin-heading {heading_lines} 
 {heading commands} . . . 
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end-heading 
 
begin-footing {footing_lines} 
 {footing commands} . . . 
end-footing 


 
The REPORT or PROGRAM section executes the procedures contained in the report. 
 


begin-report 
 {commands} . . . 
end-report 


 
The PROCEDURE section accomplishes the tasks associated with producing the report. 
 


begin-procedure {procedure-name} 
 {procedure commands} . . . 
end-procedure 


 


The SQR Page 


SQR stores one whole page of a report in memory.  Think of this page as a white board.  Data 
can be written on the page in any sequence, filling the bottom first and then the top or vice 
versa.  Once a page is written, it is erased and ready to use again. 


Creating Headings and Footings 


The page heading and footing of a report print on every page of a report.  The HEADING and 
FOOTING sections of an SQR program determine what is printed in the heading and footing.   
 
The heading and footing sections can include any data from the database.   This is possible 
because SQR generates the heading and footing after the body of the page has been filled.  If 
columns or variables are referenced in a heading or footing section, SQR uses the variable 
values from the time the page is written. 


Heading Section 
The HEADING section of a report specifies what is printed in the heading on every page of the 
report.  Typical information printed in the heading includes column headings.  State the number 
of lines reserved for the heading when using the begin-heading command. 


Footing Section 
The FOOTING section of a report specifies what is printed in the footing on every page of a 
report.  State the number of lines reserved for the footing when using the begin-footing 
command. 


Substitution Variables (#define) 


The OAKS standard is to avoid hard coding values where feasible.  Instead use constants, in 
other words, substitution variables.  Use the #define command to set up a substitution variable 
for the SQR.  Substitution variables are defined in the Housekeeping procedure.  When used in 
a program, substitution variables are surrounded by {curly brackets}.  The SQR compiler 
replaces each substitution variable with the appropriate value before it is executed. 
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Substitution variables actually change a program specification during compilation, as though a 
different version of the program had been written. 
 
Substitution variables can be used in a single program, and can be used in any statement in the 
report body.  Every substitution variable in the report body must have a corresponding ASK 
command in the SETUP section or a corresponding #define command.  The SETUP section or 
#define must also precede any referenced variable. 


Procedure Arguments 


The OAKS standard is to pass parameters between procedures.  This makes testing and 
debugging much easier because the developer is able to quickly eliminate individual procedures 
as a source of the error.  Passing parameters also focuses on code reusability. 
 
Procedures that use arguments are local procedures: 
 
• The arguments are local variables 
• Any query defined in the procedure has a local &column name, so it is unique even if the 


same query is used in another procedure 
 
To declare a procedure with arguments, add the argument list inside parentheses after the 
procedure name.  The following statement declares the CALCULATE procedure with three 
arguments: 
 


begin-procedure CALCULATE ($Code, #Price, :#Total) 
 
In this example, the colon (:) before the #Total variable indicates that the value of #Total is 
passed to the calling procedure.  Variables without the leading colon are local -- they are not 
passed back to the calling procedure. 
 
Arguments receive values from the parameters passed by the calling DO command.  Arguments 
can be $String or #Numeric variables only, not literals or &column names.  To call a procedure 
with arguments, ad the parameters to the end of the DO command as follows: 
 


do CALCULATE (‘A’, &PROD_PRICE, #Answer) 
. . . 
begin-procedure ($Code, #Price, :#Total) 


 
In this example, the constant “A” is assigned to $Code, &PROD_PRICE is assigned to #Price, 
and the value of #Answer is assigned to #Total.  When the procedure terminates, #Answer is 
reassigned a value by #Total.  #Answer receives a new value because a colon (:) precedes 
#Total in the CALCULATE procedure’s argument list. 
 
The parameter values passed in the DO list must match the arguments in type, number, and 
position.  When passing database column values, the type of the column determines whether it 
can be passed to the respective argument in the procedure.  CHAR type matches $String, and 
NUMBER or INTIGER types match #Numeric variables. 


3.5.8 Dynamic SQL Variables 


When using dynamic SQL variables in the SQL paragraph, part or the entire SQL paragraph is 
replaced dynamically as the report runs.  Dynamic query variables in the SQL paragraph cannot 
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contain references to bind variables or to other query variables.  Dynamic SQL variables cannot 
be used in the SETUP section. 
 
Following is an example of dynamic query variables in the SQL paragraph: 
 


begin-sql on-error=ERROR-DISPLAY 
DELETE FROM [$Table]  
WHERE [$Delete_Where] 
end-sql 


 
If a SQL statement begins with a dynamic query variable, that variable cannot be null.  The 
statement must contain at least the first word of a valid SQL statement each time the statement 
is executed.  Variables elsewhere in the statement can be null, as long as the whole statement 
is valid when constructed. 


3.5.9 Common Routines / SQC’s 


If the developer is writing code that is common to other functionality, he or she should check the 
SQC Index in this handbook to see if the code has already been written in an SQC.  For 
example, date arithmetic.   
 
To reduce development time and assure consistency in reporting,  PeopleSoft has developed a 
library of frequently used procedures for standard report headings, report setup and database 
calls.   
SQR searches for SQC files according to the -i parameter on the command line. 
SQC files can contain any type of SQR code.  Where an SQC is  #included the file depends on 
what the file contains.  It is a PeopleSoft convention to #include all SQC files that contain 
procedures at the end of the SQR program. 


3.5.9.1 SQC Files 
PeopleSoft has a library of frequently used code for standard report headings, report setup, data 
conversions and database calls.  These procedures are in SQC files that are included in other 
SQR programs via the #include option.   Some of the SQC’s are  application specific and will be 
noted accordingly.  
 
The following SQC is in every PeopleSoft SQR program: 
 


File Name Description SQR Commands 
Setenv.sqc Contains something special 


to each database platform. 
 
The RDBMS.sqc 
determines which database 
platform 
is in effect. 
 


#DEFINEs 
 


 
The following SQC files are used in most PeopleSoft SQR reports: 
 


File Name Description Procedure 
Curdttim.sqc Get current date and time from system Get-Current-DateTime 
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File Name Description Procedure 
Datetime.sqc Convert date from system format to one of 


several formats 
Init-DateTime 


Number.sqc Various Number conversion Routines Format-DateTime 
ReadXlat.sqc Read the Translate table for the desired values Read-Translate-Table 
Reset.sqc FOOTING section that prints 'End of Report' Reset 
 
 
PeopleSoft has made extensive use of SQC files.  The five most common uses of SQC files are: 
 
1. SETUP Section 
2. HEADING Section 
3. FOOTING Section 
4. Get DESCR from Edit Tables 
5. Prompt for User Input (prior to the Process Scheduler) 
 


3.5.9.1.1  SQCs in SETUP 
Most PeopleSoft programs utilize a SQC containing a BEGIN-SETUP section specifying printer 
and page requirements.  These SQCs are named with a prefix of ‘setup’.  While there are a 
number of application-specific setups, there are two primary sets of SQCs utilized for printing by 
all applications. 


3.5.9.1.2 Portrait Print 
SetUp01.sqc ----> calls ----> #include 'setup01a.sqc' 
 
Normally, the report program will #include 'setup01.sqc' which includes the actual begin-SETUP 
section.   This SQC in turn calls another SQC which sets the printer for Portrait mode printing.     
SetUp01a.sqc: 
 


#include ‘setupdb.sqc’  !Informix, Oracle, Sybase specific code 
 
#ifndef MVS 
#ifndef OS400 
printer-init <27>E<27>(0N<27>&l0O<27>&l8D<27>&l88F<27>(s16.66H<27>&a9L 
!     |  | | |  |    |       | 
!     |  | | |  |    |  --> Left Mrgn 
!     |  | | |  |     --> Line Prntr font 
!     |  | | |     --> 88 text lines 
!     |  | |  --> 8 lines per inch 
!     |  |  --> Portrait mode 
!     |   --> ISO 8859-1 symbol set 
!      --> Reset 
#endif 
#endif 
page-size 79 125 
 
!The above is the maximum page size for the HP LaserJet Series II printer. 
!This allows for a left margin of 9 spaces (for 3-hole punched paper).  
!Programs which use this SetUp are limited to 124 print positions. 
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#Define ColR 108  !Column # referenced by Standard Headings 
 


Note that Portrait is defined as 79 rows, 125 columns for HP LaserJet Series II printers.  


3.5.9.1.3 Landscape Printing 
SetUp02.sqc ----> calls ----> #include 'setup02a.sqc' 
 
The only difference between SetUp01a and SetUp02a is the PAGE-SIZE and the ColR 
definition. Landscape is defined as 58 rows, 177 columns,  ColR 160.  
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3.5.9.2 SQCs in HEADINGs 
PeopleSoft also has SQCs for standard headings.   The standard heading sqc(s) are #included 
in the Begin-Heading/End-Heading section of the SQR.  There is one main standard heading 
which other headings add onto: xxHDG01.sqc.  


3.5.9.3 xxHDG01.sqc 
The standard headings vary by product so double check the standard heading format.  For 
example, PeopleSoft HRMS uses STDHDG01.sqc and PeopleSoft Financials uses 
FSHDG01.sqc.  The different xxHDG01.sqc files differ only in one PRINT statement (e.g., 
PeopleSoft Financials).  However, here is the vanilla version: 
 
     PeopleSoft 
Report ID: xxxxx    XXXXXXXXXXXX   Page No. xx 
      Run Date: xx-xx-xx 
      Run Time: xx:xx:xx 
The xxHDG01.sqc is the beginning point for all other standard heading SQC files.   
StdHdg01 contains the following code: 
 


print '            ' (1,1) 
print 'PeopleSoft'  () center 
print 'Report ID:  ' (+1,1) 
print $ReportID  () 
uppercase $ReportTitle 
print $ReportTitle  () center 
let #RptCol = {ColR} - 2 
page-number   (0,#RptCol) 'Page No.  ' 
print 'Run Date '  (+1,#RptCol) 
print $ReportDate  () 
print 'Run Time '  (+1,#RptCol) 
print $ReportTime  () 


 
SQR uses a special command PAGE-NUMBER to print an internal SQR variable called #PAGE-
COUNT.  This may be combined with LAST-PAGE to keep a running total of pages.   
 


page-number   (0,#RptCol) 'Page No.  ' 
last-page   ()      ‘ of ‘            ! Page No. 12 of 35 


 
Using LAST-PAGE causes SQR to delay printing until the last page has been processed so that 
the number of the last page is known. 
All applications have the need to do reporting by dates. PeopleSoft provides additional standard 
heading SQCs to facilitate these reporting needs. 
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3.5.9.4 As Of Reporting 
     PeopleSoft 
Report ID: xxxxx    XXXXXXXXXXXX      Page No. xx 
As Of: xx-xx-xx         Run Date: xx-xx-xx 
         RunTime: xx:xx:xx 
 
PS/HRMS provides StdHdg03.sqc, which first #InCludes 'StdHdg01.sqc' then adds code for 
the: AS Of: xx-xx-xx. 
 
PS/Financials uses a slightly different approach.  #include two SQCs: 'FSHdg01.sqc' and 
'FSHdg04.sqc'. 
 
Both of these approaches use the SQR variable $AsOfDate. 
 
     #include 'askaod.sqc'  
 
Procedure to call is  Ask-As-of-Date.  
  
PeopleSoft delivers a standard panel called RUNCTL_ASOFDATE for launching programs 
requiring Asofdate through the Process Scheduler. 


3.5.9.5 From/Thru Reporting 
     PeopleSoft 
Report ID: xxxxx    XXXXXXXXXXXX      Page No. xx 
For the period xx-xx-xx through xx-xx-xx      Run Date: xx-xx-xx 
         RunTime: xx:xx:xx 
 
PS/HRMS provides StdHdg08.sqc, which first #InCludes 'StdHdg01.sqc' then adds code for 
the: For the period xx-xx-xx through xx-xx-xx. 
 
For Financials, #include two SQCs: FSHdg01.sqc and FSHdg05.sqc. 
 
These SQCs use the SQR variables $FromDate and $ThruDate.    
 
And where might those be coming from?   #include 'askftd.sqc' 
 


Procedure to call is Ask-From-Thru-Date.  
PeopleSoft delivers a standard panel called RUNCTL_FROMTHRU for launching 
programs requiring Fromdate and Thrudate through the Process Scheduler. 


 
These procedures for prompting user input at execution are designed to be called from the Init-
Report procedure: 
 


begin-procedure Init-Report 
move 'TRN701' to $ReportID 
move 'Translate Table' to $ReportTitle 
display $ReportTitle 
do Define-Prcs-Vars 
do Get-Run-Control-Parms 
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if $prcs_process_instance = '' 
 do Ask-From-Thru-Date 
end-if 
end-procedure Init-Report 


 


3.5.9.6 SQCs in FOOTINGs 
PeopleSoft incorporates a Footing section in the Reset.sqc that prints the  
'End of Report' statement: 
 


begin-procedure Reset 
  move 'Y' to $End_of_Report 
  if #MsgFlagW 
     print $MsgTextW  (+2,1) 
  end-if 
end-procedure 
begin-footing 1 
  if $End_of_Report = 'Y' 
    print 'End of Report'  (+0,1) center 
 !  encode '<27>E' into $Reset 
    print $Reset   (+0,+1) 
  end-if 
end-footing 


 
Notice that there is both the RESET procedure and the FOOTING section in this SQC file. 


3.5.10 Procedures in SQCs 


In order to utilize  the code in PeopleSoft’s SQC files that contain standard procedures, do the 
following: 
 
1. At the bottom  of the program, add a line of code to #include the SQC file in the program. 
2. Populate any necessary input variables.  Look at the SQC file to see what input variables are 


required. 
3. Call the SQC procedure using the DO command in the program.  Be sure to match the 


procedure name exactly.  
4. Reference any of the output variables created by the SQC.   
 
#INCLUDEs may be nested to 4 levels. 
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3.5.10.1 DESCR from Edit Tables 
If the report needs to print the department description without having to join the PS_DEPT_TBL.  
The SQC to use is GETDPTNM.SQC. 
 
Here is the code: 
 


 begin-procedure Get-Department-Name   
 if rtrim($DeptID,' ') = ''  
 move '' to $DeptName 
 move '' to $DeptNameAbbrv  
 goto GetDptNmExit  
 end-if  
 if $AsOfDate = ''   !if no As-Of-Date is specified, default to  
                           !Today   
    move $AsOfToday to $AsOfDate  
 end-if 
 begin-SELECT 
 X.Descr,X.DescrShort,X.Manager_ID,X.Location 
 FROM PS_Dept_Tbl X  
 WHERE X.DeptID = $DeptID  
   AND X.EffDt = (SELECT MAX(Y.EffDt) 
                  FROM   PS_Dept_Tbl Y  
                  WHERE  Y.DeptID = $DeptID 
       AND  Y.EffDt <= $AsOfDate)  
 end-SELECT 
 let $DeptName = rtrim(&X.Descr,' ') 
 let $DeptNameAbbrv = rtrim(&X.DescrShort,' ') 
 let $DeptMgrID = rtrim(&X.Manager_ID,' ') 
 let $DeptLocation = rtrim(&X.Location,' ') 
 GetDptNmExit: 
 end-procedure 


 
After looking at the SQC,  determine the required input variables, the procedure name and the 
output variables. 
 
Input:  $Deptid 
Procedure: Get-Department-Name 
Output:  $DeptName 
  $DeptNameAbbrv 
  $DeptMgrID 
  $DeptLocation 
 
Now follow the four steps for using a SQC.  Assume that the report is selecting the deptid from 
the PS_JOB table and needs to print the department name on the report. 
 


begin-procedure Process-Main 
Begin-Select  
Deptid                                 ! SQR assigns &Deptid varname 
  Let $Deptid = &Deptid   ! STEP 2 
  Do Get-Department-Name   ! STEP 3  
  Print $Deptname   (+1,1)   ! STEP 4  
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From PS_JOB   
End-Select 
End-Procedure Process-Main 
#include 'getdptnm.sqc'        ! Get-Department-Name - STEP 1 
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3.5.10.2 Prompts for User Input 
Sometimes a SQC is created to reference a commonly used procedure.  For example, many of 
the financial reports can be run multiple times for different business units.  The user can be 
prompted to request specific business units.  The procedure to prompt users for business units 
is contained in the SQC ASKBU.SQC. 
 
Let’s take a look at some of the code: 
 


begin-procedure Ask-Business-Unit  
 display '' 
 display 'You may restrict this report to certain values of ' noline 
 display 'BUSINESS UNIT, choose' 
 display 'the value from the options below or press enter to accept the default:' 
 display '' 
 display '  A      = All BUSINESS UNITs'  
 display ' <value> = Enter a specific BUSINESS UNIT or mask value' 
 display '  ?      = Help on entering a mask value' 
 display '' 
 input $Answer maxlen=5 'Enter your Business Unit selection' 
 uppercase $Answer 
 if $Answer = 'A' or $Answer = '' 
  move '%' to $SeleOH_Business_Unit 
  goto Finish  
 end-if 
 if $Answer = '?' 
    do Show-BU-Help-Text 
 goto Finish 
 end-if 
move $Answer to $SeleOH_Business_Unit   ! they entered a specific value  
Finish: 
let #length = LENGTH($SeleOH_Business_Unit) 
if SUBSTR($SeleOH_Business_Unit,#length,1) != '%' 
   concat '%' with $SeleOH_Business_Unit 
end-if  
display 'Report Value:  ' noline 
display $SeleOH_Business_Unit  
end-procedure 


 
To use this SQC in the SQR must first #include the 'askbu.sqc' at the bottom  
of the code.  Also, call the procedure Ask-Business-Unit from the  
Init-Report procedure and bind the output variable in the WHERE clause. 
 


begin-procedure Init-Report 
if $prcs_process_instance = '' 
   do Ask-Business-Unit 
end-if 
End-Procedure Init-Report 
 
begin-procedure Get-Data 
Begin-Select 
db_column 
From [Tablename] 
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Where Business_Unit like $SeleOH_Business_Unit 
End-Select 
End-Procedure Get-Data 
#include 'askbu.sqc'  !Prompts the user to enter the desired business unit  


3.5.11 On Break Logic 


PRINT {field} (a,b,c) ON-BREAK   PRINT=change 
        change/top-page 
        always 
        never 
       AFTER=procedure_name 
       SAVE=$text_var 
       BEFORE=procedure_name 
       SKIPLINES=nn 
       LEVEL=nn 
       PROCEDURE=procedure_name 
PRINT= Option has four possible choices: 


 
CHANGE:  Prints only when a change occurs and is the default. 
CHANGE/TOP-PAGE:  Prints when change occurs and at top of  
                                      new page 
ALWAYS:  Duplicates the break field for every detail group 
NEVER:  Suppresses printing 


AFTER= Specifies procedure to invoke after the value changes.  If no rows are selected, will 
not be processed. 


SAVE= Indicates a string variable where the previous value of a break field will be stored. 
BEFORE= Specifies procedure to invoke before the value changes.  If no rows are selected, will 


not be processed. 
SKIPLINES= Specifies how many lines to skip when the value changes.  Use substitution variables 


to hardcode the column position. 
LEVEL= Option specifies level of break for report with multiple breaks.  When one of the break 


fields changes value, all higher number (inner) breaks will clear. 
 
Level = 1 is the outermost or most major.  
Level = 99 the innermost or most minor. 


PROCEDURE= Do not use this option as it may be discontinued in the future. 
Each ON-BREAK may have one of each of these.  
 
The sequence of events for a query containing ON-BREAK fields is as follows: 
• Any BEFORE= procedures that have been declared are processed in ascending LEVEL 


sequence before the first row of the query is retrieved. 
 
--------------------------------------------------------------------------------------------------- 
When a break does occur, the following happens: 
1. AFTER= procedures are processed in descending sequence from the highest LEVEL to the 


LEVEL of the current break field. 
2. SAVE= variable set with the new value. 
3. BEFORE= procedures are processed in ascending sequence from the current LEVEL to the 


highest LEVEL break. 
4. Any breaks with the same or higher LEVEL numbers are cleared so they will not break on 


the next value. 
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5. If a PROCEDURE= procedure has been declared, it is invoked for compatibility with old 
programs. 


6. If SKIPLINES= was specified, the current line position is advanced. 
7. The value is PRINTed. 
--------------------------------------------------------------------------------------------------- 
8. After the query finishes, (at END-SELECT) any AFTER= procedures are processed in 


descending LEVEL sequence. 
In order for the SQR program to make appropriate use of the ON-BREAK logic, the SQL 
statement would need to ORDER BY the fields that the code is breaking on. 


 
The ON-BREAK option used on multiple columns will cause each column to break 
independently from each other.  This may or may not produce the required results. 
 
Assuming the following data: 
 
Row # CUSTID COURSE Name Start_Dt 
     1 00001 1001 Arnold,Mark J 01-01-93 
     2 00001 1001 Arnold,Mark J 01-15-93 
     3 00001 1002 Baker,Steven 01-01-93 
     4 00001 1002 Baker,Steven 01-15-93 
     5 00001 1002 Carson,Theresa 01-01-93 
     6 10100 6001 Duncan,Joanne 01-23-93 
     7 10100 6001 Duncan,Joanne 02-17-93 
     8 10100 6001 Elias,Jan 01-23-93 
     9 10100 6002 Elias,Jan 02-17-93 
 
If  ON-BREAK is added to CUSTID, COURSE and NAME independent of each other, the 
following data would be suppressed: 
 
Row # CUSTID 


on-break 
COURSE 
on-break 


NAME 
on-break 


Start_Dt 


     1 00001 1001 Arnold,Mark J 01-01-93 
     2    01-15-93 
     3  1002 Baker,Steven 01-01-93 
     4    01-15-93 
     5   Carson,Theresa 01-01-93 
     6 10100 6001 Duncan,Joanne 01-23-93 
     7    02-17-93 
     8   Elias,Jan 01-23-93 
     9  6002  02-17-93 
 
However, if designated LEVELs for each ON-BREAK, here is what would happen: 
 
 
Row # CUSTID 


on-break 
level=1 


COURSE 
on-break 
level=2 


NAME 
on-break 
level=3 


Start_Dt 


     1 00001 1001 Arnold,Mark J 01-01-93 
     2    01-15-93 
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Row # CUSTID 
on-break 
level=1 


COURSE 
on-break 
level=2 


NAME 
on-break 
level=3 


Start_Dt 


     3  1002 Baker,Steven 01-01-93 
     4    01-15-93 
     5   Carson,Theresa 01-01-93 
     6 10100 6001 Duncan,Joanne 01-23-93 
     7    02-17-93 
     8   Elias,Jan 01-23-93 
     9  6002 Elias,Jan 02-17-93 
 
The primary use for level control with ON-BREAK processing used in conjunction with the 
AFTER= option is for different levels of subtotaling. 
 


3.5.12 User Input 


The following section discusses the methods of assigning input parameters. 


3.5.12.1 INPUT Command 
Accepts data entered by the user at a terminal.    
 
 INPUT $text_var 'user prompt' MAXLEN=nn TYPE=xxx 
 
If the optional  prompt argument is not entered, SQR uses a default prompt, "Enter $var_name:  
"  In either case, SQR adds a colon and two spaces.  The INPUT command always inserts the 
data into a text variable. User prompt is enclosed in single quotes.   
 
TYPE= CHAR | NUMBER | INTEGER | DATE.  Optional, causes data type checking to occur.  
MAXLEN= causes a beep and reentry if maximum length is exceeded.  Most commonly set to 
enforce database column length. 
 
Example: 
 


input $Course maxlen=6 'Enter course'  
let $Course = upper($Course) 
input $Date 'Enter course start date' type=date 
input $Units maxlen=6 'Enter course units' type=number 
let #Units = to_number($Units) 


 
PeopleSoft has standardized the placement of INPUT prompts to accommodate code for the 
Process Scheduler.   


 
begin-procedure INIT-REPORT 
  move 'reportid' to $ReportID 
  move 'reporttitle' to $ReportTitle 
  display $ReportTile 
  do DEFINE-PRCS-VARS 
  do GET-RUN-CONTROL-PARMS 
  if $prcs_process_instance = '' 
    input prompts 
  end-if 
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end-procedure INIT-REPORT 
 


Input variables are usually used to qualify a query (e.g., used in the WHERE clause of the 
begin-Select) and are therefore called bind variables.  Once the input value is obtained, don't 
forget to use it in the WHERE clause. 


 
begin-SELECT 
A.STUDENT_ID 
B.NAME 
FROM PS_STUDENT_ENROLL A, 
     PS_STUDENT_DATA B 
WHERE A.STUDENT_ID = B.STUDENT_ID 
  AND A.COURSE = $Course 
  AND A.START_DT = $Date 
end-SELECT 
 


If the program is triggered by the Process Scheduler the program will retrieve inputs from the 
database in the Get-Run-Control-Parms procedure and bypass the INPUT commands entirely.  
However, to maintain flexibility still provide code to accommodate non-Process Scheduler 
execution. 


3.5.12.2 ASK Command 
ASK prompts the user for a compile-time substitution variable.  Data entered by the user will be 
substituted in each and every referenced variable within the body of the program prior to 
compilation.  ASK is only allowed in the SETUP section.  
 
No validation is possible. 
 
For example, the report may need ongoing datafeeds from another system which are uniquely 
named by the program that generates them. 
 


begin-Setup 
 ASK inputfile 'Enter fully qualified file name' 
end-Setup 


 
Further into the program, issue a command to open the data file for reading.  Variables are 
referenced by enclosing the variable name in brackets. 
 


Open '{inputfile}' as 1  
For-Reading 
Record=100:fixed 


 
ASK should not be confused with INPUT.   
 
• ASK alters the source code.  
• INPUT qualifies the execution.  
 
The Process Scheduler provides values to INPUT through the command line. 
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Process Scheduler and User Input 
Now it is time to really look at the SQR code behind the Process Scheduler.  There are four 
SQC files that provide access to the code required for the Process Scheduler.   
 
Two of these SQCs are standard source provided by PeopleSoft and are tied to the version of 
the Process Scheduler that is running, i.e., the version of PeopleTools.  Procedures from these 
SQCs are called from the INIT-REPORT procedure. 
 
• Define-Prcs-Vars   ! prcsdef.sqc 
• Get-Run-Control-Parms  ! prcsapi.sqc 
 
Remember that strange prompt  when the program ran from Windows? 
 


 
 
This prompt is in the Get-Run-Control-Parms procedure. 


 
begin-procedure Get-Run-Control-Parms 
 
  input $prcs_process_instance 'Please press ENTER (Do not input a  
                                value)' 
  if not isnull($prcs_process_instance) 
    let #prcs_process_instance = to_number($prcs_process_instance) 
    input $prcs_oprid 'Please press ENTER (Do not input a value)' 
    let $prcs_oprid = upper($prcs_oprid) 
    input $prcs_run_cntl_id 'Please press ENTER (Do not input a value)' 
  else 
    let #prcs_process_instance = 0 
  end-if 
    if #prcs_process_instance > 0 
      let #prcs_run_status = #prcs_run_status_processing 
      do Update-Prcs-Run-Status 
      let #prcs_run_status = #prcs_run_status_successful 
  end-if 
end-procedure 


 
The INPUT command will take values on the command line before prompting the user. 
Remember the SQR Run Cntl Parms in the SQR Report Process Type? 
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Remember what the Parm List looked like in the Process Monitor, perhaps this mystery would 
be  
solved. 
 


 
 
The Process Scheduler provides 3 standard values on the command line that branch the SQR 
into the Process Scheduler code, bypassing the SQR prompting.  That branching is done with 
the code: 


 
if $prcs_process_instance = ‘‘ 
! SQR prompting 
end-if 
 


If the program came through the Process Scheduler, $prcs_process_instance = 1, and it would 
not issue the prompt from Windows.  That’s all that is necessary if there are no run-time 
prompts for the program. 
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Application-Specific SQCs for Process Scheduler 
In order to provide application-specific run-time prompting through the Process Scheduler, the 
program  must be using the online system, e.g., a run control record, a run control panel, and 
the SQR program needs two more SQCs in order to find and use the information stored at 
request time. 
 
• Select-Parameters   ! xxrnctl1.sqc 
• assorted procedures   ! xxgetval.sqc 
 
The xx in the SQC file name represents a particular application, like HR or FS.  Here is a 
simplified example of this methodology. 


 
!***************************************************************************** 
! EDRNCTL1.SQC:  Retrieve Run Control for the parameters of the * 
!                Education Services Reports                                              * 
!***************************************************************************** 
!                                                                                                          * 
!               Confidentiality Information:                                                 * 
!                                                                                                           * 
! This module is the confidential and proprietary information of         * 
! PeopleSoft, Inc.; it is not to be copied, reproduced, or transmitted  * 
! in any form, by any means, in whole or in part, nor is it to be used  * 
! for any purpose other than that for which it is expressly provided    * 
! without the written permission of PeopleSoft.                                   * 
!                                                                                                           * 
! Copyright (c) 1995-2001 PeopleSoft, Inc. All Rights Reserved        * 
!                                                                                                           * 
!****************************************************************************** 
! Author: Education Services                                                              * 
! Date:   10/01/01                                                                                * 
!***************************************************************************** 
begin-procedure select-parameters 
BEGIN-SELECT 
RUN_CNTL_ED.OPRID 
RUN_CNTL_ED.RUN_CNTL_ID 
RUN_CNTL_ED.ASOFDATE 
RUN_CNTL_ED.FROMDATE 
RUN_CNTL_ED.THRUDATE 
RUN_CNTL_ED.RECNAME 
  do Get-Values     ! This is in your program. 
FROM PS_RUN_CNTL_ED RUN_CNTL_ED 
WHERE RUN_CNTL_ED.OPRID = $prcs_oprid 
  AND RUN_CNTL_ED.RUN_CNTL_ID = $prcs_run_cntl_id 
end-SELECT 
end-procedure 


 
Once again the link is in the INIT-REPORT procedure.  In order for the program to trigger this 
code, call this procedure. 
 


if $prcs_process_instance = ‘‘ 
  ! SQR prompting 
else 
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  do select-parameters    ! and #include the SQC 
end-if 


 
The last piece to this puzzle involves the last SQC which contains separate procedures for each 
of the prompts, so that the program in the Get-Values procedure can reference the procedures 
it needs. 
 


!**************************************************************************** 
! EDGETVAL.SQC:  Mask Run Control Value                                 * 
!**************************************************************************** 
!**************************************************************************** 
!                                                                                                        * 
!               Confidentiality Information:                                               * 
!                                                                                                         * 
! This module is the confidential and proprietary information of       * 
! PeopleSoft, Inc.; it is not to be copied, reproduced, or transmitted* 
! in any form, by any means, in whole or in part, nor is it to be used* 
! for any purpose other than that for which it is expressly provided  * 
! without the written permission of PeopleSoft.                                * 
!                                                                                                         * 
! Copyright (c) 1995-2001 PeopleSoft, Inc. All Rights Reserved      * 
!                                                                                                         * 
!**************************************************************************** 
! Description: These routines are called from the application SQR.  * 
!              They mask the values that have been retrieved from        * 
!              the run control record.  The field determines what            * 
!              type of masking or defaulting takes place.                        * 
!**************************************************************************** 
!                                                                                                         * 
! Procedure:    Get-As-Of-Date                                                         * 
! Description:  Get the entered as of date.                                        * 
!----------------------------------------------------------------------                     * 
begin-procedure Get-As-Of-Date 
let $AsOfDate = RTRIM(&RUN_CNTL_ED.ASOFDATE, ' ') 
if $AsOfDate = '' 
     move $AsOfToday to $AsOfDate 
  end-if 
end-procedure 
!----------------------------------------------------------------------                     *  
! Procedure:    Get-From-Thru-Date                                                 * 
! Description:  Sets the defaults for the From and Thru Dates.         * 
!----------------------------------------------------------------------                     * 
begin-procedure Get-From-Thru-Date 
let $FromDate = RTRIM(&RUN_CNTL_ED.FROMDATE, ' ') 
  let $ThruDate = RTRIM(&RUN_CNTL_ED.THRUDATE, ' ') 
do Century-Begin-Date 
if $FromDate = '' 
     move $Century_Begin_Dt to $FromDate 
  end-if 
  if $ThruDate = '' 
     move $AsOfToday to $ThruDate 
  end-if 
end-procedure 
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!----------------------------------------------------------------------                     * 
! Procedure:    Century-Begin-Date                                                   * 
! Description:  Sets century begin date to '1900-01-01'                     * 
!----------------------------------------------------------------------                      * 
begin-procedure Century-Begin-Date 
do Format-DateTime('19000101',$Century_Begin_Dt,{DEFCMP},'','native') 
end-procedure 
!----------------------------------------------------------------------                      * 
! Procedure:    Get-SQLDEFN-Parameters                                       * 
! Description:  Gets a record name for SQL lookup                           * 
!----------------------------------------------------------------------                      * 
begin-procedure Get-SQLDEFN-Parameters 
let $TableName = RTRIM(&RUN_CNTL_ED.RECNAME, ' ')  
end-procedure 
 


Running an SQR Using the Process Scheduler 


To implement a Process in the Process Scheduler,  determine what Process Type is being 
triggered, whether or not there are any specific requirements for the process that require 
overrides to the generic process type, what constraints if any are to be imposed on the user at 
request time, and where the process should be requested from. 
 
These requirements translate in the online system to: 
 
• Verify Process Type 
• Determine Run Control Record 
• Determine Run Control Panel group 
• Place panel group on a menu 
• Grant access to the panel group. 
• Add a Process Definition 
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Process Type 
Process Type defines the default command line for a specific process.  The command line is 
coded according to the unique combinations of three fields: 
 
Process Type Predefined types are: 
  Application Engine  
  COBOL SQL 


 Crw Online  
  Crystal 


 Crystal Check  
  Cube Builder 
  Database Agent 


 Demand Planning Upload 
  Essbase 
  HyperCube Builder 
  Message Agent API 


 SQR PO-Special Process 
  SQR Process 


 SQR Report 
 SQR Report For WF Delivery 
 WinWord 


  nVision 
  nVision Report 
  nVision ReportBook 
 
OS Platform Predefined platforms for which there are server agents are: 
  NT  
  NT/Win 95 Client 
  NT Server 
  OS390 


 UNIX   
   


Database Platform Predefined platforms supported by PeopleSoft are: 
  DB2    


 DB2/UNIX   
 Informix   
 MicroSoft   
 Oracle   
 Sybase    
  


To review this definition, select Go, PeopleTools, Process Schedule Manager, Use, Process 
Type Definitions, Type Definition, Update/Display. 
 
This panel is for any process type, and is used to identify the minimum requirements to launch a 
particular executable program. 
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Description Description of executable  
Generic Process Type PeopleSoft delivers the following generic types: 


  
 
 
 
 
 
Command Line Location and 
name of executable. 
Parameter List Contains the 
string of command line variables passed 
to the executable. 
Working Directory Specifies the 
directory that the process is to be 
started in.  It is relative to where the 
process is being run, e.g.,  
a specific server. 
Output Destination Specifies the 
output destination for this process type.  
It is used for any process definition that 
specifies Process Type as its Output 
Destination Source, meaning that the 


process uses the values in the process type definition to determine where to 
send the output. 


 
Restart Enabled  Enables a process request to be restarted from Process Monitor. 


Currently this option is applicable only to Application Engine process 
types that complete with a run status of Unsuccessful.  Another restriction 
regarding the ability to restart a process has to do with a user’s security 
profile.  Restart is only allowed if the operator or class of operators can 
currently update a request (Cancel or Delete). 


 
 
 
 


Application Engine 
COBOL SQR 
Crw Online 
Crystal 
Crystal Check  
Cube Builder  
Database Agent  
Demand Planning Upload  
Essbase 
HyperCube Builder 
Message Agent API  
SQR-PO Special Process 
SQR Process 
SQR Report 
SQR Report for WF Delivery  
WinWord 
nVision 
nVision Report 
nVision Report-Book 
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3.5.12.3 Variables 
Process Scheduler uses a number of variables during run time. These are in the form of meta-
strings, in-line bind variables, or client/server variables. 
 
For each process request, all defined variables are evaluated and expanded, if possible. (For 
security reasons, %%OPRID%% is not expanded.) All variables not resolved through any of 
these sources might cause the process request to fail.  Unresolved variables are easy to detect 
by reviewing the Process Request Detail page for the failed request. 
 


3.5.12.4 Meta-Strings 
The predefined meta-strings must also be enclosed in a set of double percent signs.  When 
processing a request, if Process Scheduler encounters a string enclosed inside a double set of 
percent signs, it first compares the variable name with an internal list of predefined meta-strings.  
If the variable name is not one of these meta-strings, it is assumed to be a server-based 
environment variable.  The following list includes all predefined meta-strings and their 
associated runtime values. 
 


Predefined Meta-String Is Replaced With 
%%ACCESSID%% Database Access ID. 
%%ACCESSPSWD%% Database Access Password. 
%%DBNAME%% Database Name. 
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Predefined Meta-String Is Replaced With 
%%INSTANCE%% Process Instance. 
%%OPRID%% User’s Signon ID. 
%%OPRPSWD%% User’s Password (encrypted). 
%%OUTDEST%% Output Destination (C:\%TEMP%; 


\\PrintServer1\Printer1). 
%%OUTDESTTYPE%% Output Type (File; Printer; Window, Email). 
%%OUTDESTFORMAT%% Output Format (SPF; HTM; PDF; TXT; and so on). 
%%PRCSNAME%% Process Name (XRFAPFL, GLPJEDIT). 
%%RUNCNTLID%% Run Control ID (NTClient, CrystalServer). 
%%SERVER%% Reference the Database Server Name. 
%%EMAILID%% Users email Address stored in Manage Security. 
%%CLIENTTIMEZONE%% The time zone specified for the client initiating the 


request. 
%%APPSERVER%% Application Server (used for three-tier.) 
%%LOG/OUTPU DIRECTORY%% Directory in the Process Scheduler Server Agent 


where a file generated from a process request is 
written. 


##DEFAULTPRINTER$$ The default printer defined in Process Scheduler 
Configuration file. 


 


3.5.12.5 Client and Server Environment Strings 
Client variables must be enclosed in a single set of percent signs, as in %OutputDirectory%. 
Process Scheduler tries to resolve these by looking in the PeopleSoft Configuration Manager. If 
the variable is not found in Configuration Manager, it tries to find an Operating System 
environment variable. If none is found it leaves the value unresolved. 
 
Server variables must be enclosed in a set of double percent signs, as in 
%%OutputDirectory%%.  At runtime, Process Scheduler first looks at all double-percent 
variables to determine if these represent a predefined meta-string value, such as 
%%OPRID%%.  Because the meta-string is predefined, it can resolve the variable at initiation of 
each request.  If the variable is not defined as a meta-string, Process Scheduler tries to find it in 
the Process Scheduler Configuration file. If none is found it leaves the value unresolved. 
 


3.5.12.6 In-Line Bind Variables 
The parameter list may contain in-line bind variables.  In-line bind variables represent any field 
(record.field) used in the current page, and are defined as follows: 
 


:RECORD.FIELD 
 
For example, you would specify the following to pass the value of the user ID field from the 
RPT_RQST_WRK record as a parameter: 
 


:RPT_RQST_WRK.OPRID 







Ohio Administrative Knowledge System 
 


OAKS     Transforming the Way Ohio Does Business 
 


Page 123 of 189 State of Ohio OAKS Project 
 
Version Control Number: v1.0 11/14/05 
 
 
 


 


Process Definition 
To define a process in the Process Scheduler, select Start, PeopleTools, Process Scheduler,  
Processes. 
 


 
 
Process Name Must be name of module to execute, e.g., PAY003, without file extension. 
 
Description Displays in Process Request Dialog box. 
 
Long Description Optional. 
 
Priority Defines the relative priority used by the Process Scheduler Server Agent to 


determine which process to initiate first if multiple processes are queued to run 
on a given server. 


 
API Aware Select this check box if this is an API-aware process. If this option is turned on 


for any process that is not API aware, Process Scheduler includes this process in 
the concurrent task count.  This can result in improper server load balancing. 
Selecting this option does not mean your process will become API aware. You 
still have to add API code to your process. 


 
Log Client Request Select this check box if you want to provide an audit trail for any processes 


requested to run on a client workstation. This causes the system to log the 
request to the Process Request table each time a user runs the process on their 
client workstation. Log Client Request is on by default for all API aware 
processes, and logging is always performed for all server-based requests. 


 
SQR Runtime If you select this check box, the system appends SQT to the process name in the 


parameter list on the Process Definitions Options page, and uses the SQT 
Working Directory specified in the Process Type Definition page. 
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Process Definition Options 


 
 
Run Location Specify Client, Server, or Both. 
 
Server Name  This field is available only when you choose Server in the Run Location field. 
Here 


you can specify a particular server on which the process should run. The Server 
Name should only be specified if you want to restrict this particular process to 
this server definition (or if you only have one server platform to submit your 
requests).  Leaving this blank allows the process to be requested for the first 
server or default operating system that can process requests for the specified 
Process Class.  This allows you to better balance the load between multiple 
process servers, because your request is initiated by the first available server on 
the default operating system. 


 
Recurrence Name  Here you can specify a predefined Recurrence Definition for the process. 
(optional) 
 


Process Override Options 
The Override Options page enables you to modify the Parameter List, Command Line, or 
Working Directory values passed to the process. 
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If you have any custom values that you need to send, you have the following options in your 
Parameter List: 
 
Override Sends your custom parameters in place of the PeopleSoft defaults. 


Append  Adds your custom parameters to the front of the PeopleSoft string. 


Prepend Adds your custom parameters to the end of the PeopleSoft string. 


  


Process Destination  
 
The Process Destination panel allows the naming of an output type and destination.   
 
 


 
 
 
 
The output source destinations are enforced for any user who is not allowed to override the 
output destination by their Operator Process Profile. If a user is allowed to override it, the user 
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run control destination is used in the process request. For an SQR process, the Destination 
Source needs to be set to User Specified. 
 
Type   This is where you can specify a particular type of output for each 


Process Definition.  This defines the default destination type for this 
process.  None defaults to the operator run control values. Any means 
the user can specify any valid option. The Default option is applicable to 
nVision only. You can select Email, File, Printer, Web, or Window, 
depending on the type of process. 


 
Destination Source This is where you select how the output destination is determined, by 


the user on the Process Request page, by a value in the Process Type 
Definition, or by a value in the Process Definition. The purpose of this 
field is to add flexibility in determining the output destination. Essentially, 
it enables you to restrict this process request output to be designated by 
either the process type definition or the process definition. Setting source 
to User Specified permits users to provide an output destination at run 
time. 


 
Output Destination 
Source 


Description 


None Use this for any processes that do not create 
output, or for those processes for which you 
do not want the output file or report 
produced. 


Process Definition This request defaults to use the output 
destination specified by the process 
definition. 


Process Type Definition This request defaults to use the output 
destination specified by the process type 
definition. 


User Specified This is the default; the output destination for 
this request is determined by the process run 
control designation. 


Output Destination This edit box is only enabled when the Source value equals Process 
Definition. This is where you can hard code the output destination into the Process Definition. 


3.5.12.7 Process Definition Page Transfer 
After submitting process requests, you will probably use Process Monitor to view the status of 
submitted requests.  When Process Monitor shows you that a process has completed 
successfully, it can be useful to go directly from Process Monitor to the appropriate page in your 
PeopleSoft application to view the results of the completed process.  To enable users to go 
directly to a page from the Process Monitor, you need to specify the appropriate values on the 
Page Transfers page. 
 
The Page Transfer or Log Transfer feature uses the values that you enter on this page to arrive 
at a particular page within a PeopleSoft application.  You specify the navigational route that an 
end user must follow to arrive at the same page using the PeopleSoft menu interface. 
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3.5.12.8 Process Definition Notification 
Notification page lets you send messages to a group (using role ID) or individuals (using user 
ID) when a specific activity occurs with the process, such as an error or a successful completion 
of the job. 
 
 


Run Control Panel Group 
The most common way to request a SQR program through the Process Scheduler is via a Run 
Control panel group. 


3.5.12.9 No Prompts 
PeopleSoft provides a standard page for processes that have no input.   The PRCSRUNCNTL 
page is made up of the subpage PRCSRUNCNTL_SBP. 
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Record PRCSRUNCNTL 
 
Fields OPRID    RowInit OPRID = %OperatorId; 


RUN_CNTL_ID Save Edit Ensures no blanks in value. 
 
These fields must be the keys on Run Control records, along with their PeopleCode. 


As-of-date 
PeopleSoft provides a standard panel for processes that require an as-of-date as input. 
 


 
 
Records RUN_CNTL_HR 


HR_LBL_WRK (derived) 
 


3.5.12.10 From/Thru Date 
PeopleSoft also provides a standard page for processes that require a “start” and “end” date. 
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Records RUN_CNTL_HR 


HR_LBL_WRK (derived) 
 


Fields  FROMDATE 
 


Graphics in SQR Reports 


This section explains both the setup and usage of SQR graphics in SQR generated reports.  
Included are the necessary steps to setup an SQR for graphics, as well as added features that 
allow programmers to change both font size and font type.  From these guidelines, 
programmers can enhance SQR reports by using a variety of fonts and graphics. 


Graphics Setup 
In order to use the SQR graphics features, the printer type needs to be changed to an 
HPLASERJET.  The SETUP SECTION needs to be modified as follows 
 


!****************************************************** 
! SETUP SECTION                                       * 
!****************************************************** 
 
#include ‘poylaser.sqc’   !Specifies HPLASERJET as printer type 
#include ‘setup31.sqc’    !For Portrait 
#include ‘setup32.sqc     !For Landscape 
 
 
begin-report 
  use-printer-type HPLASERJET 
  HOUSEKEEPING 
  MAINLINE 
  WRAPUP 
end-report 


Standard Headings 
A new standard heading SQC has been created to utilize the new graphics features. 
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#define   SetupType 1  !For Portrait 
#define   SetupType 2  !For Landscape 
#include ‘cpsshdg1.sqc’  !Standard Heading 


 
This heading uses the Helvetica font to both bold and enlarge the client name and report title of 
an SQR generated report.  Note that since we are using a proportional font, the centering of text 
has to be done manually because the position of the centered text is determined by the 
character length, and characters have differing lengths in a proportional font.  If text is not 
adequately centered using the heading SQC, developers will have to manually center the text, 
using length of the title. 


Changing Font Type/Size 
In order to change the type or size of a given font, the following SQC needs to be added. 
 


#include ‘font.sqc’ !Change fonts 
 
To change the font type or size, call the necessary procedure corresponding to the type and 
size of font desired.  Anything printed after this call statement will be in the specified font.  Note 
that only Helvetica and Optimas can have differing font sizes because they are proportional 
fonts.  Courier, Letter Gothic, Prestige, and Presentations are fixed fonts, so programmers are 
unable to change the size of these fonts. 
 


do HELVETICA-8            !Standard Helvetica font 
do COURIER                !Standard Courier font 
do OPTIMA-14              !Largest Optima font 
do OPTIMA-6               !Smallest Optima font 


 
Proportional fonts are sized on an even scale between 6 and 14.  Thus, fonts can be specified 
sizes of 6,8,10,12, and 14 with 8 being the standard size font.  Use only the font name when 
specifying fixed fonts.  Use font name and size when specifying proportional fonts.   


Graphic Features:  Print command 
Programmers are now able to CENTER, BOLD, UNDERLINE, BOX and SHADE a variable 
string using the print statement plus the corresponding format command.  The CENTER, BOLD, 
and UNDERLINE features are self-explanatory.  The BOX command draws a one line deep 
graphical box around a printed variable, and the SHADE command shades in this graphical 
region.  Any of these commands can be used alone or combined with other format commands.  
The BOX and SHADE command have no effects when using a line printer. 
 
IMPORTANT:  When a proportional font has been specified on a HP LaserJet, the BOX and 
SHADE commands are not able to determine the correct length of the box since this value 
varies with the width of the characters printed.  The CENTER command does not work properly 
for the same reason.  CENTER, BOX, and SHADE work only with fixed pitch fonts and all 
PostScript fonts. 
 


print $DeptID     (+1, 5)   bold      box 
print #Account    ( 0,45)   center    box           shade 
print &PER.NAME   ( 0,35)   bold      underline 
print $Address1   (10,32)   shade 







Ohio Administrative Knowledge System 
 


OAKS     Transforming the Way Ohio Does Business 
 


Page 131 of 189 State of Ohio OAKS Project 
 
Version Control Number: v1.0 11/14/05 
 
 
 


Graphic Features:  Graphic command 
The graphics command in SQR can be used to draw boxes, horizontal lines, and vertical lines of 
varying dimensions.  Unlike the BOX command for the print statement, these statements allow 
boxes to encompass more than just a printed string.  The user can specify the exact dimensions 
of the desired graphic. 
 
Sometimes two graphic commands need to be specified when printing a shaded box.  One to 
specify only the box dimensions and one to specify the degree of shading. 
 
The graphics commands have the following syntax: 
 


graphic (line_pos, col_pos, length) box {depth} [line_width [shade]] 
graphic (line_pos, col_pos, length) horz-line [line_width] 
graphic (line_pos, col_pos, length) vert-line [line_width] 


 
Where line_pos  = the starting line position 
 col_pos  = the starting column position 
 length  = the length in column/lines of the box or line 
 depth  = the depth of the box 
 line_width  = the width of the lines (default is 2) 
 shade       = the degree of shading on a 1-100 scale, 1 is very 
                           light, 100 is black 
 
The following examples show the GRAPHIC BOX command. 
 


graphic  ( 1, 1,120) box 80            !Draw a box around a page 
graphic  (30,25, 10) box 10            !Draw a 10 by 10 box 
graphic  ( 1, 1, 66) box 5 2 8         !Draw a 5 line shaded box 
graphic  (50, 8, 30) box 1              !Draw a box around 1 line 


 
The following examples show the GRAPHIC HORZ-LINE command. 
 


graphic  ( 4, 1,120) horz-line 10      !Put bold line under page  
                                       !heading 
graphic (+1,62, 12)  horz-line         !Put line under final total 
    !(length of line is 12 columns) 


 
The following examples show the GRAPHIC VERT-LINE command. 
 


  graphic (1,27,54) vert-line          !Draw line between columns 
                                       !(depth 54) 
  graphic (1,52,54) vert-line 
  graphic (3,+2, 4) vert-line 6        !Red line the paragraph 


PeopleSoft’s SQR Naming Conventions 


To aid in finding a particular standard report, PeopleSoft has adopted naming convention with 
regard to the prefix of report names.  The following subset of prefixes is a guideline only, refer to 
the /SQR directory to determine what the two-letter prefixes in use are for each application: 
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Application Prefix Report Functions 
Asset Management AM Asset Management Application Reports 
Accounts Payable AP Accounts Payable Application Reports 
Accounts Receivable AR Account Receivable Application 


Reports 
Human Resources APP Track the applicant/requisition process 
 CMP Analyze Employee salaries. 
 PCS Inventory job types. 
 PER Contain lists/analyses for personnel 


reporting requirements. 
Benefits BAS Benefits Administration 
 BEN Report on benefits contributions for 


both employee and employer. 
 FSA Flexible Spending Accounts 
 NDT Non-Discrimination Testing 
Financials FIN Shared Financial Reports 
General Ledger GLA General Ledger Application Reports 
 GLT General Ledger Application Edit Tables 
 GLU General Ledger Utilities 
Payroll DDP Control and report on direct deposit of 


payroll funds. 
 GLX Create the general ledger interface 


programs related to Payroll. 
 PAY Contain reports about 


checks/deductions/earnings and other 
Payroll functions. 


 TAX Contain tax reports related to wage 
reporting requirements. 


Utilities UTL Perform system utility functions. 
PeopleTools TLS Reports specific PeopleTools tables. 
Cross References XRF Perform cross references on system 


objects, e.g. fields by record, records 
by field. 


 


PS/HRMS 
In the Human Resource, Benefits, Payroll applications, the three character prefix is usually 
followed by a three digit number with report types grouped together: 
 
 001-499  Application Data Reports 
 500-599  Application Utilities 
 700-799  Application Edit Tables 
 800-899  State Tax Magnetic Media generation 
 900-999  Federal Tax Magnetic Media generation 
 


PS/Financials 
In the Financial applications, the prefixes are followed by different conventions:  
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Asset Management AM+ AE#### Accounting Entry 
    AP#### Accounts Payables 
    AS#### Asset Activity 
    CP####  Capital Acquisitions Planning 
    CV#### Conversion 
    DP#### Depreciation 
    IF####  Load Tables 
    LE####  Lease 
    PI####  Physical Inventory 
    RT#### Retirement of Assets 
    TX#### Tax 
Billing   BI+ IF####  Interface program 
    IVC###  Invoicing 
    LDxx## Load programs 
General Ledger  GL+ 10##  GL Business Units & Ledgers Reports 
    20##  GL Consolidations Reports 
    30##  GL Inquiry Reports 
    40##  GL Table Reports 
    50##  Multicurrency Processing Reports 
    60##  GL Allocations Reports 
    70##  GL Journal Entry Processing Reports 
    90##  GL Utilities 
 
Inventory  IN+ 35## Putaway Process 
    50## Inventory Mgmt / Physical Counting 
    60## Demand Fulfillment 
    70## Valuation and Costing 
    905# Load Inventory Mgmt / Phys Count 
Payables  AP+ 2### Payment Processing 
    3### Vendor Processing 
    4### Revaluation Processing 
    5### VAT Processing 
Receivables  AR+ 01### Table Reports 
    11### Item or Group Reports 
    20### Payment or Deposit Reports 
    30### Aged Trial Balances 
    31### Customer Listings 
    32### Customer Statements 
    50### GL Distribution 
    60### System Activity 
Project Costing  PC+ BE#### Batch Edit 
    FF#### Flexible Formula 
    TL#### Tree Loader 
    SR#### Project Summaries 
Purchasing  PO+ PO### Purchase Order 
    RF### Request for Quote 
    RQ### Requisitions 
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Sample Reports (PeopleSoft Examples) 


The following reports contain examples that should be referenced when programming an SQR.  
These are examples show many of the common PeopleSoft constructs and some of the 
advanced SQR features. 


PeopleSoft Programs with Advanced SQR Features 
Construct PeopleSoft HRMS PeopleSoft Financials 
 
Temporary Tables 


 
AAP Job Group Analysis 
    APP002.sqr 


 
AP Payment Creation 
Program 
    APY2010.sqr 
Customer Statements 
    AR32001.sqr 


Simple nested 
SELECTs 


RequisitionStatus Report  
    APP003.sqr 


Currency Translation Defs 
    GLS5000.sqr 


[$var] Arrays, 
Prompting 


Skills Matching 
    APP008.sqr 


AP Check Print Program 
    APY2020.sqr 
Unmatched MICR Identifier 
    AR21003.sqr 


Load-Lookup Health Plan Participants 
    BEN001.sqr 


Bank Reconciliation Input 
    APY2105.sqr 


Rolling Totals Monthly Benefit 
Contribution Register 
    BEN003.sqr 


Account Activity Summary - 
Cost Report 
    AMAE2000.sqr 


Pay Period Reports Payroll Register 
    PAY002.sqr 


 


NEXT-LISTING, 
Arrays 


Employee Earning Record 
    PAY014.sqr 


 


Dates in SELECTs Department Action Notices 
    PER001.sqr 


 


Ordering by 
Expressions, Dates 


Employee Birthdays 
    PER002.sqr 


 


Columns Statistics Canada 
    PAY100CN.sqr 


 


Database 
platforms-#Define, 
#Ifdef 


SETENV.sqc SETENV.sqc 


Wrap for Longs Garnishment Rules Table 
    PAY715.sqr 


Elimination Set Definition 
    GLS2000.sqr 


GL Customization 
Guidelines 


 Summary Ledgers Detail 
Rpt 
    GLS1001.sqr 
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PeopleSoft Programs with SQL 
SQL Process Report Name Source File 
Read / Write 
Program 


Create W-2 Report File for 
Diskette 


TAX911FD.sqr 


Database Update Set Local Allowances TAX503.squ 
Writing Interface 
File 


Direct Deposit Transmittal 
File 


DDP001.sqr 


Data Extract Requisition Posting Data 
Extract for word 
processing 


APP004.sqr 


 


PeopleSoft Programs with Alternative Output Methods 
Output Method Report Name Source File 
Use of begin-DOCUMENT  DDP006.sqr Direct Deposit 


Prenotification 
Using Pre-printed Forms TAX002CA.sqr Quarterly State Tax Report 
Graphics and Fonts BAS004.sqr Benefits Enrollment Form 
 
 


Pseudo Code Standard  


The OAKS standards for creating pseudo code include:   
 
All pseudo code must indicate the sequence of the processing logic. 
 
All the processing logic should include functional description of their purpose. 
 
The pseudo code must include all the actual SQL statements. 
 
   
 


Pseudo Code (Example) 


1. Select the parameter from the run control panel 
� Select the parameters defined in the run control table 
Select            (all the parameters)  
From PS_PR_RUN_CNTRL (New Record) 
Where  OPRID = $oprid  


         And    RUN_CNTL_ID = $Run_cntl_id 
 


2. Evaluate Date (Retrieve Correct Accounting Period) 
� If Processing Date is blank, use current date. 
� Look up the calendar used for the business unit  
Select  CAL.CALENDAR_ID 
From PS_BU_LED_GRP_TBL CAL 
Where  CAL.BUSINESS_UNIT = $business_unit  
And  CAL.LEDGER = $ledger 
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� Retrieve the correct period for the processing date. 


 
3. PeopleSoft Chartfield Conversion 


� Retrieve PeopleSoft Chartfields based on the Legacy Company, Account 
and Center provided from the run control panel.  


Select   (Chartfields)  
From  PS_PR_CON_INS  
Where  PR_COMPANY = $pr_company 
And  PR_ACCOUNT = $pr_account 
And  PR_CENTER = $pr_enter 
 


4. Select Transaction Data 
� The program will select the transactions from the PS_DISTRIB_LINE, 


PS_VOUCHER and PS_VCHR_ACCTG_LINE table based on the Legacy 
Company, Account and Center value stored on the run control panel (See 
Appendix C). 


Select   ACT.MONETARY_AMOUNT, ACT.BASE_CURRENCY  
From  PS_VOUCHER VCH,  


PS_DISTRIB_LINE DIS,  
PS_VCHR_ACCTG_LINE ACT 


Where  ACT.BUSINESS_UNIT = DIS.BUSINESS_UNIT 
And  ACT.BUSINESS_UNIT = VCH.BUSINESS_UNIT 
And  VCH.BUSINESS_UNIT = $business_unit 
And  PR_ACCOUNT = $pr_account 
And  PR_CENTER = $pr_enter 
� Select the transaction data from PS_DISTRIB_LINE table, 


PS_VOUCHER table and PS_VCHR_ACCTG_LINE table.  
� Based the selection criteria on the parameters from the run control table. 


 
5. Write Output 


 
6. Calculate Summarized Data 


� Sum all the debits together based on the account type (i.e. Cancellations, 
Rejections, Death Claims and Surrenders)   


� Multiply the debits by negative one 
� Sum all the credits together based on the account type (i.e. Cancellations, 


Rejections, Death Claims and Surrenders) 
� Multiply the credits by negative one 


 
7. Write Summarized Data 


� Write out the summarized data using the summarized account on the run 
control panel   


 
8. Error Handling 


� If the MSA Company, MSA Account and MSA center combination is not 
found on the conversion table, write out the error on the error report.  Do 
not generate an output file. 


� For all errors encountered, write out the errors on the error report and do 
not generate an output file. 
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SQR Shell (PeopleSoft Examples) 


The following is an SQR shell:   
 
 
!****************************************************************************** 
!  Report Name and Title                                                                     * 
!****************************************************************************** 
!****************************************************************************** 
!                     OAKS  NEW SQR LOG                                                 * 
!                                                                                                            * 
! DESCRIPTION: Functional description of program goes here.         * 
!                                                                                                            * 
! ASSUMPTION:  Major assumptions of program go here.                  * 
!                                                                                                            * 
! MENU:      Menu used to run this process.                               * 
! This is a new SQR module created by the OAKS ISI Project. This   * 
! log must be kept up to date.                                                              * 
!****************************************************************************** 
! All modifications to this SQR module must be documented.             * 
! Modifications should be preceded by the following line:                    * 
!     ! Modification Start                                                                         * 
!      (Modifications should be followed by the following line:)              * 
!     ! Modification End                                                                          * 
! For changes that do not have easily determined start and end         * 
! points, the information in the change log will suffice.                        * 
!****************************************************************************** 
! Unit # Programmer             Start Dt  End Date  Orig. Pgm                * 
! ----- ---------------------- --------  --------  ---------                                       * 
! XXXX  XXXXXXXXX,XXXXXXXXXXXX XX/XX/XX  XX/XX/XX        * 
! Description of Change                        * 
!                                                                                                            * 
!****************************************************************************** 
!---------------------------------------------------------------------                          ! 
!                           D E B U G G I N G                                                    !  
!---------------------------------------------------------------------                          ! 
!                                                                                                             ! 
! Run this module with -debug<X> flag option to view various             ! 
! levels of debugging information in the log file.                                    ! 
! These options can be used independently, or together                      ! 
!                                                                                                             ! 
!       Example:                                                                                       ! 
!                   -debugABC  will turn on debugging information for           ! 
!                   levels A,B, and C                                                               ! 
!                                                                                                              ! 
!       Debug                                                                                            ! 
!       Level:      Description:                                                                    ! 
!       ------      ------------------------------------------------                                ! 
!         A         Basic level of logging.  Provides a high-level                   ! 
!                   description of the processes of the module.                      ! 
!         B         Provides procedure flow information (entering and          ! 
!                   exiting each procedure)                                                     ! 
!         Z         Displays detail values for inserts                                      ! 
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!---------------------------------------------------------------------                           ! 
!                                                                                                              ! 
! Modification History:                                                                             ! 
!                                                                                                              ! 
! The table below summarizes changes to this SQR.                            ! 
!                                                                                                              ! 
! Date     Person            Description                                                       ! 
! -------- ----------------- -----------------------------------------                            ! 
!                            ! 
!---------------------------------------------------------------------                           ! 
 
!--------------------------------------------------------------------- 
! DEFINE section 
! 
! DEFINE various precompiler variables, ensuring 
! a centralized location for hard-coded values.  This 
! is an excellent location to place values that might 
! change in another version of this module for code reuse. 
! For example, the "LOG_PREFIX" value will likely change 
! for another module, but can be easily changed at the top 
! of the next module's code 
!--------------------------------------------------------------------- 
 
 
#include 'setenv.sqc'     !Set environment 
#include 'setup01.sqc'    !For Portrait  (delete whichever setup is not  
!#include 'setup02.sqc'   !For Landscape  needed plus this comment.) 
 
 
!Declare Substitution variables 
!#define <variable name> <variable value>  (delete this example) 
 
!********************************************************************** 
!SETUP section - Any extra setup can be done here.                    * 
!For instance declare-variable for date          * 
!              * 
!**********************************************************************      
         
 
 
begin-setup 
 
   !example of use of setup 
   !declare-variable 
      !date $mydate 
   !end-declare 
 
end-setup 
 
 
begin-program 
  
   do HOUSEKEEPING 
   do MAINLINE 
   do WRAPUP 
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end-program 
 
 
begin-heading 7   ! This number must be changed to match the number  
                  ! of lines in the header (including column headings). 
   ! Delete whichever headings are not used plus these two comments. 
   ! Refer to STD_HDG.DOC for other heading options. 
 
   #include 'stdhdg01.sqc'   ! for standard heading  
   !#include 'stdhdg03.sqc'  ! for standard heading and as of date 
   !#include 'stdhdg08.sqc'  ! for standard heading and from/thru dates 
 
   ! Define Printing Location Variables   
   !#define Dept 1   (Delete this example) 
 
   ! print Column Headings 
   ! print 'Department'  (+2,{Dept}) (Delete this example) 
 
end-heading 
  
 
!********************************************************************************* 
! HOUSEKEEPING                                                                                  * 
!                                                                                                                * 
! Called By: begin-report                                                                    * 
! Calls:  INIT-DATETIME                                                             * 
!   INIT-NUMBER                                                   * 
!   GET-CURRENT-DATETIME                             * 
!   ASK-VALUES                                                    * 
!   GET-VALUES                                                    * 
!                                                                                                                 * 
! This procedure performs the application initializations, formats             * 
! variables for use, and calls the procedures to get input parameters.     * 
!********************************************************************************** 
begin-procedure HOUSEKEEPING 
 
   #debugB show '+HOUSEKEEPING' 
 
   do INIT-DATETIME 
   do INIT-NUMBER 
   do GET-CURRENT-DATETIME 
 
   let $yn-print-sqlerr  = 'Y' 
   let $yn-displ-sqlerr  = 'Y' 
 
   if $prcs_process_instance = '' 
    
    
      do ASK-VALUES !SQR not run through process scheduler 
   else 
      do GET-VALUES !SQR run through process scheduler 
   end-if                               
 
   !Change these three lines to the ID and Titles of report.  Delete what- 
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   !ever is not used plus these comments. 
    
   move 'Report ID'    to $ReportID  
   move 'Report Title' to $ReportTitle       
   move ''             to $ReportTitle2  
 
 
   let $records_found = 'N' 
   let $Century 'N'  !Used for date formatting. Delete if not used. 
 
 
   #debugB show '-HOUSEKEEPING' 
end-procedure  !HOUSEKEEPING 
 
 
!************************************************************************************ 
! ASK-VALUES                                                                                            * 
!                            * 
! Called By: Housekeeping                                                                    * 
! Calls: ???                                                                                                  * 
!                                                                                                                    * 
! This procedure prompts the user for those variable values that will          * 
! be used throughout the report.  ASK-VALUES is called when the user     * 
! is not using the process scheduler. This procedure calls whatever           * 
! procedures are needed. (e.g. do ASK-FROM-THRU-DATE).                     * 
!********************************************************************** 
begin-procedure ASK-VALUES 
   #debugB show '+ ASK-VALUES' 
   
   ! Do any procedures that prompts users for necessary variable values                           
    
   #debugB show '- ASK-VALUES '   
end-procedure  !ASK-VALUES 
 
 
!******************************************************************************** 
! GET-VALUES                                                                                      * 
!                                                                                                              * 
! Called By: Housekeeping                                                              * 
! Calls: SELECT-PARAMETERS                                                          * 
!  ???                                                                               * 
!                                                                                                              * 
! This procedure gets the variable name (beginning with a $ or #) that *      
! will be used throughout the report using the run control parameters   *  
! called in GET-RUN-CONTROL-PARMS.                                            * 
!******************************************************************************** 
 
begin-procedure GET-VALUES 
#debugB show '+' 
   
  do SELECT-PARAMETERS     !Selects all input parameters from 
                           !run control record 
   
  ! Do any procedures from the get values sqc(s).  Only call 
  ! those procedures that contain the inpout parameters.   
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#debugB show '-'   
end-procedure  !GET-VALUES 
 
!********************************************************************** 
!  OPEN-FILE                                                                           * 
!                                                                                                * 
! Called By: begin-report                                                    * 
! Calls: ???                                                                              * 
!                                                                                                * 
! This procedure is opens the inbound interface file(s) .          * 
!                                     * 
!********************************************************************** 
 
Begin-procedure OPEN-FILE 
   #debugB show '+' 
   open {filename} as {filenumber} 
   for-reading 
   record={length} : fixed | vary 
   status = #open1 
 
 
   if #open1 = -1 
      display 'open for file 1 (name of file) failed' 
 stop quiet 
         
   end-if 
 
   #debugB show '-' 
end-procedure !OPEN-FILE 
 
 
!************************************************************************* 
! MAINLINE                                                                             * 
!                                                                                                     * 
! Called By: begin-report                                                         * 
! Calls: ???                                                                                   * 
!                                                                                                     * 
! This procedure is the main processing paragraph.  It performs  * 
! application specific processing.                                                   * 
!************************************************************************** 
begin-procedure MAINLINE 
   #debugB show '+MAINLINE' 
 
   ! open any files that need to be used here.  Delete this comment. 
    
   ! do main-line procedures, selects, etc. 
   ! let $Records_Found = 'Y' whenever data is selected that will be 
   ! printed.  Delete these comments. 
 
   ! include any additional procedures if needed after Mainline  
   ! procedure.  Delete this comment. 
    
   #debugB show '-MAINLINE' 
end-procedure  !MAINLINE 
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!********************************************************************** 
! PROCESS-DATA-LOAD                                                        * 
!                                                                                                 * 
! Called By: begin-report                                                    * 
! Calls: ???                                                                               * 
!                                                                                                 * 
! This procedure loads the input file data into the variables in  *  
! the SQR                         * 
!********************************************************************** 
 
 
Begin-procedure PROCESS-DATA-LOAD 
   #debugB show '+PROCESS-DATA-LOAD' 
 
   While 1 = 1 
        
      Read 1 into $input:158 
      #debugZ show $input 
  
      !***********Set up the Final Statistics******************************** 
 
 If #end-file = 1 
          
    let $record_count = to char(#record_count) 
 
         let $total_processed = $record_count || ' records loaded' 
         let $total_loaded = $load_count || ' records loaded' 
         break 
 end-if 
 
      !********************************************************************** 
 
      let #record_count = #record_count + 1 
 
      !********************************************************************** 
      let $record_error = 'N'   !This allows for error routines to be built in 
      let $field1_error = 'N'   !This allows for error routines to be built in 
      let $field1 = rtrim(substr($input,1,6,' ') 
 
 if $field1 = ''   !Null Check 
  
    let $field_error = 'Y'!This allows for error routines to be built in 
    let $record_error  = 'Y' 
 
      end-if 
 
      !**************** and so on loading each field into the variables****** 
       
      if $record-error = 'N' 
    !write the values to the PeopleSoft File 
    do PROCESS-LOAD-ROW 
 
      else 
        write  
        !*************** to Bad data file ******************************* 
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      end-if 
 
      if  #sql-error = 0  
    let #load_count = #load_count + #sql-count 
      end-if 
  
      if $field_error = 'Y' 
  
 
    do FIELD1-ERROR 
      end-if 
   end-while 
 
   close 1      
   !*****************close each record that was open for reading************ 
 
   #debugB show '-PROCESS-DATA-LOAD'  
End-procedure PROCESS-DATA-LOAD 
 
!********************************************************************** 
! PROCESS-LOAD-ROW                                                         * 
!                                                                                                 * 
! Called By: begin-report                                                     * 
! Calls: ???                                                                               * 
!                                                                                                 * 
! This procedure loads the variables from the SQR into the     * 
! database                                                                                 * 
!********************************************************************** 
 
Begin-procedure PROCESS-LOAD-ROW 
   #debugB show '+PROCESS-LOAD-ROW' 
 
   let $procedure_name = 'name of procedure placed here'  
   !****inserts these messages into error log 
   let $sql-statement-text = 'SQL text placed here'       
   let $sql-parameters     = 'Parameters of the last SQL Order when error occurred' 
 
Begin-sql on-error=SQL-ROLLBACK-HANDLER       !****called from preh001.sqc*** 
 
insert into PS_TABLENAME_TBL 
(FIELD1, 
FIELD2, 
!******* etc******* 
) 
values 
($field1, 
$field2, 
!******* etc ***** 
) 
end-sql 
 
   #debugB show '-PROCESS-LOAD-ROW' 
end-procedure !PROCESS-LOAD-ROW 
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!********************************************************************** 
! WrapUp                                                                                  * 
!                                                                                                * 
! Called By: begin-report                                                    * 
! Calls: RESET                                                                         * 
!                                                                                                 * 
! This paragraph ends the report process and updates the      *     
! status of the job in the process scheduler.                             * 
!********************************************************************** 
begin-procedure WRAPUP 
   #debugB show '+WRAPUP' 
 
   !close any opened files here.  Delete this comment. 
 
   if $records_found = 'N' 
      print '*****NO RECORDS FOUND*****'   (+4) center 
 
   end-if 
 
   do RESET 
   
 
   #debugB show '-WRAPUP' 
end-procedure  !WRAPUP 
!********************************************************************** 
! SQCs                                                                * 
!********************************************************************** 
#Include 'reset.sqc'     !Reset printer procedure 
#Include 'curdttim.sqc'  !Get-Current-DateTime procedure 
#Include 'date.sqc'      !Routines for date and time formatting 
#Include 'number.sqc'    !Routines to format numbers 
#Include 'stdapi.sqc'    !Update Process API 
#Include 'prcsapi.sqc'  !Get runcontrol parameters 
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3.6 Crystal/Query Reports 
 


3.6.1 Report Templates  


All report templates are constrained to an eight-character prefix combined with the mandatory 
three character .RPT extension.  Standard reports are maintained by the PS Administrator; 
whereas ad-hoc are user /unit maintained.  All standard Crystal reports must reside in the 
following directory: [Omitted].  Queries are stored within the application.  All queries and 
Crystals will be stored in a project to be migrated.  The initial creation will take place in the 
development databases. 
   


3.6.1.1 Naming Standards 
The following structure illustrates the naming convention for all customized report templates:   


 
Max Field 


Length 
Standard Example 


8 
Characters 


OHXMMZZZ.RPT OHRBD001.RPT 


 
Where:  
 


Component Description Example 
OH OAKS Identifier OH 


R Report 
Q Query 
I Inbound Interface 
O Outbound Interface 
M Modification (Project 


Identifier) 
B Batch Program 


X Type of object 


J Process Job (Multiple 
Objects) 


AM Assets Management 
AP Accounts Payable 
AR Accounts Receivable 
BI Billing 
BD Budgets 
CA Contracts 
FS Financials                  
GL General Ledger  
IN Inventory 
OM Order Management  
PC Projects 
PO Purchasing 
BN Benefits                    


MM Module  


HR Human Resources  
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Component Description Example 
PY Payroll 
TA Time and Attendance 
AB Activity Based 


Management                
BC Balanced Scorecard  
 Financial Insights 
WA  Workforce Analytics 
 
WS  


Workforce Scorecard 


ZZZ Unique numeric 
identifier  


001 


 


3.6.2 Report Design Guidelines 


The following design guidelines should be followed when modifying delivered reports or creating 
new reports. 
 
Logos – When appropriate, the OAKS logo should be placed in the upper left hand corner of 
the report.   
 
Report ID – The report ID should be placed in the heading of the report, to the right of the 
OAKS logo.  If there is not a logo on the report, the report ID should be places in the same 
location as if there was.  The report ID should not exceed 10 characters.   
 
Title – The report title should be placed in the heading of the report, centered below the logo 
and the report ID lines.   
 
Output File Naming Standards  
 


Standard Example 
OH_ReportID_OperatorID_Instance#.LI


S 
OH_HR001_PUSER_012.LIS 
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3.7 PS/nVision Reports 
 


3.7.1 Introduction           


PS/nVision Report Maintenance refers to adding/changing data in tables and files used only by 
nVision, such as Layouts, Scopes, and Report Requests.  Standards and naming conventions 
are necessary for efficient maintenance and documentation of standard reports and key fields 
 
There are three key components to the PS/nVision report definition process:  
 


1. Creating the Layout – The template that determines how the report will look and what 
type of information will go into the various cells of the spreadsheet. 


2. Defining the Scope - Allows a user to view data specific to an individual chartfield value 
or combination of chartfields, and to create multiple instances of a report using a single 
Report Request. 


3. Defining the Report Request - Allows the user to combine the Layout and Scope of 
choice, specify run-time options such as the As Of Date, and name the instance and the 
directory to which it should be saved 


 


3.7.2 Layouts 


3.7.2.1.1 Layout Naming Conventions 
Max Field 


Length 
Standard Example 


150 
Characters 


OH_Description.xnv OH_Detailed_BalanceSheet_CORP.xn
v 


 


3.7.2.1.2 Layout Directory Storage 
Standard layouts will be stored on the LAN.  Listed below is the directory: 
 


Standard Directory: 
[Omitted] 


 


3.7.2.1.3 Layout Information 
There are five common types of information included in a layout: 
 


1. Text 
2. PS/nVision Variables and Report Labels 
3. Excel Formulas 
4. Date and Time Conversions 
5. Layout Definitions 


3.7.2.1.4 Text 
Text is used mostly for headings, titles, labels, etc.   For some reports (such as Balance Sheets 
and Income Statements) it is necessary to have text throughout the report but it should be 
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limited as much as possible to avoid maintenance issues.  Currently these situations have been 
limited to the left hand columns (for Account and Sum total text). 


3.7.2.1.5 PS/nVision Variables and Report Labels 
PS/nVision Variables and Report Labels should be used wherever possible for headings, titles, 
labels, etc.   
 
PS/nVision Variables and Report Labels are generally inserted into a report layout as part of 
heading information and row or column labels.  Variable and label values are determined at run-
time and thus are effective when used for information which changes based on user 
specifications, such as Scope.   
 
PS/nVision Report Labels retrieve text from the detail or summary field you specify.  The option 
is available to place these labels in blank cells only and/or to automatically resize the column 
width to fit the retrieved labels.   
 
PS/nVision Variables retrieve information from several sources: 
 


1. Report Request Variables select information from the NVS_Report record such as 
Report ID and Report Title. 


2. Date and Time Variables select information from the Ledger and Calendar records such 
as Period Name and Current Period Date. 


3. Scope-Related Variables select information from the NVS_Scope record such as Scope 
Tree Name and Scope Tree Level Description. 


 
The following tables show the most commonly used PS/nVision variables: 
  


Report Request 
Variable Description Sample Value 
RID Report ID BALSHEET 
RTT Report Title Balance Sheet 
LYN Layout Name P01.XNV 
RBU Requesting Business 


Unit 
300 


RBN Requesting Business 
Name 


Company XYZ 


OPR Operator ID VP1 
DTS Detail/Summary Report D 
ICT Scope Instance 


Counter 
1 


IDN Instance Directory 
Name 


[Omitted] 
 


IFN Instance Output File 
Name 


B11342.XLS 
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Date and Time Periods 
Variable Description Sample Value 
ASD As of Reporting Date 1993-12-31 
AST As of Tree Date 1993-12-31 
PER As of (Reporting) Period 12 
APN Period Name December 
APA Period Abbreviation DEC 
FY2 Year (YY) 94 
FY4 Year (YYYY) 1994 
PED End Date of Current 


Period 
1993-12-31 


 
 
ScopeField Dependent Variables 


Variable Description 
SCN Scope Name 
SCD Scope Description 
SFN Scope Field Name 
SFD Scope Field Description  
SFV Scope Field Value 
STN Scope Tree Name 
STD Scope Tree Description 
SLN Scope Tree Level Name 
SLD Scope Tree Level 


Description 
BUV Business Unit Name 
BUN Business Unit 


Description 
DES Descriptive Field 
 


3.7.2.1.6 Excel Formulas 
Excel formulas allow calculations on the spreadsheet data such as column totals, row totals, 
variance computations, ratio calculation, etc.  Excel formulas are now used for totaling line items 
on reports.  Excel formulas may be used to calculate variances between columns such as  
Current Month vs. Prior Month variances. 
 
Formulas in the row sets which sum line-items from above should not utilize the Microsoft Excel 
SUM() function.  If a report is run with nPlosion or Translate, the SUM() formula will include the 
nPloded or Translated numbers as well as the total lines, thereby doubling the amount.  The 
format for these formulas should be "=A1+A3+A5+A7." 
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3.7.2.1.7 Date and Time Conversions 
When nVision delivers defined dates and times to a report at run-time, these values appear in 
the following text format YYYY-MM-DD (Ex - 2001-01-31).  The ASD variable is used to return 
the date. 
 
The TEXT formula in Excel can be used to show the Date in a more useful format.  To do this, 
place the variable in a cell by itself (Ex – cell E6) and make the text White so it is not visible 
against the White background. 
 
In another cell use the TEXT formula in Excel. The below examples yield more pleasing results 
for the ASD results of 2001-01-31: 
 
 
 
 


Date Formulas 
Formula Result 
=TEXT(E6,"mmm-yyyy") Jan-2001 
="For the Period: " & TEXT(E6,"mmm-
yyyy") 


For the Period: Jan-
2001 


=”As of: “ & TEXT(E6,"mm/yyyy") As of: 01/2001 
=TEXT(E6,"mmmm-yyyy") January-2001 


3.7.2.1.8 Layout Definition 
Layout definitions are the means by which the elements of a report are defined (rows, columns, 
and cells).  These definitions, which may take the form of a Field, Query, Ledger, Label, 
nPlosion, or Variable, are created using the delivered nVision panels.  Though hard coding 
criteria into a report without using the panels is allowed by the system, this method should not 
be used; the panels inform the programmer of valid values for a particular item, and the point-
and-click functionality will help the programmer to avoid typing errors.  To see the column and 
row definitions on the spreadsheet, click the Show Row and Cell Criteria box under the 
PS\nVision - Options menu item.  


3.7.2.1.9 Additional Excel Formatting 
Formatting features available within Excel should be utilized on the layout so that no additional 
formatting is necessary after the report is run.  Excel formatting may be used to customize the 
display and printing of the layout, including lines, borders, shading, colors, graphics, logos, 
charts, graphs, etc. 
  


3.7.3 Layout Format Standards 
Style Sheets are nVision tools that allow you to attach a global format to multiple reports.  The 
below tables lists the attributes of each style: 
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3.7.3.1.1 Layout Heading Styles 
 


Style name: Titles & Subtitles 
Font Font:  Arial 


Style:  Bold 
Size:  12 pt 


3.7.3.1.2 Layout Body Styles 
 


Style name: Column Headings 
Font Font:  Arial 


Style:  Bold 
Size:  9 pt 


 
 


Style name: Data 
Font Font:  Arial 


Style:  Regular 
Size:  9 pt 


Number #,##0_);[RED](#,##0) 
Number 
(000’s) 


#,##0,_);[RED](#,##0,) 


 


3.7.3.1.3 nPlosion Styles 
 


Style name: nPlosion Rows & 
Columns 


Font font:  Arial 
style:  Regular 
size:  9 


  
 


3.7.4 DrillDown Layouts 


3.7.4.1.1 DrillDown Naming Conventions 
All DrillDown layouts will need to follow the same naming convention as regular layouts. 


3.7.4.1.2 DrillDown Directory Storage 
Standard DrillDown layouts will be stored on the LAN in the directory below. 


  
[Omitted] 
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3.7.4.1.3 DrillDown Styles 
Style 
name: 


Normal 


Number #,##0;[Red](#,##0) 
Font font:  MS Sans Serif 


style:  Regular 
size:  8 pt 


Alignment General, Bottom Aligned 
Border not included 
Patterns pattern:  left to right 


diagonal 
foreground:  yellow 
background:  automatic 


Protection Locked 
 


Style 
name: 


DrillDown 


Number #,##0;[Red](#,##0) 
Font font:  MS Sans Serif 


style:  Regular 
size:  8 pt 


Alignment General, Bottom Aligned 
Border not included 
Patterns pattern:  60 % dots/shade 


foreground:  aqua 
background:  automatic 


Protection Locked 
 
 


3.7.5 Scopes 


The Scope feature allows the creation of multiple instances of a report using a single Report 
Request.  Each instance contains data for an individual chartfield value or combination of 
chartfields.  Using Scope, each report instance can share the same layout, but contain the data 
unique to a particular chartfield(s). 
 
Two main types of Scopes will exist: Standard Scopes and User-Defined Scopes.  Standard 
Scopes are available to users who can run reports, but may be maintained or modified only by 
the system administrator.  Users will not be able to create additional standard Scopes except 
through a formal system administrator process, but they will be able to create and use 
temporary Scopes for ad-hoc reporting. 


3.7.5.1.1 Scope Names 
The Scope name is a ten-character field that meaningfully portrays the contents of the Scope. 
 
Scopes will not adhere to the OH_ prefix as there are only 10 characters and this would limit the 
uniqueness and meaning of the Scope names.  Since there are no delivered Scopes, there will 
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be no confusion as to what was created as part of an OAKS customization and what was 
delivered by PeopleSoft. 


3.7.5.1.2 Scope Descriptions 
The description can be up to 30 characters in length and should be a meaningful functional 
description of the Scope.  It should be kept in mind that when creating a Report Request a list 
box from the Scope field will display the Scope name and description only.  These two items 
should adequately portray the contents and purpose of the Scope allowing the correct selection 
of the Scope without having to open up the actual Scope for examination. 
 


3.7.6 Report Requests 


In order to populate a layout with information a Report Request must be defined and run.  
Report Requests allow the user to combine the Layout and Scope of choice, specify run-time 
options such as the As Of Date, and name the instance and the directory to which it should be 
saved.  Layout must be specified, but the Scope is optional. 


3.7.6.1.1 Report Request Names 
A Report Request name is an up-to-eight character field that accurately describes the report 
being run.  Once again, there are no delivered PeopleSoft Report Requests, therefore the OH_ 
prefix will not be used. 
 
There will be 2 types of Report Requests.  Those that are designed to output to Web and those 
sent to File (Excel).  The Web requests are designed for End User ad hoc use and they will be 
able to adjust the Scope accordingly to run for various Scopes (Business Units or Tree Nodes).  
The File requests are designed for Scheduled use and in most cases run multiple instances.  
These are designed to be run in a Report Book or by a System Administrator.  These requests 
will begin with the S_ prefix to denote a “Scheduled” Report Request and should not be used by 
End Users. 
 


3.7.6.1.2 Report Request Descriptions 
The Report Request description can be up to 30 characters in length and should be a 
descriptive explanation of what the report request entails. 


3.7.6.1.3 Directory Name Template 
The Directory Name Template specifies in which directory on the LAN to place the report after 
the request has been run.  A blank field indicates the finished report will be placed into the 
default directory specified in the PSTOOLS.INI file or the Configuration Manager (process 
scheduler tab).  The INI file specifies the following line in the nVision section of the INI file: 
 


[nVision] 
InstanceDir=$PSOFT HOME\nvision\instance 


 
PS/nVision variables can be used in specifying a directory name.  For instance, if a series of 
reports are being run and you wish to save them according to the Layout Name and the Scope 
Field Value, the following could be specified in the Directory Name Template field:  [Omitted] 
 PS/nVision will create these directories if they do not already exist.   
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3.8 Batch Development 
The OAKS Project incorporates the following standards into all modified and new COBOL 
programs. 
 


3.8.1 Coding Standards 


3.8.1.1 All Capital Letters 
PeopleSoft’s standard is that all COBOL is coded in all capital letters.  OAKS will also follow this 
standard.   


3.8.1.2 SQL Router 
PeopleSoft does not embed SQL in COBOL programs.  Instead, PeopleSoft uses the SQL 
Router and stored SQL statements.  For more information, see the section titled SQL Router. 


3.8.1.3 Variable Names 
Variables names will be as close as possible to the field name on the Database.  This increases 
the readability of the code.  OAKS will utilize a tool for defining variable names and definitions 
for fields on the Database.  See the section titled SQL Router in this chapter for a more 
thorough discussion of the tool. 
 


3.8.1.4 IF Statement vs. Evaluate Statement 
Use an evaluate statement when there are more than two possible values.  This increases the 
code’s efficiency and readability. 
 


3.8.1.5 Paragraphs (Naming, Beginning, and Ending) 
• All paragraphs need descriptive names.   
• Each select and fetch statement will be in a separate paragraph that does not contain any 


mainline processing. 
• Each paragraph will have an identifier in front of the paragraph name.  For example, 


 
AA000-MAIN SECTION. 
    . 
    . 
AA000-EXIT. 


 
• There will be a period at the end of every paragraph.  There will also be an exit statement 


corresponding to the paragraph name.  For example:  
 
 
. 
 
MAIN-EXIT 
 
The following is an example of a COBOL paragraph that incorporates many of the OAKS 
standards. 
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      /***************************************************************** 
      *                                                                * 
       DD000-SELECT-JOB-INITIAL SECTION. 
       DD000. 
      *                                                                * 
      ****************************************************************** 
 
           CALL 'PTPSQLRT' USING   ACTION-SELECT OF SQLRT 
                                   SQLRT 
                                   SQL-CURSOR OF S-JOB 
                                   SQL-STMT OF S-JOB 
                                   BIND-SETUP OF S-JOB 
                                   BIND-DATA OF S-JOB 
                                   SELECT-SETUP OF S-JOB 
                                   SELECT-DATA OF S-JOB 
           IF RTNCD-ERROR OF SQLRT 
               MOVE 'SELECT-JOB-INITIAL'  TO  ERR-SECTION OF SQLRT 
               PERFORM ZZ000-SQL-ERROR 
           END-IF 
 
           . 
       SELECT-JOB-INITIAL-EXIT. 
 


Error Processing 


OAKS will use the standard PeopleSoft error processing logic for all SQL calls.  The method of 
handling errors that occur as part of normal processing should be defined in the Detail Design.  
For example, if the run parameters are not found in the Database an error should be written to 
the processing log and the program should terminate 


3.8.1.6 SQL Error Processing 
The following is an example of error processing for a select statement.  If the SQL returns a 
code or error then the COBOL program will call the SQL Router Error paragraph program. 
 
      /***************************************************************** 
      *                                                                * 
       DD000-SELECT-JOB-INITIAL SECTION. 
       DD000. 
      *                                                                * 
      ****************************************************************** 
 
           CALL 'PTPSQLRT' USING   ACTION-SELECT OF SQLRT 
                                   SQLRT 
                                   SQL-CURSOR OF S-JOB 
                                   SQL-STMT OF S-JOB 
                                   BIND-SETUP OF S-JOB 
                                   BIND-DATA OF S-JOB 
                                   SELECT-SETUP OF S-JOB 
                                   SELECT-DATA OF S-JOB 
           IF RTNCD-ERROR OF SQLRT 
               MOVE 'SELECT-JOB-INITIAL'  TO  ERR-SECTION OF SQLRT 
               PERFORM ZZ000-SQL-ERROR 
           END-IF 
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  . 
  . 
       SELECT-JOB-INITIAL-EXIT. 
 


3.8.1.7 SQL Fetch Error Processing 
The following is an example of error processing for a SQL Fetch command.  The fetch 
command uses the SQL Router to fetch each row of the cursor. If the SQL returns a code or 
error then the COBOL program will call the SQL Router Error paragraph program. 
 
           CALL 'PTPSQLRT' USING   ACTION-FETCH OF SQLRT 
                                   SQLRT 
                                   SQL-CURSOR OF S-BENPGM 
           IF RTNCD-ERROR OF SQLRT 
 
               IF RTNCD-END OF SQLRT 
                   SET RTNCD-OK OF SQLRT  TO  TRUE 
               ELSE 
                   MOVE 'GET-BENPGM(FETCH)'  TO  ERR-SECTION OF SQLRT 
                   PERFORM ZZ000-SQL-ERROR 
               END-IF 
           END-IF 
 


3.8.1.8 SQL Router Error Paragraph 
All COBOL programs will use the SQL Router for SQL error processing.  The following 
paragraph calls the SQL Router with an action of error, which terminates the program and writes 
the error message to the log file. 
 
      /***************************************************************** 
      *                                                                                        * 
       ZZ000-SQL-ERROR SECTION. 
       ZZ000. 
      *                                                                                         * 
      * SQL ERROR PROCESSING                                          * 
      *                                                                                         * 
      ****************************************************************** 
 
           CALL 'PTPSQLRT' USING   ACTION-ERROR OF SQLRT 
                                   SQLRT 
 
           . 
       SQL-ERROR-EXIT. 
           EXIT PROGRAM. 
 
 


SQL Router 


OAKS will utilize PeopleSoft’s delivered SQL Router and stored dynamic SQL statements.  The 
project will not embed SQL in COBOL programs. 
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The COBOL will make calls to PeopleSoft’s SQL Router program (PTPSQLRT) in place of 
embedded SQL calls.   To get a detailed descriptions of this process consult the PeopleSoft 
HRMS online PeopleBook “PeopleSoft SQL API for Batch COBOL”. 
 


3.8.1.9 Field Sizes 
OAKS will use the PeopleSoft standard for field sizes.  This allows changes to be made in the 
size of fields in the online environment without having to modify the batch environment.  The 
field sizes for the PIC statements are determined by checking the size in the Database and 
rounding up using the following guidelines: 
 


Field Type Actual Size Returned Size 
1 byte 1 byte 
2-10 bytes 10 bytes 
11-20 bytes 20 bytes 
21-35 bytes 35 bytes 
36-50 bytes 50 bytes 


Character 
  
  
  
  
  >50 bytes same 
Unsigned 
Numeric 


 Returned as a PIC 9 COMP field 
of same size. 


Signed Numeric  Returned as a PIC S9 COMP-3 
field of same size. 


 
 


Loading SQL Statements Using Data Mover 


The developer will insert the SQL statements (called Stored Statements) into the Database 
before the program is executed.  This is accomplished by using the Data Mover. 
 
Prior to logging into Data Mover the developer will need to create a script containing the SQL 
calls.  PeopleSoft delivers one script for each of its COBOL programs.  These scripts are stored 
in the following directory:  \$PSOFT HOME\src\cbl\base.  Each script ends with the extension 
‘dms’.  Here is a sample script for the program FSPGJGEN that has only two SQL calls: 
 
STORE FSPGJGEN_U_INITREQ 
UPDATE PS_JRNLGEN_REQUEST 
SET PROCESS_STATUS = 'N' 
WHERE OPRID = :1 
   AND RUN_CNTL_ID = :2 
   AND PROCESS_FREQUENCY IN ('O','A') 
   AND PROCESS_STATUS <> 'N' 
; 
STORE FSPGJGEN_S_PUBLSEC 
 
SELECT PUBLIC_SECTOR 
FROM PS_INSTALLATION 
; 
 
After the developer logs into the Data Mover, the  .dms file needs to be opened and ran.  This 
inserts the SQL into the Database.  The :1 and :2 refer back to bind data variables declared in 
the working storage.   
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• :1 - Refers to the first variable declared in the bind-data 
• :2 - Refers to the second variable 


 
The SQL statements can reload using the same process.  The newly loaded SQL statements 
will overwrite the existing rows. 
 


Process Scheduler Interface Logic 


In order to be able to have a COBOL program started from the Process Scheduler, the 
developer will need to add logic to update the process scheduler status in the online system.  
The process scheduler sets the process status to ‘initiated’ when program execution begins.  It 
is the job of the program to update the process status to ‘processing’ shortly after connecting to 
the Database.  It is also the job of the program to set the status to ‘successful’ or ‘unsuccessful’ 
at the end of the run. 
 
The process status is updated using the PeopleSoft delivered program PTPUSTAT and 
copybook PTCUSTAT.  Listed below is an example of how the process status is changed to 
‘processing’.  Similar logic is used for the other updates of the process status.  To see examples 
of this in delivered PeopleSoft code, check the program PSPPYRUN. 
 
IF PROCESS-INSTANCE OF SQLRT  NOT =  ZERO 
    PERFORM DB000-SET-RUN-STAT-PROCESSING 
END-IF 
  
 
/***************************************************************** 
* 
* 
 DB000-SET-RUN-STAT-PROCESSING SECTION. 
 DB000. 
*                                                                                          * 
****************************************************************** 
 
           INITIALIZE USTAT 
           MOVE PROCESS-INSTANCE OF SQLRT  TO  PROCESS-INSTANCE OF USTAT 
           SET RUN-STATUS-PROCESSING OF USTAT  TO  TRUE 
 
           CALL 'PTPUSTAT' USING   SQLRT 
                                   USTAT 
           IF RTNCD-ERROR OF SQLRT 
 
               MOVE 'SET-RUN-STAT-PROCESSING(PTPUSTAT)' 
                       TO  ERR-SECTION OF SQLRT 
               PERFORM ZZ000-SQL-ERROR 
           END-IF 
 
           . 
       SET-RUN-STAT-PROCESSING-EXIT. 
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SQL Error Handling 


The SQL Router has its own return code values for use in the Error handling which are defined 
in the copybook PTCSQLRT.  Listed below are the values defined in the copybook.  
 
Return Code Value 
RTNCD-OK VALUE 0 
RTNCD-END VALUE 1 
RTNCD-DUPL VALUE 805 or 6803 
RTNCD-ERROR VALUE 1 THRU 9998 
RTNCD-USER-ERROR VALUE 9998 
RTNCD-USER VALUE 9999 
 
 


Examples of Coding SQL Calls Using SQLRT 


SQL 
Action 


Example 


Select CALL 'PTPSQLRT' USING ACTION-SELECT OF SQLRT 
                      SQLRT 
                      SQL-CURSOR-COMMON  (or SQL-CURSOR of S-xxx) 
                      SQL-STMT OF S-RUNCTL 
                      BIND-SETUP OF S-RUNCTL 
                      BIND-DATA OF S-RUNCTL 
                      SELECT-SETUP OF S-RUNCTL 
                      SELECT-DATA OF S-RUNCTL 


Update CALL 'PTPSQLRT' USING ACTION-UPDATE OF SQLRT 
     SQLRT 
     SQL-CURSOR-COMMON 
     SQL-STMT OF U-BUDGET 
     BIND-SETUP OF U-BUDGET 
     BIND-DATA OF U-BUDGET 


Insert CALL 'PTPSQLRT' USING ACTION-UPDATE OF SQLRT 
     SQLRT 
     SQL-CURSOR OF I-LINE 
     SQL-STMT OF I-LINE 
     BIND-SETUP OF I-LINE 
     BIND-DATA OF I-LINE 


Delete CALL 'PTPSQLRT' USING ACTION-UPDATE OF SQLRT 
     SQLRT 
     SQL-CURSOR-COMMON 
      SQL-STMT OF D-RUNCTL 
     BIND-SETUP OF D-RUNCTL 
     BIND-DATA OF D-RUNCTL 


Connect CALL 'PTPSQLRT' USING ACTION-CONNECT OF SQLRT 
     SQLRT 
     SQL-CURSOR-COMMON OF SQLRT 


Disconnect-
All 


CALL 'PTPSQLRT' USING ACTION-DISCONNECT-ALL OF SQLRT 
     SQLRT 
     SQL-CURSOR-COMMON OF SQLRT 
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SQL Router Cursors 


3.8.1.10 Cursor-Common vs. Cursor of xxx 
Notice that in the examples from the previous pages there are references to the SQL-cursor-
common and the SQL-cursor of S-xxx.  The SQL-cursor-common is a variable defined in the 
copybook PTCSQLRT that stores a number that represents a resource connection.  The SQL-
cursor of S-xxx also represents a resource connection but it is declared in the working storage 
section of the code where necessary.  In both cases, the data stored in the cursor from a fetch 
will be saved until another fetch is made using that same cursor.   


3.8.1.10.1.1 SQL-cursor-common 
The SQL-cursor-common is meant to be used for fetches that will be returning one or zero 
rows.  SQL-cursor-common is advantageous to use when you are fetching only one or zero 
rows because you don’t have to waist time declaring and disconnecting a new cursor for 
each occurrence.   
 
As shown in the example on the previous page, the update SQL call uses SQL-cursor-
common while the insert uses SQL-cursor of I-line.  Looking through delivered code, you will 
find there is no strict definition of which should be used when doing inserts or updates.  It 
may be safer to use a different cursor for each SQL call but it may also be unnecessary.  To 
be safe this project will use a different cursor for each insert or update.  Please address any 
questions on this matter to the technical team.  
 


3.8.1.10.1.2 SQL-cursor of S-xxx  
SQL-cursor of S-xxx is used when more than one row may be returned and you want to loop 
through code that may make additional SQL calls.  SQL-cursor of S-xxx would stay at its 
current position until another fetch was made against that particular cursor. 


  


3.8.1.11 Closing Cursors 
Closing Cursors disconnect all cursors that are used in the program before exiting.  If a cursor is 
open when the program exits, there may be wild and unexpected results.  In addition, 
attempting to disconnect cursors that have not been connected will also give an error.   
 
The OAKS standard is to call a paragraph (often XA000-close-cursors) that will check each 
cursor to see if it has been used and if it has then the cursor is disconnected.  Here is a brief 
example that checks to see if the cursor S-SUMAPP has been used: 
 
IF SQL-CURSOR OF S-SUMAPP NOT= 0 
               CALL 'PTPSQLRT' USING   ACTION-DISCONNECT OF SQLRT 
                                       SQLRT 
                                       SQL-CURSOR OF S-SUMAPP 
 
               IF NOT RTNCD-OK OF SQLRT 
 
                   MOVE 'CLOSE-EARNS(DISC)'  TO  ERR-SECTION OF SQLRT 
                   PERFORM ZZ000-SQL-ERROR 
               END-IF 
END-IF 
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Compiling COBOL 


The OAKS standard is to have the environment team handle all compiling and moving of 
COBOL source code and Copybooks.  The developers will be able to check in/out and modify 
the source code, but must request compiles from the Environment Team.  Moving COBOL 
source code and Copybooks will be handled as part of the defined Migration Procedures. 
 







Ohio Administrative Knowledge System 
 


OAKS     Transforming the Way Ohio Does Business 
 


Page 162 of 189 State of Ohio OAKS Project 
 
Version Control Number: v1.0 11/14/05 
 
 
 


3.9 Application Engine 


3.9.1 Introduction           


Application Engine is a PeopleTool designed to help develop background SQL processing 
programs.  Use of this tool is intended for developers with knowledge of SQL, SQL tools and 
PeopleTools.   
 
Application Engine offers an alternative to writing COBOL or SQR programs for background 
SQL processing.  Application Engine does not generate, parse or understand SQL.  It merely 
executes SQL that is provided to it.  This can be SQL that is written as part of an application, or 
SQL that has been generated by tools such as Query.   
 
The Application Execution component is written in standard C++ and is part of and maintained 
by PeopleTools.  The executable program, named PSAE.exe, interprets and executes requests 
for processing that have been defined and written as an Application Engine program.  The 
programs are built using the Application Designer and are stored in PeopleTools tables.   
 
When it should be used:  
 


• When a number of rows need to be processed in a table in batch using set based or row 
based processing  


• When there is a desire to read-in or write-to a fixed or delimited file 
• When there is a desire to write a subscription process in Application Messaging  
• When there is a desire to execute a common set of logic from PeopleCode, and not wait 


for the called program to complete before executing the next statement in the calling 
program 


• When there is a desire to execute a common set of logic from PeopleCode and not wait 
for the called program to complete before executing the next statement in the calling 
program 


• If the common logic will also be used to process high volumes in a batch mode, 
otherwise use a PeopleCode function if the common logic will primarily be used for low 
volumes in an on-line environment 


3.9.2 Application Engine Components - Basics 


An Application Engine Program is made up of several key components.  It is important to 
understand the relationship between the components and the hierarchy in which they exist.   
 
Program 
An Application Engine Program identifies the set of processes to execute a given task.  A 
Program must contain at least one Section.  The execution of the program always starts with the 
Section defined as ‘MAIN’.   
 
Sections 
An Application Engine Section is a set of ordered Steps that gets executed as part of a program 
and is equivalent to a COBOL paragraph or an SQR procedure.  All Application Engine 
programs must contain at least one Section called ‘MAIN’.  Sections can be called (and other 
programs) from Steps within other Sections.   
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Steps  
A Step is the smallest unit of work that can be committed within a program.  Although they can 
be used to execute a PeopleCode command or a log message, typically, Steps are used to 
execute an SQL statement or to call another Section.  The SQL or PeopleCode that a Step 
executes is the actions within the Step.  When a Section gets called, its Steps execute 
sequentially.  Every program begins by executing the first Step of the required section called 
‘MAIN’ and ends after the last Step in the last section completes.   
 
Actions 
There are multiple types of actions that can be included within a Step.  The types of actions are 
named and briefly described below: 
 


Action Description 


PROGRAM FLOW 
ACTIONS 


Program Flow Actions contain a SQL SELECT statement 
designed to return results on which subsequent Actions 
depend.  A program Flow Action is equivalent to a COBOL 
PERFORM statement and has similar constructs.  Examples 
of Program Flow Actions are:  Do While, Do When, Do Select 
and Do Until.   


SQL SQL Actions are can perform the following types of SQL 
statements:  UPDATE, DELETE, INSERT, and SELECT.   


PeopleCode Application Engine PeopleCode provides a way to build 
dynamic SQL, perform simple IF/ELSE edits, set defaults, 
reference and change active Application Engine State 
Records, and provides access to the PeopleSoft Internet 
Architecture’s integration technologies such as Application 
messaging.   


Log Message A Log Message Action can be used to write a message to the 
MESSAGE_LOG based on the particular conditions in a 
program.   


Call Section  Call Section allows a developer to insert an Action that calls 
another Section.   


  
 


Application Engine State Record 
The State Record is a PeopleSoft record that must be created and maintained by the 
Application Engine developer.  This record defines the fields a program uses to pass values 
from one Action to Another.  An Application Engine State Record can either be a physical or a 
work record, and any number of State Records can be associated with a program.  Physical 
State Records must be keyed by process instance.   


3.9.3 Steps to Creating an Application Engine Program  


For the most part, developers will create and maintain Application Engine projects and definition 
objects in the same manner that they create and maintain other PeopleTools projects in the 
Application Designer.     


 
Steps to creating an Application Engine Program: 
 


1. Analyze and Design the Application  
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• Determine the data sources 
• Develop the process logic pseudo-code and program structure 


 
2. Develop and Build the Application  


2A.   Create and Test the SQL Statements 
• Write and test the SQL statements  


o SQL Tool  
o PeopleTools Query 


• Performance-tune the SQL Statements 
o An iterative process 
o Optimizers 


� Rule-based 
� Cost-based 
 


2B.   Build Related Definitions  
• State Record(s) [Application Designer] 
• Messages [Message Catalog] 
• Method for the user to execute the program  


o Process Definitions [Process Scheduler Manager] 
o Push Buttons [Application Designer] 
o Batch Files [PC Text Editor] 
 


2C.   Build the Application Engine Program 
• Enter the application as Application Engine definitions [Application Designer] 
 


3. Develop and Build the Application 
• Design the tests 
• Initialize the data (Script for retesting) 
• Test & Debug 
• Validate Success 
• Test for restart capability, if applicable  


3.9.4 Application Engine Naming Standards  


Standard Naming Conventions: 
 


• ALL CUSTOM ONLINE OBJECTS SHOULD BE PREFIXED BY ‘OH_’ TO EASILY 
IDENTIFY THEM AS OBJECTS CREATED FOR THE OAKS PROJECT.  FOR 
EXAMPLE, AN APPLICATION ENGINE LIBRARY MIGHT BE CALLED 
‘OH_TRNS_LIB’.   


• After the ‘OH_’ prefix, follow the standard naming conventions as provided in the rest of 
this document. 


• All names should be in plain English and avoid slang and terms unique to a specific 
business function. 


• Avoid using special characters.  The character set for names will be limited to alphabetic 
characters (upper and lower case), numbers, the hyphen and underscore.  


• Do not include spaces in object names.  Use an underscore wherever a space would be 
used. 


• Do not use PeopleSoft reserved words as object names. 
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• Abbreviations and acronyms should always be taken from the Standard Abbreviations 
list whenever possible (located in the Appendix).  


 
 


3.9.4.1.1.1.1.1 APPLICATION ENINGE PROGRAM 
 


Standard  Max Field 
Length 


Standard Example 


Program  12 Characters OH_MM _Description  OH_AR_POST 
 
Where MM = Module.  The standard abbreviations of the modules are found in Appendix B.   


3.9.4.1.1.1.1.2 APPLICATION ENGINE LIBRARY 
 


Standard Max Field 
Length 


Standard Example 


AE Library  12 Characters OH_Description_LIB  OH_TRNS_LIB 
 


3.9.4.1.1.1.1.3 APPLICATION ENGINE STATE RECORD  
 


Standard Max Field 
Length 


Standard Example 


AE State Record 12 Characters OH_Description_AET  OH_INTFC_AET 
 
 


3.9.4.1.1.1.1.4 APPLICATION ENGINE TEMPORARY TABLE 
 


Standard Max Field 
Length 


Standard Example 


AE Temporary 
Table 


13 Characters OH_Description_TAO OH_HR_INTFC_TA
O 


  


3.9.5 Using PeopleCode in Application Engine Programs  


Inserting PeopleCode into Application Engine programs provides a lot of opportunity for 
developers to reuse common function libraries and improve performance.  It can also simplify 
development in some instances, as well.  In many cases, a small PeopleCode program used 
instead of a DO WHEN action, can replace a more complicated SQL statement.  PeopleCode also 
allows object-based coding which means that the record definitions within PeopleSoft can be 
used versus explicitly defining records in a SQL statement.  For example, a programmer can use 
the COPYFIELDS method to move similar named fields between two structures.  Also, object-
based coding allows row sets to be defined which emulates parent/child relationships. 


 


However, when using PeopleCode in application engine programs, it is important not to lose sight 
of application engine’s purpose-to execute SQL.  In other words, application engine is not 
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intended to execute programs that include only PeopleCode actions.  In addition, PeopleCode is 
an interpreted language and has overhead associated with its use. For example, there is not 
always cursor level control of PeopleCode SQL. This may result in not being able to re-use 
cursors, which is a significant performance loss in repetitively executed SQL statements in row-
by-row processing.   


 
When to use PeopleCode in Application Engine Programs: 


 
• Setting simple IF, THEN, ELSE logic constructs 
• Performing data preparation tasks 
• Reusing online logic that has previously been developed 
• Leveraging new technologies, such as Application messaging 
 


   


For more information on using PeopleCode in Application Engine programs, refer to the chapter 
on advanced development in the “PeopleTools 8.14: Application Engine” PeopleBook. 


   


3.9.6 SET Processing 


All access to relational databases is with SQL specifications.  SQL was designed to let 
developers specify that set of data that the program will deal with.  Set Processing takes 
advantage of this SQL characteristic to process groups, or sets of rows at one time rather than 
processing each row individually.  In most cases, if it is implemented properly, set processing is 
more efficient than row-by-row processing, especially for high volume processing.   
 
The following list highlights some of the key benefits of using Set Processing: 
 


• Improved Performance  
• Minimized SQL Overhead 
• Easy Maintenance 
• Leverages the RDBMS 


 
Here are some guidelines to follow for Set Processing: 
 


• Because the updates in Set Processing occur within the database, temporary tables 
should be used to hold transient data while the program runs.  Temporary tables help 
achieve optimum performance in batch programs.   


• Only SELECT statements used in Set Processing should appear in sub-queries of an 
INSERT or UPDATE statement.   


• Do not use one (or more) giant, complicated SQL statements in Set Processing.  It is 
better to have more simple SQL statements than fewer complex ones.  


• If every SQL statement has common logic in the WHERE clause (such as effective date 
processing, SETID resolution, etc), then do this logic once up front, loading the results 
into a temporary table. Then, each subsequent SQL statements will be simpler which will 
reduce the database compile time and the data sets will be smaller-all of which will 
improve performance. 
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3.9.7 Row-by-Row Processing 


As an exception, there may be some circumstances in which a row-by-row approach to batch 
processing is the only alternative.  However, first explore SET processing.  If some of the logic 
is row-by-row, consider doing most of the logic in a SET based manor and only performing the 
remaining logic in a row-by-row manner.   
 
Additionally, you can combine Row-by-Row processing with SET processing.  For instance, you 
can break up your work by ‘Business Unit’ or some other key using a DoSelect action, and for 
every row returned issue a SET statement.   
 
If row-by-row processing is used, it should include the ReUse or BulkInsert functions whenever 
possible. 
 
COMMIT, COMMIT, COMMIT 
 
Whether data is being processed in sets or row by row, commits should be done early and 
often. Transactions that log huge amounts of data are headaches for DBA's: they consume 
huge amounts of database resources and make crash recovery very difficult.  Long transactions 
may also lock other processes or users from accessing shared data.  For Application Engine, all 
supported databases will maintain cursor positions and compiled SQL statements across 
commits. However, there needs to be careful considerations given to the restart logic. 
 
Referring to Tables 


 
Always use %TABLE (<name>) in SQL rather than the table name.  Even if thought has not 
been given to the parallel batch runs, %TABLE () will lay the groundwork for future 
development.  It will also allow developers to take advantage of parallel processing options in 
future Tools releases. 


3.9.8 Temporary Tables 


Most Application Engine programs require one of more temporary tables to contain transient 
data.  This is especially true of programs that take advantage of Set Processing techniques.  
Creating temporary tables allows the processing of programs to remain on the RDBMS server.  
By storing transient data in temporary tables, the situation is avoided where the batch program 
fetches the data row-by-row and runs the business rule, processes the data, then passes the 
updated data back to the database.   
 
Temporary Tables should be designed to accomplish the following: 
 


• Hold transaction data for the current run or iteration of the program  
• Contain only those rows of data affected by the business rule  
• Present key information in a de-normalized or “flattened” form, which provides the most 


efficient processing.   
• Switch the keys for rows coming from the master tables if needed.  A transaction may 


use a different key than what appears on the master tables.  
 


In addition, here are some guidelines to follow for temporary tables: 
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• To enable parallel batch runs, use a dedicated temporary table for a given process 
(Don’t share the same table and differentiate by process instance. 


• Use the temporary table feature in the Data Designer (select a record type of ‘Temporary 
Table’). 


• Always delete temporary tables at the beginning of an AE program by using the 
%TruncateTable Meta variable.  (This feature should only be used with dedicated TEMP 
tables)  


• If possible, group temporary table deletes together into one section. 
• Always issue a %UpdateStats command before deleting temporary tables.  Without table 


statistics, the database may choose very inefficient execution paths for SQL that 
involves 2 or more tables. 


• A temporary table’s number of instances is defined based on the instance count defined 
on the associated Application Engine plus the number of temporary table instances 
defined within the PeopleTools options. 


• The temporary table must be truncated prior to using.  This isn’t automatically performed 
in the Application Engine.   


• Keys should only be added to temporary tables if you plan to perform selects based on 
key fields.  If there is a plan to perform a sequential select from the table, then don’t 
define keys to the temporary table. 


 


3.9.9 Additional Application Engine Guidelines  


• Attempt to first use common state and run control records before creating custom 
objects. 


• If no parameters are being passes into the application, use the PeopleSoft delivered 
PRCSRUNCNTL page and build a custom component.  The custom component can be 
defined in the Process Scheduler. 


• If restarting is not an option, disable ‘restart’ in the Application Engine.  This will allow 
users to resubmit the Application Engine and not worry about resetting reruns manually. 


• If reading from or writing to a file, the custom set directory function should be used to 
define the directory structure that the file appears in. The opening of all files should be 
tested and users should be warned if a file does not open properly. 


• If a translation is being performed from an old to a new value, then the custom 
translation function should be used.   


• If writing to an error log that is more extensive then writing to the message log then the 
custom error logging function should be used.   


• If a process that is inserted into a PeopleSoft table needs to be audited, the custom 
auditing function should be used.    


• Comments should be inserted into every section, step, and action comment box.  These 
comments should include the developer’s name, date, and ‘OAKS’ in the property’s 
description box for the Application Engine. Also include a comment box for all 
Application Engine PeopleCode routines.   


• If a process reads from or writes to a file, a file layout object should be used.   
• Use ‘EXECUTEEDITS’ to validate data prior to loading it into PeopleSoft tables. 
• Take into consideration how restores need to be handled in processes in the event that 


data is loaded initially in error.  For example, some processes may require logging 
inserts so the data can be retracted from the database during a rerun. 
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• If sections are dynamically called, set the AE_APPLID and the AE_SECTION in a 
PeopleCode section then call a dynamic call section action. 


• Use %selectinit on the initial read of the run control into the state record, so that the 
state record is initialized. 
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3.10 Interface File Processing Standards 


3.10.1 Interface File Processing Steps 


3.10.1.1 Inbound Interfaces 
 


• Agencies will put interface files on a secure OAKS FTPS server.  The FTPS server will 
be password protected to provide security.  Also, a separate directory for each 
vendor/agency can be utilized. 


 
• Files on the OAKS FTPS server will be scanned for viruses.  If a virus is found, an email 


will be sent to the appropriate point of contact for the originating system indicating the 
file OAKS received contained a virus. A new file will be required for processing. The file 
containing the virus will be moved to the OAKS archive. 


 
• If no virus is found in the virus scan the file will be moved to a directory where additional 


validations will occur.  If the file does not pass the validations an email will be sent to the 
appropriate point of contact for the originating system indicating the file failed the OAKS 
validation process. A new file will be required for processing. The original file will be 
deleted. 


 
• Inbound files will be archived in the archival directory for seven days.   
 
• After the file passes the OAKS validation process, the file will processed by the OAKS 


interface.   NOTE: If an agency or vendor sends multiple files and OAKS is only 
expecting one file, the latest file received will be processed.  When the batch process 
begins, all files are archived and datetime stamped. 


 
• After the file has been successfully processed, the file status will be updated to 


“processed”.    
 
• While processing the file, interface errors will be written to error logs which will be 


available to the Agency personnel with the appropriate security access. 
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Figure 1 - OAKS Inbound Interface File Processing 
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3.10.1.2 Outbound Interfaces 
• OAKS outbound interface programs will execute and produce output files.   
 
• OAKS outbound interface files will be archived and placed on the FTPS server.  
 
• Agencies will access the files via FTPS to retrieve their outbound interface files. 


 


 


3.10.2 OAKS Interface Nomenclature Standards 


This section describes nomenclature interface standards for OAKS.  Information specific to a 
particular interface will be found in the interface design specifications and file layouts. 


3.10.2.1 Inbound File Naming Standards 


<Interface ID><Organization><Sub Org>.<File Extension> 


Note: The open and closed angled brackets <> are not part of the file name. 


3.10.2.1.1 Interface ID 
Description: The unique interface identifier which is composed of nine (9) alphanumeric 
characters.  
  
The Interface ID is made up of the following components: 
 


• Positions one (1) and two (2) characters of the Interface ID will be IN to signify an 
interface file. 
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• Position three (3) of the Interface ID will be F if it is a Financials interface file or H if a 
Human Resources interface file. 


 
• Positions four (4) and five (5) of the Interface ID identify the applicable PeopleSoft 


module for the interface file. For example, a General Ledger interface file would contain 
GL in characters four and five. 


 
• Position six (6) of the Interface ID will identify whether the interface file is an inbound or 


outbound file. Inbound interface files will have an I in the sixth position. 
 
• Positions seven (7) and eight (8) of the Interface ID will uniquely identify the interface file 


and will be numeric. 
 
• Position nine (9) of the Interface ID identifies relationships between multiple interface 


files. For example, the Budget Ledger and Actuals Ledger interface files may be 
represented as INFGLI10A and INFGLI10B, respectively.  NOTE: This position is 
required. Therefore, there will always be an Interface ID that has an ‘A’ in position nine; 
however, there may not be a related file that has a ‘B’ in position nine. 


 
Example File Name:  INFAPI01AHUMREC.dat 
 


3.10.2.1.2 Organization 
Description: The unique agency / vendor identifier which is composed of three (3) alphanumeric 
characters. 
 
Example File Name:  INFAPI01AHUMREC.dat 
 


3.10.2.1.3 Sub Organization 
Description: The identifier which specifies a lower level of organization within the agency / 
vendor sending the file. The sub organization identifier is composed of (3) alphanumeric 
characters. NOTE: If the Sub Organization node is not needed, fill in the Sub Organization with 
three (3) zeros. 
 
Example File Name:  INFAPI01AHUMREC.dat 


3.10.2.1.4 File Extension 
Description: The three (3) characters are alphanumeric and specific the type of file.  Fixed 
format flat files will have a .dat extension. 
 
Example File Name:  INFAPI01AHUMREC.dat 
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3.10.2.2 Outbound File Naming Standards 


<Interface ID><Organization><Sub Org>.<File Extension> 


Note: The open and closed angled brackets <> are not part of the file name. 


3.10.2.2.1 Interface ID 
Description: The unique interface identifier which is composed of nine (9) alphanumeric 
characters.  
  
The Interface ID is made up of the following components: 
 


• Positions one (1) and two (2) characters of the Interface ID will be IN to signify an 
interface file. 


 
• Position three (3) of the Interface ID will be F if it is a Financials interface file or H if a 


Human Resources interface file. 
 
• Positions four (4) and five (5) of the Interface ID identify the applicable PeopleSoft 


module for the interface file. For example, a General Ledger interface file would contain 
GL in characters four and five. 


 
• Position six (6) of the Interface ID will identify whether the interface file is an inbound or 


outbound file. Outbound interface files will have an O in the sixth position. 
 
• Positions seven (7) and eight (8) of the Interface ID will uniquely identify the interface file 


and will be numeric. 
 
• Position nine (9) of the Interface ID identifies relationships between multiple interface 


files. For example, the Budget Ledger and Actuals Ledger interface files may be 
represented as INFGLI10A and INFGLI10B, respectively.  NOTE: This position is 
required. Therefore, there will always be an Interface ID that has an ‘A’ in position nine; 
however, there may not be a related file that has a ‘B’ in position nine. 


 
Example File Name:  INFGLO11AHUMREC.dat 


3.10.2.2.2 Organization 
Description: The unique agency / vendor identifier which is composed of three (3) alphanumeric 
characters. 
 
Example File Name:  INFGLO11AHUMREC.dat 


3.10.2.2.3 Sub Organization 
Description: The identifier which specifies a lower level of organization within the agency / 
vendor sending the file three. The sub organization identifier is composed of (3) alphanumeric 
characters.  
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NOTE: If the Sub Organization node is not needed, fill in the Sub Organization with three (3) 
zeros. 
 
Example File Name:  INFGLO11AHUMREC.dat 


3.10.2.2.4 File Extension 
Description: The three (3) characters are alphanumeric and specific the type of file.  Fixed 
format flat files will have a .dat extension. 
 
Example File Name:  INFGLO11AHUMREC.dat 


3.10.2.3 Error File Naming Standards 


<Inbound File Name>.<File Extension> 


Note: The open and closed angled brackets <> are not part of the file name. 


3.10.2.3.1 Inbound File Name 
Description: The name of the inbound file which produced the errors without the file extension.   
 
Example File Name:  INFAPI01AHUMREC.err 


3.10.2.3.2 File Extension 
Description: The three (3) characters are alphanumeric and specific the type of file.  Error files 
will have an .err extension. 
 
Example File Name:  INFAPI01AHUMREC.err 
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3.10.3 OAKS Interface Processing Standards 


3.10.3.1 Header Records 
Header records will only be included as needed by specific interface and are noted as such in 
the record layouts. 
 


3.10.3.2 Trailer Records 
Trailer records will only be included as needed by specific interface requirements. These 
requirements will be noted in the design specifications and file layouts. 
 


3.10.3.3 File Formats 
OAKS interfaces are designed to process and create fixed format flat files.  
NOTE: All files will be ASCII, unpacked files.  Additionally, zipped files will not be processed or 
sent from OAKS. 
 


3.10.3.4 File Delimiters 
Fixed format files do not require file delimiters.  
 


3.10.3.5 Signed Numeric Fields 
OAKS will accept integers and signed numeric fields.  OAKS interfaces will expect signed 
numeric fields to reserve a byte for the negative sign and a byte for an explicit decimal.  For 
example, a signed numeric field of 5.2 will be 9 bytes long on the file, as follows: s99999.99. 
The s indicates a byte for the sign (+ or -).  Positive signed numeric fields will expect a space for 
the sign instead of a plus (+) sign. 
 


3.10.3.6 File Processing 
OAKS will process multiple agency files per interface.  The agency files must be received by the 
interface processing time defined in the OAKS batch schedule.  Agency interface files will be 
stored for fourteen days.   


 


3.10.3.7 Interface Errors 
Interface transactions that result in an error will be written to error reports.  The error reports will 
be available to appropriate Agency personnel.   


3.10.3.8 Interface Load Statistics 
Statistical data required for load reporting, such as: start time, end time, number of records 
processed, number of erroneous transactions, and totals from records processed; will be written 
to PeopleSoft tables. Specifics on the statistical data captured for a particular interface run will 
be detailed in the interface design specification.    
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3.10.3.9 Interface Field Justification 
OAKS interface alphanumeric fields will be left-justified.  OAKS interface numeric fields will be 
right-justified.    
 


3.10.3.10 Interface Date Format 
The standard OAKS interface date format is YYYY-MM-DD where YYYY represents the four (4) 
digit century, MM represents the two (2) character month, and DD represent the two (2) digit 
date.   For example: November 16, 2005 would be represented as 2005-11-16 on the interface 
file. 
 


3.10.3.11 Interface Datetime Stamp Format 
The standard OAKS interface date format is YYYY-MM-DD HH:mi:ss.xxx where YYYY 
represents the four (4) digit century, MM represents the two (2) character month, DD represents 
the two (2) digit date HH represents the two (2) digit hour in military time, mi represents the two 
(2) digit minute, ss represents the two (2) digit seconds, and xxx represent the three (3) digit 
milliseconds .     For example: November 16, 2005 2:30pmwould be represented as 2005-11-16 
14:30:00.000 on the interface file. 
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3.11 Application Messaging 


3.11.1 Introduction           


Application Messaging, based on the “publish-and-subscribe” model, enables PeopleSoft 
applications to integrate with each other.  This model provides integration that’s close to real-
time.  On one end, a message is created and published, and on the other end, the message is 
delivered to any number of subscribers.    
 
The implementation of an application message has two parts.  The first part is the configuration 
of the application messaging server components, which will be done by a member of the 
technical team.  The second part is the actual development of the application objects, which 
falls into the realm of the development team. The definition of the messages, message 
channels, and message nodes is done using the Application Designer.  
 
The benefits of Application messaging: 
 


• Synchronization of data 
• System-to-system workflow  
• Near real-time  
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3.11.2 Application Messaging Components  


An Application Message is made up of three key components.  These components are briefly 
described below: 
 
Message Node – A message node is the endpoint(s) of and application messaging 
transmission, and is made up of a combination of a database and at least one application 
server.  For instance, in OAKS there may be an HRMS node, a Financials node, and an EPM 
node.   
 
Message Channel – A channel associates messages to routing rules.  It defines how a 
transaction is to be published or subscribed to.  Channels help order messages, enhance 
scalability, and provide a simple way to define processing characteristics of many similar 
messages as a single group. 
 
Message Definition - A message definition stores the information about how a single 
application message is constructed.  Each message definition has a multi-level structure that 
defines the data to be inserted into the application message at run-time.  Messages are 
generated in XML format.   
 


3.11.3 General Guidelines to Application Messaging Development 


• When new messaging objects are created, they must be defined in the following order: 
 


1. Message Node 
2. Message Channel 
3. Message Definition  


 
That is, each message definition must be assigned to a message channel in order to be 
saved, and each message channel must be linked to a message node.   
 


• Each database must be set up with a “local” node.  In addition, the node definition 
names for the local nodes should be unique across all databases. 


 
• The node definition names and locations that are defined in the PeopleSoft Application 


Messaging Gateway lookup table must match the definitions that are created in the 
Application Designer.  


 
• The channel definition name must be the same for both the publish and subscribe 


databases. 
 


• The message definition name must be the same for both the publish and subscribe 
database.   


  


3.11.4 Application Messaging Naming Standards  


Standard Naming Conventions: 
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• ALL CUSTOM ONLINE OBJECTS SHOULD BE PREFIXED BY ‘OH_’ TO EASILY 
IDENTIFY THEM AS OBJECTS CREATED FOR THE OAKS PROJECT.  FOR 
EXAMPLE, AN APPLICATION ENGINE LIBRARY MIGHT BE CALLED 
‘OH_TRNS_LIB’.   


• After the ‘OH_’ prefix, follow the standard naming conventions as provided in the rest of 
this document. 


• All names should be in plain English and avoid slang and terms unique to a specific 
business function. 


• Avoid using special characters.  The character set for names will be limited to alphabetic 
characters (upper and lower case), numbers, the hyphen and underscore.  


• Do not include spaces in object names.  Use an underscore wherever a space would be 
used. 


• Do not use PeopleSoft reserved words as object names. 
• Abbreviations and acronyms should always be taken from the Standard Abbreviations 


list whenever possible (located in the Appendix).  
 


 
 


3.11.4.1.1.1.1.1 MESSAGE NODE  
 


Max Field Length Standard Example 
15 Characters OH_DESCRIPITON OH_HR_INBOUND 


 


3.11.4.1.1.1.1.2 MESSAGE CHANNEL  
 


Max Field Length Standard Example 
30 Characters OH_DESCRIPITON OH_ACTUAL_TIME 


 


3.11.4.1.1.1.1.3 MESSAGE DEFINITION  
 


Max Field Length Standard Example 
30 Characters OH_DESCRIPITON OH_BANK_STATEMENT_LOAD 


 


3.11.5 Defining Message Nodes   


A message node is the endpoint(s) of and application messaging transmission, and is made up 
of a combination of a database and at least one application server.   
 
To create a new message node: 
 


1. Open Application Designer and from the menu, select File then New.  Select Message Node from 
the list of object types. 
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3.11.5.1 Adding locations to Message Nodes 


Add locations to the Message Nodes using the following steps: 


1. From the menu, select Insert Location.  


Enter the URL of the node you are defining. The location will be added to the Locations list. You 
can choose to have multiple locations for one node. If more than one location is listed for a node, 
the system will try contacting the additional URLs if the first one is down or busy. 


2. Set the message node properties for the new location by selecting File then Object Properties.   


Check the Local Node checkbox if this is the local node on your system. There must be one Local 
Node defined for all the nodes in a single database, the local node represents that database. 


3. Enter the Access Password  


The node access password verifies the authenticity of incoming messages. In other words, how 
the local node checks that an incoming message from a remote node actually came from that 
node.  


You are not required to enter a node access password to save the node definition. However, if a 
user enters a password, then all incoming XML messages must include the node ID (or node 
name) and this password.  


4. Enter the Distinguished Name.  


3.11.6 Defining Message Channels   


A message channel associates messages to routing rules.  It defines how a transaction is to be 
published or subscribed to.   
 


Channels are used for the following: 


• Ordering of messages 


• Routing of messages to specific message nodes 


• Increasing throughput when using channel partitioning 


• Security  


• Easier maintenance of messages with common configuration properties 


• Defining the processing attributes for timeout parameters, error thresholds, and delivery type 
(Guaranteed or Best Effort Delivery) 


 
To create a new message channel: 
 


1. Open Application Designer and from the menu, select File then New.  Select Message 
Channel from the list of object types. 


 
2. Click on the Routing Rules tab.   


 
Right-click in the screen to see the pop-up menu. Select Insert Message Node. Enter the 
Message Node name in the Insert Message Node screen in the Name field or use a 
partial search of existing nodes in Selection Criteria area. 
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3. Set the Routing Direction. 


Right-click in the screen to set the routing direction. Choose one: Subscribe To, Publish From, or 
Both. 


3.11.6.1 Defining Routing Rules 
Define the message channel routing rules with the following steps: 


 
1. Right-click in the Routing Rules tab open window. 
 
2. Select OnRoutePublication or OnRouteSubscription PeopleCode, depending on the 


specific message definition.  
 


3. Enter the publication or subscription PeopleCode, as needed. 
 


• OnRoutePublication - The OnRoutePublication PeopleCode executes after the message 
is published. It determines to which nodes the message will be routed.  


 
• OnRouteSubscription - OnRouteSubscription PeopleCode is used in addition to 


the message channel definition to control routing within the subscribing node, 
that way only those messages that are wanted-are received.   


 
4. Save the message channel.   


 


3.11.6.2 Setting Message Panel Properties 


Unique properties can be set for every message channel that is created.   


To set message channel properties, complete the following steps: 


• With a message channel open in Application Designer, select File, then Object 
Properties.  


 
• In the Message Channel properties dialog, click on the General tab to view the basic 


object properties.   
 


The properties on this tab are the standard PeopleTools general properties, and include 
the object Description, Comments, and information about the last update to the object. 
 


• Click on the Use tab to view and define how this message will be used at runtime.   
 
• Define the Message Channel Status.  The status can be set to either Run or Pause.   


 
Run – Messages in this Message Channel are received and processed normally.  
 
Pause - Messages in this Message Channel are received but not processed until the 
status is reset to Run.   


 
• Specify whether or not to Archive the message.   
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Select the Archive Messages checkbox to have messages in this message channel archived. If 
you do not select this check box, the messaging archive process will delete the queue entries that 
have been processed.  


• Set the Quality of service.  The quality can be set to either Best Effort or Guaranteed.   
 


Best Effort – The network routes the message to an available node.   
 
Guaranteed – If the message server fails to deliver the message, it will retry until the 
time –out period expires.  Then it will mark the message as Timeout.  Once the 
subscribing system is ready to receive the message, the system administrator can 
resubmit any messages that timed out.   


 


3.11.7 Defining Application Messages 


The message definition is the heart of PeopleSoft application messaging. It serves as the 
template for the structure of the data each application publishes or subscribes to. A message 
definition is created by assembling record definitions, organizing them into a desired hierarchy, 
and selecting which fields from those records will be included in the message. The result is a 
rowset, which is not required to match any existing rowset structure in an application. As a 
result, only the data that is needed is transported, in the form that works best for the OAKS 
 


3.11.7.1 Message Views 


A message definition consists of two main views—the message structure view, and the field list view. 


Message Structure View - The message structure view shows several elements of the message 
definition.   


• Message Structure Section - Displays the different versions of the message, and the 
hierarchy of record definitions in each version. 


• Message Subscriptions Section - Contains a list of the PeopleCode programs used to 
process the message. 


Field List View - The field list view displays the fields comprising the currently selected record 
definition in the message structure. 


• Alias Column – Enables users to specify for each field an XML field tag value, which 
differs from the original field name.  The publishing system will publish the field with this 
value instead of the original field name on the publishing system. If the publisher does 
not specify an alias value, the published field will have the original field name. The Alias 
field is useful for cross release and third party integration.  


• Include Column - Enables users to specify which fields from the currently selected 
record will be published. Select the check box to publish the field, or clear it to ignore the 
field. 


 


3.11.7.2 Defining a Message Version 


Users can insert a new message version or message subscription into the message definition, or insert a 
record anywhere in the hierarchy of the selected version. 
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To insert a new message version: 


1. Open an existing message definition or create a new one by selecting File then New, then 
selecting Message.     


2. With the message definition open, select Insert, Version from the menu. 


3.11.7.3 Renaming a Message Version  


Each message version has a default name of VERSION_N. This naming scheme starts with VERSION_1 
and increases in increments of one for each version you insert. 


To rename a message version, click the message name once and type over the existing name. You can 
also right-click on the message version and select Rename from the pop-up menu. 


3.11.7.4 Setting the Default Message Version 


The message version marked with the lightning bolt represents the default message version. To set the 
default message version, right-click on the message version and select Set As Default from the pop-up 
menu. 


The default version can also be set using the Properties dialog. Select the Use tab, and then select the 
Default Version from the list of available versions. 


3.11.7.5 Inserting Records 


A user can insert a new record in a message when a version name or a record name is selected 
in the message structure view. If a version name is selected, a record can only be inserted 
immediately below it in the hierarchy — known as a "child" record. If a record name is selected, 
a "sibling" record can also be inserted— that is, one at the same level as the selected record. 
 


3.11.7.5.1.1 Inserting a “Child” Record Into a Message Version  
 
To insert a “Child” Record into a Message Version: 


1. In the message structure tree, select the message version or existing record below which the new 
record should be inserted.   


2. Select Insert, Child Record from the menu. 


Selecting the message version or record name and then selecting Insert Child Record from the 
pop-up menu can also insert a Child Record.  


3. Use the Insert Record dialog to search for, select and insert the desired record. 


The very first record that is insert into a message version must be inserted this way.  


3.11.7.5.1.2 Inserting a "Sibling" Record Into a Message Version 


To insert a “Sibling” Record into a Message Version: 


1. In the message structure tree, select an existing record at the level that you want to insert the 
new record.  


2. Select Insert, and then Record from the menu. 


This can also be done by right clicking on the selected record name and then selecting Insert 
Record from the pop-up menu.  
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Use the Insert Record dialog to search for, select and insert your desired record. 
 


3.11.7.5.1.3 Reorganizing the Record Structure 


The message definition provides a set of directional buttons in the toolbar, with which you can 
reposition any record within the hierarchy of the message version. These buttons use arrow images 
to indicate their purpose: 


Button Description 


 
Click the Up arrow button to shift the selected record upward within the message 
version structure. This won't change its level, just its order among the other 
records at that level. 


 
Click the Left arrow button to shift the selected record to the left, which promotes 
it one level higher in the message structure hierarchy. 


 
Click the Right arrow button to shift the selected record to the right, which 
demotes it one level lower in the message structure hierarchy. 


 
Click the Down arrow button to shift the selected record downward within the 
message version structure. This won't change its level, just its order among the 
other records at that level. 


 


3.11.7.6 Setting Message Properties 


The message properties include fields for assigning the message to a channel, specifying which version 
of the message is the default, and determining the method for viewing and correcting errors in the 
message. 


To view or change the message properties: 


1. Open the message definition. 


2. Select File, then Object Properties. 


3. Select the General tab to view the basic object properties. 


The properties on this tab are the standard PeopleTools general properties, and include the object 
Description, Comments, Owner ID, and information about the last update to the object. 


4. Select the Use tab to view and define how this message definition is used at runtime. 


5. Specify the Status of this message. 


The Active check box determines whether a message can be published. To turn off the publish 
process for a message deactivate the message using this check box. You could also delete or 
comment out the PeopleCode used to publish the message, but turning off the Active check box is a 
simpler alternative. 


6. Assign the message to a Message Channel. 


A message definition cannot be saves without specifying a Message Channel name. 


7. Specify which version of this message is the Default Version. 


Select a Default Version for this message; that is, the one to be published or subscribed to at runtime. 
All the message versions for this message are listed here.  
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8. Specify the Message Viewing/Correction method you want to use for this message at runtime. 


The Application Message Monitor can be used to view and correct the message, or a custom page 
can be designed. 


3.11.7.7 Message PeopleCode 


The OnPublishTransform and OnSubscribeTransform events enables users to insert PeopleCode which 
specifies which version of a message to publish or subscribe to, or modifies the message data in one or 
more of the message versions.  


3.11.7.7.1.1 OnPublishTransform and OnSubscribeTransform Events 
 
To create or modify OnPublishTransform or OnSubscribeTransform PeopleCode:  


1. Open a message definition in Application Designer. 


2. Right click anywhere in the Message Structure hierarchy of the message structure view, and 
select View PeopleCode. 


The OnPublishTransform PeopleCode editor will appear. 


3. To access OnSubscribeTransform PeopleCode, select OnSubscribeTransform from the drop-
down event list. 


The OnSubscribeTransform PeopleCode editor will appear. 


3.11.7.8 Subscription Event 


A message subscription is a PeopleCode program that is associated with a message definition. This 
PeopleCode is used to run the subscription processing for validating and processing the message data.  


Multiple message subscriptions can be created for a given message, each with a different name, inserted 
as objects under the message definition's Message Subscriptions heading. Each subscription runs 
independently in parallel with the others, processing its own copy of the message.  


Because the only purpose of a message subscription object is to represent a PeopleCode program, it 
necessarily has an associated Subscription event, which contains the PeopleCode. The Subscription 
event does not exist without a message subscription.  


To create a message subscription: 


1. Open a message definition in Application Designer. 


2. Right click anywhere in the message structure view, and select Insert Message Subscription. 


The Message Subscription Properties dialog box will appear. 


3. Select the Active check box to enable the subscription. 


4. Select Invoke for Local Publications to subscribe to the message when it's published to the local 
node. 


If the desire is to avoid subscribing to locally published instances of this message, this check box 
should be cleared. 


5. Enter a descriptive Name for the subscription program. 


6. Select Generate Subscription Process Instance to automatically produce a unique number that 
identifies the process request each time Process Scheduler runs this subscription in batch mode.  
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7. Click OK. 


The Subscription PeopleCode Editor for the subscription will appear, and the user can proceed to 
write the subscription program. 


3.11.7.8.1.1 To modify Subscription PeopleCode: 


1. Open a message definition in Application Designer. 


2. Double click the name of the message subscription to be modified. 


The Subscription PeopleCode Editor for the selected subscription will appear, with the subscription 
PeopleCode program displayed. The program can be modified in the normal way.  
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3.12 Appendix A: Standard Word Abbreviations 
The following table lists standard abbreviations for words: 
 
ACCT Account  DR Debit 


ACCTG Accounting  DED Deduction 


ACCUM Accumulated   DFLT Default 


ACQ Acquisition   DEPT Department 


ACT Actual  DEPR Depreciation 


ACTN Action  DESCR Description 


ADDL Additional  DEST Destination 


ADJ Adjustment  EARN Earnings 


ALLOC Allocation  EFF Effective 


AMT Amount  EFFDT Effective Date 


ANNL Annual  EFFSEQ Effective Date Sequence 


APP Applicant  ELIG Eligibility 


APPL Application  EMP Employee 


BAL Balance  EMPLID Employee ID 


BEG Beginning  EMPR Employer 


BU Business Unit  END Ending 


CAL Calendar  FIN Financial 


CATG Category  FREQ Frequency 


CBR COBRA  HRS Hours 


CD Code  ID Identifier 


CO Company  INTFC Interface 


COMPA Comparative  JRNL Journal 


CONF Confirmation  LED Ledger 


CNTL Control  LEN Length 


CNV Conversation  LIM Limit 


CRSE Course  LN Line 


COVRG Coverage  LOC Location 


CR Credit  MAINT Maintenance 


CURR Currency  MAX Maximum 


CUR Current  MSG Messages 


DT Date  MTD Month to Date 


DY, DD Day  MTL Material 


MIN Minimum  RPT Report 


MIN Minutes  REQ Request, Required, Requisition 


MN, MM Month  RQMT Requirements 


MO Monthly  RET Retire 
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NBR Number  SCHED Schedule 


NXT Next  SEC Security 


OPR Operator  SEL Select 


OVH Overhead  SEQ Sequence 


PARM Parameter  SESSN Session 


PCT Percent  STAT Status 


PD Period  SUM Summary, Sum 


PTD Period-to-Date  SUP Supervisor 


POSN Position  SUPL Supplemental 


PREV Previous  TMPL Template 


PROF Profile  TOT Total 


QTY Quantity  TM Time 


QTR Quarter  TRN Training 


QTD Quarter to Date  XFER Transfer 


RSN Reason  UOM Unit of Measure 


RT Rate  VACN Vacation 


RECV Received  VEH Vehicle 


RECON Reconciliation  YR, YY Year 


REC Record  YTD Year to Date 


REF Reference  XLAT Translate 
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3.13 Appendix B:  Standard Naming Prefixes for Modules 
The following tables list the standard two letter abbreviations for PeopleSoft Modules: 
 


Human Resources 
BN Benefits                    
HR Human Resources  
PY Payroll  
TA Time and Attendance 


 
Financials 


AM Assets Management 
AP Accounts Payable 
AR Accounts Receivable 
BI Billing 
BD Budgets 
CA Contracts 
FS Financials                  
GL General Ledger  
IN Inventory 
OM Order Management  
PC Projects 
PO Purchasing  


 
 
 
 
 
 
 
 
 


EPM 
AB Activity Based 


Management  
BC Balanced Scorecard  
 Financial Insights 
WA   Workforce Analytics 
WS Workforce Scorecard 
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APPENDIX C: [Omitted] 








Role/Dept. Process: Author: ID:Subprocess:Accounts Payable D.S.Manage Invoices FIN2015


Vendor


SSC –
Mailroom/
Scanning 
Clerk


EndHard copy 
required?


Yes


Shred paper 
copy


Circle and 
check index 


fields


Data 
missing? No


Yes


Readable 
and 


complete?


Delete image 
and rescan


No


Yes


No


FIn2020: 
Process PO 
Vouchers


FIN2025: 
Process 
NonPO 
Vouchers


Start


Fax or mail 
documents to 


SSC


Yes


FIN2095: 
Manage 
Document 
Retention


Supply 
missing 


information


Receive 
invoices, 


receipts, and 
other 


documents


Contact 
vendor to 


obtain 
missing 


information


Determine if 
information is 


complete


Fill out batch 
cover sheet 
for workflow 


routing


Prepare 
document for 


scanning 
(staples, etc.)


Determine if 
scan is 


readable and 
complete


Determine if 
hard copy 
required


Store hard 
copies for 


future 
purposes


FIN2020: 
Process PO 
Vouchers


Scan 
documents


TBD


Route to 
appropriate 


process team 
(workflow) TBD


FIN2015_Manage Invoices_v14.vsd 1 of 1 6/20/2008
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RICE Category Difficulty Total


Report High 5
Medium 1


Low 2
Interface High 3


Medium 1
Low 0


Conversion High 0
Medium 2


Low 0
Enhancement High 6


Medium 11
Low 0


Configuration High 5
Medium 5


Low 2
Security High 2


Medium 0
Low 1


Infrastructure High 1
Medium 0


Low 0
Workflow High 5


Medium 2
Low 0


Total 54
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0 Sample Sample Is there a 
modification required 
to meet the 
requirement? (Fit, 
Gap)


Resolution to resolve the Gap Report, Interface, 
Conversion, 
Configuration, 
Enhancement, 
KPI, Workflow


High, 
Medium, Low


29 P2P/eSup FIN20-75 Managing Vendor 
Inquiries/eSupplier


Allow vendors online access to review schedules, 
invoices, payments, receipt activity and account 
balances. The security has to meet the State of Ohio 
data security requirements.


Fit Configure the eSupplier module to enable 
vendors to have on-line access for 
inquiries.


Configuration Low


30 P2P/eSup FIN20-75 Managing Vendor 
Inquiries/eSupplier


Allow vendors online access to review schedules, 
invoices, payments, receipt activity and account 
balances. The security has to meet the State of Ohio 
data security requirements.


Fit Configure the permission lists and roles 
required for eSupplier.


Security High


31 P2P/eSup FIN20-75 Managing Vendor 
Inquiries/eSupplier


Provide access to the eSupplier module on the 
internet outside the State of Ohio intranet.


Fit Configure a new web server for vendors to 
access eSupplier outside OAKS intranet. 
The new web server will be configured 
similar to the OAKS HCM self-service web 
server.


Infrastructure High


32 P2P/AP & AR FIN40-10 ISTV Process for 
Good and Services


Provide an automated solution to create AP Vouchers 
from AR pending items with minimal user intervention.


In OAKS the billing agency creates an AR pending 
item, the buying agency enters an AP invoice, 
paycycle and payment predictor are run and the AR 
and AP items are matched automatically or manually if 
needed.  This current process is manual and creates 
many mismatches between AR and AP.


Gap Create a new Interface between AR and 
AP to create vouchers for ISTVs from AR 
pending items. 


This Interface may require the following 
technical objects.
*Interface Program
*Custom Edits to Invoice Pages
*Custom Cross Reference tables and 
pages.


This design requires the following:
*A custom edit to invoice pages to modify 
the PeopleCode so that the user has to 
manually change the Voucher Build Status 
to “To Build”. This will ensure that the 
Voucher Build process only picks up 
completed invoices.  As delivered, the 
Voucher Build status is set to “To Build” 
automatically anytime an invoice is saved 
(Interface impacts to be determined).


*The search criteria on the "Find an 
Existing Value" tab of the "Quick Invoice" 
search page should be modified to include 
Voucher Origin field


Interface High


10/1/2008 2 of 9
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33 P2P/AP & AR FIN40-10 ISTV Process for 
Good and Services
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Gap Enabling Technologies team will 
determine the specific technology.
Attach transaction supporting 
documentation to AR pending item and AP 
voucher.  
Scan/attach backup documentation, 
create OCR file that can be accessed from 
AR item and AP voucher.  Use imaging 
attachment functionality.


Enhancement Medium


34 R2R/GL FIN50-26 Journal Approval 
Workflow


Ability to automatically approve journal entries and 
track approval history online.   


Gap Implement PeopleSoft journal approval 
workflow and route journals through the 
system for approval. 


Workflow Medium


53 P2P/PO ���� !" #��	���	��������$��


��%�������


Ability to have ePro/Requisition approval incorporate 
thresholds/amounts, release and permit, controlling 
board and waivers into the approval flow.  In addition, 
budget checking will be processed before approvals. 
Any changes to fiscal coding would require a re-
running of budget check and re-submission the 
requisition for approvals.


Gap Develop new design for ePro approvals. Workflow Medium


54 P2P/PO FIN10-20 Create and Approve 
Requisition


Ability to track pre-encumbrance on requisitions. Fit Configure system for pre-encumbrance. Configuration High


55 P2P/PO FIN20-20 Process PO 
Vouchers


Ability to track and generate emails to impacted 
agents of requisition sourcing errors. This will be a 
scheduled query and will have to be burst into 
separate output for each agency.


Gap Create new query and distribute output to 
agencies via system generated emails.


Report Low


58 P2P/PO FIN10-20 Create and Approve 
Requisition


Provide ability to change fiscal coding (chart field) at 
all levels of approval for requisitions.


Gap Change ePro/Requisition approval to allow 
chart field changes at all levels of 
approval. Budget checking will run after 
any chart field changes ensuring the 
budget exists. 


Enhancement Medium


59 P2P/PO FIN10-20 Create and Approve 
Requisition


Ability to report on pre-encumbrance data in the 
OHGLR26 report.


Gap Change OHGLR26 report to include pre-
encumbrance data.


Report Low


60 P2P/PO FIN10-20 Create and Approve 
Requisition


Enable budget checking to occur before, during and 
after approvals for requisitions. Both approvals and 
budget checking have to be completed before a 
requisition can be turned into a PO.


Fit As delivered, budget checking occurs after 
the approval of a Requisition, Purchase 
Order or Voucher. For requisitions and 
purchase orders, the amounts are not pre-
encumbered or encumbered until after all 
approvals are complete. This leads to the 
fiscal people not having insight into 
pending transactions. Would like to see 
budget checking happen prior to approval. 
It is most critical that this happen on 
requisitions as currently there is no 
approval process in place for purchase 
orders. 


Configuration Medium


61 P2P/PO FIN10-20 Create and Approve 
Requisition


Ability to deploy changed ePro approval rules. There 
will also need to be a conversion process where all 
requisitions that are in the process of being approved 
are either completely approved or set back to pending 
approval so that they can be resubmitted to the new 
approval process.


Fit New rules will be implemented at fiscal 
year end.


Workflow High


10/1/2008 3 of 9
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62 P2P/PO FIN10-20 Create and Approve 
Requisition


Ability to deploy pre-encumbrance processing. Before 
turning on pre-encumbrance, all currently approved 
but not sourced requisitions need to be accounted for. 
This can be done by marking them not budget 
checked and re-budget check them or by doing a 
manual journal entry for the pre-encumbrance. 
Another option would be to ensure all requisitions are 
sourced before turning on pre-encumbrance.


Fit New configuration will be deployed at 
fiscal year end.


Conversion Medium


63 P2P/PO FIN10-30 Maintain POs Ability to provide PO specific data that is not needed 
by the vendor but is needed by agencies. An internal 
Purchase Order report will be created for internal use 
only.


Gap A new internal report will include the 
information the agencies would like to see. 
The purchase order is a vendor facing 
document and should not contain internal 
information such as fiscal coding. The 
current purchase order will remain as is 
with minor changes.


Report Medium


65 P2P/PO ���� !" #��	���	��������$��


��%�������


Ability to have receiving documentation scanned and 
attached to receipt. 


Gap Scanned images of packing slips and 
other supporting documentation will be 
attached to the receipt. This is the touch 
point for imaging and receiving. Use the 
Image Attachment functionality.


Enhancement High


67 P2P/AP ���" !" 


���" !"&
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�����'���
����


���
�������!�'�


��
����


Ability to have dollar thresholds at 3 agency approval 
levels in AP workflow. First level < $5000, Second 
level $5000 to $25000, Third level > $25,000.


Gap Dollar thresholds need to be added to the 
existing workflow approval rule sets. This 
will be a change common across all 
agencies. This will involve changing the 
current approval rule sets to contain dollar 
based thresholds.


Workflow High


68 P2P/AP ���" !" ���
�����'���
���� Ability to route all match exceptions to the voucher 
processor at the OSS. OSS voucher processor 
coordinates with the agency contact to resolve match 
exceptions.


Fit Match exception routing has to be 
configured for existing exception types so 
that the exceptions are routed to voucher 
processors at the OSS. OSS will 
coordinate with agencies to resolve 
discrepancies (price, quantity, etc) 
involving invoices.


Configuration Medium


71 P2P/AP FIN20-25 Process Non-PO 
Vouchers
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�������
������(��������


	����������������$�
�����������������	���
����


Gap '���$�
�������
����������*��
����������	����


���������$�
�����������������	���
�����


#���������	
�����
���+��	��	����	���'������


	����������������#�����,	�����(������������


�������-������
���-��	��.����+������/'�����/�


�������!�'�$�
������������������������������


(�����$������������/'�����/��������������


��������
���	���(�����������������������


(��+���(��)�������0����	���'������(�������


����������������(��+���(�


Enhancement High
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72 P2P/AP FIN20-45 Maintain Vouchers Potentially eliminate the last receipt date 
customization.


Gap Current last receipt date customization will 
be removed. Impact analysis needs to be 
done on the impact of this change to other 
customized objects. Removing the 
customization is a separate design effort 
in itself. If the decision is not to remove 
the last receipt date, then last receipt date 
needs to get the latest receipt date if the 
voucher has a receipt.


Enhancement Medium


73 P2P/AP FIN20-25 Process Non-PO 
Vouchers


There is a business need to have a default speed 
chart with valid chart field combination to be 
configured in the system. OSS voucher processors 
should use this default speed chart to key in the 
invoices so that they get routed through workflow to 
the agencies for correct fiscal coding. Also the EDI 
invoices must be able use this default speed chart to 
get routed through the workflow to the agencies for 
coding and approval.


Fit A configuration needs to be done to setup 
a new default speed chart  with valid 
combo codes.


Configuration Medium


74 P2P/AP FIN20-25 Process Non-PO 
Vouchers


Provide 4 levels of agency voucher approval that will 
be needed at the agency level + 1 level of OBM 
approval. The first level of approval will be used for 
fiscal coding at the agency, and will not serve as an 
amount or threshold approval level. 3 levels of dollar 
threshold based agency approvals will be defined.


Gap As determined in BTR # 44, OSS is going 
to put a default speed chart on the non-PO 
voucher, there was a gap identified on 
how to route these vouchers for fiscal 
coding at the agencies. The proposed 
solution is to create a new approver level 
1, who will do the fiscal coding and route 
the voucher for next level of approval. 
Changes to the existing workflow approval 
rule sets will be necessary to create a 
additional level of approval. Changes to 
existing security roles of voucher 
approvers will be necessary as part of the 
new design.


Workflow High


75 P2P/AP ���" !�& 1	�	�����$��
�� Ability for Voucher Processors and Approvers to be 
able to pull up images of the vouchers, by clicking on 
a hyperlink on the various online - AP voucher related 
pages.


Gap Hyperlinks have to be created on various 
Voucher related online pages that will link 
the vouchers to their respective invoice 
image. Details of online pages that need a 
hyperlink has to be gathered. The URL for 
the hyperlink will be defined by the 
enabling technology team. Use Image 
Retreival functionality.


Enhancement Medium


76 P2P/AP FIN20-25 Process Non-PO 
Vouchers


Provide ability to have validation checks needed at 
each voucher approval level, to ensure that the 
dummy account string has been changed to a correct 
account string. This check is to ensure that the dummy 
account code never makes it to GL. 


Gap Validation check has to be performed at 
all the approval levels, to ensure the 
dummy accounting string has been 
changed to a valid one. The validation 
check has to ensure that the dummy 
accounting string is never posted to GL.


Enhancement Medium


81 P2P/AP FIN20-20 Process PO 
Vouchers


New match exception workflow process will need to 
run in a batch along with matching process for 
participating agencies


Fit New batch job has to be created to 
accomplish this task.


Configuration Medium
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82 P2P/PO FIN20-20 Process PO 
Vouchers


Receiving will be made mandatory for all PO 
vouchers. On a case by case basis, the ability to 
override receiving required can be done at the 
transaction level.


Fit Configuration change to make receiving 
mandatory on the PO business unit level .


Configuration High


83 P2P/AP FIN20-20 Process PO 
Vouchers


Due to receiving being made mandatory 3-way 
matching will be enforced for PO vouchers.


Fit Configuration change to enforce 3-way 
matching for PO vouchers for OSS 
participating agencies.


Configuration High


84 P2P/AP FIN20-25 Process Non-PO 
Vouchers


Voucher approver at the agency will be able to 
approve the voucher that he/she has edited. Only 
agencies that need this functionality will be given this 
option.


Fit Changes to the existing voucher approval 
security roles will be necessary for the 
agencies opting to have this functionality. 
The existing workflow configuration that 
limits self approval will have to be 
changed based on security roles of the 
approvers, for the agencies that want this 
change.


Configuration High


86 P2P/AP ���" !" 


���" !"&


���
�����'���
����.�


���
�������!�'�


��
����


To support federal requirements for draw down funds, 
forecast reporting is needed for the agencies.


Gap Moving to 'Net30' as the default payment 
term along with a new report to forecast 
the scheduled payment dates and balance 
amounts for federal draw downs will 
enable agencies to request funds in 
advance before the scheduled payment 
date.


Report High


87 P2P/AP ���" !" 


���" !"&


���
�����'���
����.�


���
�������!�'�


��
����


To allow voucher processing at OSS will have a 
default origin. All OSS voucher processors and 
approvers will have this origin on their user 
preferences.


Fit New Origin needs to be setup for OSS. All 
OSS users will have to be configured to 
have this origin as their default origin 
code.


Security High


88 P2P/AP ���" !" 


���" !"&


���
�����'���
����.�


���
�������!�'�


��
����


To support month end reconciliation process and 
provide more value to the agencies and the OSS, the 
following reports are needed: Open liabilities report, 
Open liabilities reconciliation report, scheduled 
payment report, payment forecasting report and 
custom reports: expenditure report, aging invoice 
report.


Gap Some of the delivered reports: Open 
liabilities report, Open liabilities 
reconciliation report, scheduled payment 
report, payment forecasting report and 
custom reports: expenditure report and 
aging invoice report will be enhanced OR 
new reports developed to meet OSS and 
management reporting needs.


Report High


89 P2P/AP ���" !�& 1	�	�����$��
�� Provide ability to automate the loading of scanned 
invoices from the managed service provider in to 
OAKS. 


Gap ����1	�	�������$�
�����$�����21��3.��
	���


������$��
���	������$�����	���������	�����	��


	

���	�������������������*��������������


������	
��������4!���� 5����������������������	����


������'�6��������������	�����������������


������������	��������������*�������������	
��.�


�����	���(�������	
��(�����	$��������
��	����


�����	�����������������'�6���0��������
	������


	�������*������
����	�����


Interface High


90 �"�7�89 ���: !  ������	$������
������


2������	
�3


Enable the process for updating the employee data 
from HCM and to determine supporting information to 
be provided to the OSS.


Gap The messaging between HCM and 
Financials will be enabled.


Interface Medium
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91 P2P/PO & AP ���� !" .�


���" !" .�


���" !"&


#��	���	��������$��


��%�������.����
�����'�


��
����.����
��������


�'���
����


Ability to find and work worklist items more efficiently. Gap Possible solutions are: 1.) Update the 
worklist page to list all the keys of the 
transaction that are currently embedded in 
the link to be separate columns that can 
be clicked on for sorting purposes. Used 
in conjunction with the delivered filters on 
the worklist page this could narrow down 
the users choices.  2.) Create a worklist 
search page where the user could specify 
the business process and activity. Once 
the business process and activity is 
chosen the page would automatically 
display the key fields for that business 
process that could be entered.  3.) Update 
the page that the worklist directs the user 
to so that the worklist is updated as 
worked when the user processes the item. 
This would allow the users to use the 
search functionality that those pages 
deliver and resolve the issue with the 
worklist containing items that have already 
been worked. This has already been done 
for voucher approvals.  4.) Develop a 
batch process that would clear worked 
items from the worklist when the user has 
not properly used the worklist to work the 
item. This would keep the worklist clean.


Workflow High


92 P2P/AP FIN20-55 Cancel Payments Ability to enter and submit an on-line warrant 
cancellation form. Will be done outside of OAKS.


Gap The warrant cancellation form could be 
online in the future.


Enhancement High


93 P2P/Travel ���: !  ������	$������
������


2#������	����3


Ability to apply additional coding to expense items 
(e.g.: travel for conferences, etc) beyond default 
expense types.


Gap Decision needed on travel. 
Travel system to be implemented that can 
support requirements across agencies.


Configuration Medium


94 P2P/Travel FIN30-00 All Travel processes Configurations of standard Travel module across 
agencies.


Gap Decision needed on travel. 
Travel system to be implemented that can 
support requirements across agencies.


Configuration High


95 R2R/GL FIN50-10 Enter and Maintain 
Chart of Accounts


Provide online form  for Chart of Account Maintenance 
and automatically route to appropriate resource for 
completion.


Gap Chart of Account maintenance request 
could be completed through an online 
form and automatically routed to 
appropriate resource for completion.


Enhancement Medium
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96 R2R/GL FIN50-26 Journal Approval 
Workflow


Ability to automatically link Journal entries and 
supporting documentation.


Gap Journal entries would be linked directly to 
all supporting documentation (this could 
be enabled by imaging/document 
management technologies). Use Image 
Attachment functionality.  The preferred 
method is for user to be able to attach 
documents real-time.  After supporting 
documentation has been linked to a 
journal entry, the user will be able to 
submit the journal entry for approval.  If 
supporting doc is not attached real-time 
user should be able to submit journal and 
when documentation is attached journal 
should route for approval.  


Enhancement Medium


98 P2P/Travel ���: !  ������	$������
������


2#��$������3


Provide effective Travel Processes.  Existing data in 
travel tables must be archived to allow utilization of 
delivered tables for module implementation.


Gap Decision needed on travel.
Travel system to be implemented to 
support new Statewide Travel policies and 
procedures.


Conversion Medium


102 R2R/GL FIN50-25 Create Manual 
Journal Entries


The Import Now option in the Excel Spreadsheet 
Journal Upload process needs to be enabled.


Fit Enable spreadsheet upload for journals Configuration Low


104 P2P/PO FIN10-10 1	���	����������


1	����


Ability to track vendor maintenance requests from 
agencies. This will either be to scan the current paper 
documents or create an electronic form for creation 
and submission.


Gap Enhancement Medium


105 P2P/All ���� !" 


���" !�&


���" !:&


#��	���	��������$��


��%�������


1	�	�����$��
��


���
�����	������#	���


��	��	
�����


Ability to interface with an imaging Managed Service 
Provider by reading a data file with OCR captured data


Gap Create an interface to read a file from the 
Managed Service Provider and load the 
OCR data into PeopleSoft. Use Scanning 
and Indexing fuctionality.


Interface High


106 P2P/ AP, PO & T&E ���� !" 


���" !�&


���" !:&


#��	���	��������$��


��%�������


1	�	�����$��
��


���
�����	������#	���


��	��	
�����


Ability to create new worklist items when an document 
from the Managed Service Provider has been loaded 
into PeopleSoft.


Gap Create  workflow rules and notifications to 
Shared Services users when the MSP 
interface runs. Use Scanning and Indexing 
functionality.


Workflow High


107 P2P/R2R All ���� !" 


���" !�&


���" !:&


���" !;&


���5 !� 


���& !"&


#��	���	��������$��


��%�������


1	�	�����$��
��


���
�����	������#	���


��	��	
�����


1	���	����������


��%�����


��������
��������<����


	������$�
��


#��	���1	�	��=���	��


9������


Ability for Agency / Shared Services users to upload 
attachments to the Manage Service Provider through 
PeopleSoft.


Gap Modify the AddAttachment function to 
allow documents to be sent to the MSP via 
HTTP. Use Image Attachment 
functionality.


Enhancement High


108 P2P/ AP ���� !" 


���" !�&


���" !:&


#��	���	��������$��


��%�������


1	�	�����$��
��


���
�����	������#	���


��	��	
�����


Ability to import data from the Managed Service 
Provider interface tables into the Add Voucher screen.


Gap Create a function to load voucher data 
from the MSP interface staging tables into 
the Add Voucher page upon page load. 
Use Scanning and Indexing fucntionality.


Enhancement High
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109 P2P/PO ���� !" .�


���� !5 


#��	���	��������$��


��%�������.���
��$��


	��������
��<�����	���


���$�
��


Ability to import data from the Managed Service 
Provider interface tables into the Receiving page.


Gap Create a function to load packing slip data 
from the MSP interface staging tables into 
the Receiving page upon page load. Use 
Indexing and Scanning functionality.


Enhancement High


110 P2P/PO ���� !: 1	���	����'� �������������!�����	���%��������	��������	$�������!���
��


���	��'������������������
�	������	$��������	����������



�	������%����	�������
�	������	$�������	����$����


Gap >����������%�������������!������.����(�������


��������	���	���(��������(�����������	$	��	����


������!���
�����


Enhancement Medium


111a P2P/Travel �7	 ������	$������
������


2���������3


Travel Report 1 Gap N/A Report High


111b P2P/Travel �7	 ������	$������
������


2���������3


Travel Report 2 Gap N/A Report High


111c P2P/Travel �7	 ������	$������
������


2���������3


Travel Report 3 Gap N/A Report High


��" �"�7<? ���& !"@ =���	�������$	��


>��+���(


���������������
��������=���	��������������(�������	���


������A���	������	����$	����


<	� <�	�����
�����	

�������<?����
�������	���


�����$�����������=���	��?������	�����9�	����
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��
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113 P2P/PO FIN10-20 Create and Approve 
Requisitions


Ability to upload more than one attachment to a 
requisition.


Gap Change attachment functionality on 
requisitions to allow multiple uploads.


Enhancement Medium


114 P2P/All FIN10-10, 
FIN20-70


Maintain Vendor 
Master, Process 
1099 Fomrs


�������������	
+�$�������	�����	�
����%����������


	���
����������(������������������
	������
�������	����


��
���������
��	���	��
��	���	�����
�����
����������



��	�����	�������������


Gap Create attachment functionality to vendor 
converstations.


Enhancement Medium
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Sub-process Design Overview 
 
This design reflects the creation of a voucher using imaged invoices, associating the voucher to the 
respective PO and receipt, and resolving any discrepancies between the three.  Upon delivery of an 
imaged invoice from the Managed Service Provider (MSP), an Ohio Shared Services (OSS) PO voucher 
clerk creates a voucher in OAKS by copying the PO with the associated receipt. The 3-way matching 
process is run to compare the voucher, PO, and receipt.  When there are discrepancies in the matching 
process, the OSS PO voucher clerk will first attempt to resolve the exception within the OSS, then work 
with the agency and/or vendor as necessary.  Upon successful 3-way match or resolution of any match 
exceptions, the voucher will be scheduled for payment. 
 


Key Assumptions   
 All online customizations related to the OSS will apply only to the participating agencies based on 


agency business unit.  This includes the configuration of the new match exception notification process 
at the OSS. The changes to requisition approvals will be state-wide. 


 Each agency will identify whom the OSS contacts to initiate resolution of match exceptions that 
require agency input. 


 OSS participating agencies will be defined at the business unit level.  


Key Changes 
The new design reflects the following key changes:   
 


1. Approvals for PO vouchers obtained during requisition stage  
For PO vouchers, a 3-way match occurs between the voucher, PO, and receipt.  Payment of the 
vouchers for OSS participating agencies will no longer require additional approval as approval is 
attained during the requisitioning process. 2-way matching will continue to need approvals for all 
agencies. Agencies not participating in the OSS will continue to have addition voucher approvals 
with three-way matched vouchers.  


 
2. Voucher processing at OSS 


Voucher processing and handling of match exceptions for PO vouchers will occur at the OSS for 
OSS participating agencies.  Agencies will be contacted as necessary for assistance in resolution 
of exceptions.   
 


3. Tolerance thresholds need to be enabled in OAKS to support +/- 10% State policy 
Thresholds will be created or retained in OAKS to match vouchers that are within +/- 10% of the 
price of goods on the extended price.  Services will continue to have no tolerance threshold.   


 
4. PO voucher processing requires 3-way matching 


A 3-way match occurs between a voucher, PO, and receipt.  For all goods and services received 
that are associated with a PO, an OAKS receipt will be required.  
 


5. Vouchers created from electronically scanned invoices 
For OSS participating agencies, vouchers will be created from scanned invoice images in OAKS.  
A scanned image of the invoice will be available for the OSS PO voucher clerk to enter additional 
voucher information, if necessary.  
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Key Benefits 
The team identified and validated the following benefits during Client Advisory Team (CAT) Design 
Sessions, Conference Room Pilots (CRPs), CAT Validation Sessions, and several ad hoc working 
sessions with the OSS team and CAT members:  
 


 Use of 3-way matching between a voucher, PO, and receipt expedites voucher processing and 
payment 


 Reduces administrative work of resolving match exceptions at the agencies 


 Increases efficiencies in resolving match exceptions as all supporting documentation will be imaged 
and attached to the voucher 


 Streamlines manual reconciliation process 


 Reduces paper use 


 Reduces errors 


 Increases overall efficiency of the process 
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Sub-process Flow   
 
The team developed the following business process flow during CAT Design Sessions and refined it through feedback received during CAT Design Sessions, CRP 
Sessions and CAT Validation Sessions. The technology and software enhancements to support this process are identified in the High-level Activity Narratives 
under the Notes column, and correspond to the Business Technology Requirements and Software Gap Analysis Results sections.  
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budget and/or 


threshold 


issues


Determine if 


budget and/or 


threshold 


issues 


resolved 


within agency


FIN20-45: 


Maintain 


Vouchers


Budget and/


or threshold 


issues 


resolved?


Yes


No


16


17


Post voucher 


to AP sub-


ledger


OAKS


19


FIN40-10: 


Process 


ISTV 


Transactions 


– Goods and 


Services


15


FIN20-45: 


Maintain 


Vouchers


End


OAKS
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Sub-process Title (FIN20-20): Process PO Vouchers 


Activity 
(Box #) 


Activity Name 
Responsi


ble 
Function 


Responsible 
Role 


Summary Activity Description 
Notes 


1 Monitor 
worklist for 
invoices (in 
OAKS) 


OSS PO Voucher 
Clerk 


PO voucher clerk will monitor the 
worklist, generated by a new custom 
workflow, on an on-going basis to 
check for the scanned invoice worklist 
items.   


[BTR 
#58, 
Gap 75, 
Gap 
105, 
Gap 
106, 
Gap 
108] 


2 Determine if 
PO 
information on 
the invoice 
complete and 
valid 


OSS PO Voucher 
Clerk 


The PO voucher clerk will click on the 
worklist item and launch the voucher 
entry page.  The default header 
information (e.g. business unit, invoice 
date, invoice number, vendor name, 
and total amount) will populate on the 
voucher page.  Line level detail will be 
populated from the PO  as is done 
currently.  If the PO number is found in 
OAKS, the voucher clerk will associate 
and copy the PO receipt information 
onto the voucher.   


[BTR 
#58, 
Gap 75, 
Gap 
105, 
Gap 
106, 
Gap 
108] 


3 Work with 
vendor to 
resubmit 
corrected and 
valid invoice 


OSS PO Voucher 
Clerk 


If the PO number is not in OAKS, the 
PO voucher clerk will contact the 
vendor to send a corrected invoice. 
The original worklist item should be 
marked for deletion.  The scanned 
image will be retained. 


 


4 Resubmit 
corrected 
invoice 


Vendor Vendor The vendor will correct the information 
on the invoice and submit the updated 
invoice to the OSS for imaging, 
processing, and storage.  


 


5 Create 
voucher (in 
OAKS) 


OSS PO Voucher 
Clerk 


After associating the PO and receipt to 
the voucher, the PO voucher clerk will 
save the voucher. 


[BTR 
#64, 
Gap 82, 
Gap 83] 


6 Perform 
matching 
process (in 
OAKS) 


OSS PO Voucher 
Clerk 


OAKS will automatically try to match 
the newly created PO voucher to the 
corresponding PO and receipt.  This is 
a scheduled batch process.   


[BTR 
#63, 
Gap 81] 


7 Determine if 
match is 
successful 


OSS PO Voucher 
Clerk 


If the 3-way match is successful, the 
PO voucher is scheduled for payment.  
If OAKS cannot successfully perform a 


[BTR # 
7, Gap 
68], 
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Sub-process Title (FIN20-20): Process PO Vouchers 


Activity 
(Box #) 


Activity Name 
Responsi


ble 
Function 


Responsible 
Role 


Summary Activity Description 
Notes 


3-way match, the PO voucher clerk will 
be notified via a worklist item to 
investigate the reason for the 
exception(s). 


[BTR 
#63, 
Gap 81] 


8 Determine if 
exception can 
be resolved in 
OSS 


OSS PO Voucher 
Clerk 


The PO voucher clerk will work to 
resolve the match exception(s) within 
the OSS.  If the voucher clerk cannot 
resolve the match exception(s) within 
the OSS, he/she will contact the 
respective agency OSS contact.  
Possible reasons for the match 
exception include: price discrepancy, 
quantity discrepancy, or missing 
receipt within OAKS.   


[BTR # 
7, Gap 
68], 
[BTR 
#63, 
Gap 81] 


9 Work with 
agency to 
resolve 
exception 


OSS PO Voucher 
Clerk 


The PO voucher clerk will manually 
communicate the match exception(s) 
to the agency OSS contact. 


 


10 Resolve 
exception or 
contact 
necessary 
personnel 


Agency OSS Contact The agency OSS contact will work with 
the PO voucher clerk to resolve the 
match exception(s).  If necessary, the 
agency OSS contact will work within 
their agency to resolve the match 
exception(s).  The agency OSS 
contact may need to work with the 
requisitioner, receiver, and/or the fiscal 
office to resolve the match 
exception(s).  


 


11 Determine if 
exception can 
be resolved 
within agency 


Agency OSS Contact If the match exception(s) can be 
resolved within the agency, the agency 
OSS contact will communicate the 
resolution to the OSS PO voucher 
clerk, and the transaction will match 
and be scheduled for payment.   


 


12 Notify vendor 
to resolve 
exception and 
resubmit 
invoice 


OSS PO Voucher 
Clerk 


The PO voucher clerk will contact the 
vendor if neither the OSS nor the 
agency can resolve the match 
exception(s).  The voucher clerk will 
instruct the vendor to submit a 
corrected invoice. 


 


13 Resolve 
exception 


Agency Agency OSS 
Contact  


The OSS agency contact will work with 
requisitioner or receiver as is 
appropriate to resolve match 
exception.  Examples of exception 
resolution include but are not limited to 
creating receiving documents or 
correcting receiving documents that 
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Sub-process Title (FIN20-20): Process PO Vouchers 


Activity 
(Box #) 


Activity Name 
Responsi


ble 
Function 


Responsible 
Role 


Summary Activity Description 
Notes 


were not properly entered. 


14 Perform 
budget and 
threshold 
checks (in 
OAKS) 


OSS PO Voucher 
Clerk 


Once the voucher has matched 
successfully, budget and threshold 
checking will occur in an automatic 
batch process. 


 


15 Determine if 
budget and 
threshold 
issues exist 


OSS PO Voucher 
Clerk 


The voucher clerk will run queries on a 
regular basis to check for vouchers 
that have failed budget and/or 
threshold checks.  Budget or threshold 
issues will prevent a voucher from 
being scheduled for payment until the 
errors are resolved. 


 


16 Notify agency 
to resolve 
budget and/or 
threshold 
issues 


OSS PO Voucher 
Clerk 


The PO voucher clerk will notify the 
agency OSS contact if the PO voucher 
does not pass budget and/or threshold 
checks.   


 


17 Correct 
budget and/or 
threshold 
issues 


Agency OSS  
Contact 


The agency OSS contact will work with 
fiscal staff to correct the budget and/or 
threshold issues. 


 


18 Determine if 
budget and/or 
threshold 
issues 
resolved 
within agency 


OAKS OAKS If the budget and/or threshold issues 
are resolved, the agency will resubmit 
the voucher for budget and threshold 
checks in OAKS.  If the budget and/or 
threshold issues are not resolved, the 
voucher will be maintained as 
appropriate (i.e. deleted or closed).   


 


19 Liquidate 
encumbrance 


OAKS OAKS Once the voucher has successfully 
passed budget and threshold checks, 
the voucher will be scheduled for 
payment and the corresponding 
encumbrance liquidated. 


 


20 Post voucher 
to AP sub-
ledger 


OAKS OAKS OAKS will automatically post the PO 
vouchers to the AP sub-ledger in a 
batch process.  


 


 
 


Process Impact Summary 


The team identified the following impacts as part of the CRPs and ongoing OSS team working sessions: 


 


Configuration Impacts 
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 Business Units at PO level will be updated to default to „Receiving Required‟ for agencies in OSS. 
This default configuration can be overridden at the point of PO creation if needed for vouchers out of 
scope of OSS processing. For additional details please refer to BTR # 64. 


 Match exception workflow process needs to be activated and new run controls setup for running this 
process only for the piloting agencies within the OSS. For additional details please refer to BTR # 63. 


 Match exception rules and routings need to be configured to notify the OSS voucher clerk of all match 
exceptions. For additional details please refer to BTR # 7. 


 A default Origin code will be defined for OSS. All OSS voucher clerks will be configured to have this 
as their default Origin code. For additional details please refer to BTR # 69. 


   


Conversion Impacts 


 Implementation of match exception notification workflow will have an impact on the existing vouchers 
that are in „Match ready‟ or „Exception‟ status. Since exception notifications will be sent to the worklist 
of voucher clerks at OSS, all existing vouchers must be moved to „Matched‟ status before 
implementing the new match exception notification workflow. 


 


Report Impacts      


 Payment of PO vouchers that are related to federal funds drawdown was one of the issues that came 
out of the CRP. Agencies had a concern on how they will know ahead of time to request federal funds 
to pay the vouchers if the OSS is going to key in the vouchers. Advocating „Net30‟ as the preferred 
payment term for all PO vouchers provided a good resolution to this issue. This results in new 
reporting requirements to provide the agencies on a daily basis the list of PO vouchers with 
associated federal funds and their scheduled payment date. This will enable the agencies to check 
the reports on a daily basis and determine federal funds needed ahead of time. For additional details 
please refer to BTR # 68. 


 There is an existing open encumbrance report available, and will continue to be utilized.  One of the 
purposes of the report is to discover instances of encumbrances that have not been liquidated.   


 


Interface Impacts 


 TBD
1
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Batch Program Impacts 


 The application engine „MTCH_ERR_WF‟ for processing match exception notifications must be 
activated along with the „AP_Matching‟ process. This process must be set up in the batch with the 
same frequency as the „AP_Matching‟ process. For additional details please refer to BTR # 63. 


 New run controls will be defined for the „MTCH_ERR_WF‟ process to trigger for only the OSS 
participating agencies. This is a delivered process and will need to be activated and scheduled. For 
additional details please refer to BTR # 63. 


 


Online Impacts 


 TBD
1
 


   


System Performance Impacts  


 The addition of the new „MTCH_ERR_WF‟ match exception workflow process will have an impact on 
the existing batch process schedule. Existing batch process schedule will have to be modified to 
accommodate the new match exception workflow process. 
 


Security Impacts 


 Security will be enabled so that all voucher clerks at the OSS have access to their worklist. 


 New roles need to be setup and security access defined for OSS voucher clerks. 


 Update security for agency users to access receiving. 


   


Audit Impacts 


 TBD
1
 


 


Technical Impacts 


 TBD
1
 


  


Workflow Impacts 


 MTCH_ERR_WF application engine will trigger the match exception notification workflow for 
vouchers that encounter match exception. Worklist entries will be generated in the worklist of the 
voucher clerk who created the voucher for vouchers that encounter match exceptions. 


 OBM pre-audit approval level in the current AP workflow will be eliminated for PO vouchers based on 
the pending OBM pre-audit PO voucher policy decision. 


 


Application Impacts 


 TBD
1
 


 


Policy/Directive Impacts2 


 Receipt of all goods and services at the agency requires the creation of a receipt in OAKS. 


 Policy changes may be needed to remove the Last Receipt date customization in OAKS. This would 
be a state-wide change. For additional details please refer to BTR #36. 


 Procedures will be defined for agencies to access telecommunication invoices paid by OSS that meet 
current OIT policy requirements. 
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 There will be an impact to the elimination of OBM pre-audit PO voucher approval based on account 
code audit policy.   
 


Procedure Impacts 


 PO vouchers will be created using the copy from „PO Receipts‟ option rather than „Purchase Order 
Only‟ option in the future. 


 Creation date of the receipt can be used as „Last Receipt Date‟ on the voucher. 


 OSS is responsible for resolving all match exceptions in coordination with the agency point of contact 
when needed. 
 


Labor Contract Impacts 


 TBD
1
 


 


OAC (Ohio Administrative Code) Impacts 


 TBD
1
 


 


ORC (Ohio Revised Code) Impacts 


 TBD
1
 


 


Change Management Impacts 


 OSS PO voucher clerks will need to be trained on how to create new vouchers from a scanned 
invoice image, and to check for match exception notifications within their worklists.  


 Protocol needs to be defined for the communication channel between the OSS PO voucher clerks 
and the agency OSS contact to resolve match exceptions. 


 Process changes involving the processing of invoices that are scanned and imaged into OAKS from 
the MSP will have to be communicated to agencies involved in OSS and included in the training 
material. 


 OSS vouchers clerks will need to be trained to select “PO Receipt” instead of “Purchase Order Only” 
in the worksheet copy option field on the voucher entry page while creating a PO voucher. 


Additional impacts are scheduled for completion prior to the Build phase and will be incorporated into this 
document upon completion in a section called Change Considerations. 
 


Key Inputs and Outputs   
 
The team identified the following inputs and outputs during the CRP sessions: 
 


Inputs  


Description Status Type Source Change 


New interface to load scanned invoice 
from Managed Service Program to OAKS 


New Interface Role – Managed 
Service Provider 


Yes 


Delivered Match exception workflow to be 
activated for the piloting agencies in OSS. 
This generates notification entries in the 
worklists of voucher clerks at OSS when 
match exceptions arise. 


New Workflow OSS – Voucher 
Clerk 


Delivered 
functionali
ty. Needs 
to be 
activated. 


 


Outputs 
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Description Status Type Source Change 


N/A N/A N/A N/A NA 


 


Open Items 


CRP-specific Open Items 


 
At the time of submission of the standalone CRP Summary deliverables, the following „open items‟ were 
captured.  Resolution is in progress and should be resolved prior to the build phase.   
 


 Detailed reporting requirements will be gathered for the design of federal fund draw down reports that 
will enable agencies to determine federal fund needs ahead of time. Some of the possible details 
needed are: grant number, voucher number, vendor id, vendor name, gross amount, payment terms 
and scheduled payment date. Additional details to be captured in coordination with the R2R team. 


 Some of the delivered reports: open liabilities report, open liabilities reconciliation report, scheduled 
payment report, payment forecasting report and custom reports: expenditure report and aging invoice 
report will be enhanced or new reports developed to meet OSS and management reporting needs. 
Additional details to be captured in coordination with the R2R team. 


 
These items will be resolved as a part of the Build phase: 
 


 Agencies will need to identify whom the OSS can contact for resolution of match exceptions and 
budget and threshold issues. 


 


General Open Items 
 
At the time of submission, the following general „open items‟ were captured within the “Open Items” Log 
maintained by the Finance Process Design Team. However, as the design phase and build phase ensue, 
the team will continue to identify, document, track, and resolve new open items related to this sub-
process.  
  
 
Item 


# 
Priority Description Identified by 


Date 
Submitted 


Assigned 
Team 


Assigned 
Owner 


147 Design 
Will there be a unique account code created to 
process payment for items such as legal ads? 
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Endnotes 
                                                      
1
 “None” was identified in the corresponding standalone CRP Summary final deliverables submitted to the State prior 


to August 22, 2008; on August 26, 2008, the State requested the “None” be updated to “TBD” in this packet.
  


2
 Policy and Directive Impacts are tracked in the “Policy Issue” Log maintained by the Finance Process Design Team. 
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Business Process Overview: 
EDI is the Electronic data interchange data format that is used to interface OAKS with other outside vendors. 


Objective:   
 Identify and document gaps in the current EDI process. 
 Gather requirements for the design of future state EDI process that includes enhancements 


identified in supplement 3 of the RFP. 
 Determine EDI audit reporting needs and gather requirements for design of the same. 


Scope: The scope of this document is limited to only EDI processes associated with the Accounts Payable 
module of OAKS. 
 
EDI transaction formats included in AP and purchasing are listed below – 


 810 – Inbound EDI invoice transaction in to OAKS 


 820 – Outbound payment file from OAKS 


 824 – Outbound rejected/error invoice file from OAKS (Currently non-existing – will exist in future 
state) 


 850 – Outbound PO EDI file to vendors (Currently non-existing – will exist in future state) 


 INF04 file format – custom file format that is used to load invoices in to OAKS from the incoming 810 
EDI invoice transaction by OIT. 


 INF02 file format - custom file format that is used to load invoices in to OAKS from the incoming 810 
EDI invoice transaction by ODOT and some other agencies. 


Assumptions: 


 Supplement 3 of the RFP identifies the in-scope EDI enhancements. 


 EDI enhancements involving purchasing are documented as part of the Purchasing CRP summary. 


 EDI changes discussed as part of this summary are to be implemented state wide. 


 ANSI-X12 file format is the file layout that is used as a standard across vendors. OIT receives the EDI 
files from vendors in the ANSI-X12 format. OIT processes the file and sends information to OAKS in 
INF04 format, which is a custom interface file format for the EDI input file into OAKS. 


 OIT sends invoices in the INF04 file format to ODOT. ODOT creates and pays vouchers on their own 
using this file. ODOT then sends prepaid vouchers to OAKS using the INF02 file format. 


 There is an existing customization on the voucher mass maintenance page in OAKS which restricts users 
from doing updates to the EDI vouchers. 


 EDI invoices never go to OBM for approval, even for pre-audit account codes. EDI invoices go through 
only agency level approvals. 


 DAS/OIT will continue to own the tasks of  
 Splitting the inbound AP invoicing EDI transaction for ODOT and OAKS. 
 Reformatting the outbound payment file from OAKS and delivering it to the banks and vendors. 


 EDI billing ownership is going to be with OAKS/OBM in the future. 


Process Impact Summary: 


Configuration Impacts: 


 A new EDI layout needs to be configured in OAKS to define the 824 EDI file format. 


 A Biztalk EDI hub needs to be configured to handle the interface file generated out of OAKS and convert 
it to the 824 file format. Biztalk then forwards the file to the relevant vendors as an ANSI-X12 standard. 


Conversion Impacts:  


 None 
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Report Impacts 


 Audit reports need to be generated that will account for the EDI vouchers through their life cycle. 


 As identified in the RFP, detailed requirements for the Audit reports have to be captured. For example: 
the number of invoices received at OIT per EDI transaction, number of invoices received at OAKS for the 
same EDI transaction etc. 


 The EDI transaction lifecycle, at each step of handoff needs to be monitored daily. 


 Approximately 2-3 new EDI daily audit reports will be developed. 


Interface Impacts: 


All Gaps gathered from the discussion with the EDI team are noted below: 


 New 824 EDI interface will be developed. 824 EDI reject file is an outbound interface file which contains 
details of EDI invoices that were not paid or those that contain bad invoice data.  This file is in ANSI-X12, 
824 standard format. 


 Any invoices that encounter „Vendor Tax Id‟ related errors when the INF04 file is loaded in to OAKS 
should be sent back to the vendor as part of the 824 transaction. Any merchant account related errors 
should be logged in the INF04 error file.  


 Review the possibility of storing the necessary invoice information in OAKS so that users do not have to 
use a vendor web site to review the information needed to pay the invoice. Currently, some of the EDI 
invoice information is mapped to the comments field or lost because the voucher does not have enough 
space to store all the details vendors are sending. Enhancements will be done to the current EDI voucher 
to store this additional information in a custom table linked at the voucher line level. Information from the 
incoming INF04, INF02 files needs to be extracted and stored. 


 The INF04 interface has to be modified to enable dummy account string (containing a default chartfield 
string) to default on EDI invoices instead of the current dummy account code. 


 The deleted vouchers interface will be designed that will generate an output file containing the list of 
vouchers that are closed or deleted in OAKS. This file will be sent to the EDI vendors, which will enable 
them to know what invoices were closed or deleted in OAKS and will not be paid. 


 The 824 EDI interface and deleted vouchers interface may be combined in to a single interface, 
depending on the design decisions made at the design stage. 


 When pulling a PO to the EDI invoice, users should not be deleting the original invoice line loaded to 
OAKS.  Today, users are required to delete the EDI invoice line to pull a PO to the voucher. This is 
deleting the invoice detail that has been transmitted by the EDI vendor. Going forward the customization 
described below must be able to automate the process of associating an EDI voucher to a PO and store 
the invoice detail that would otherwise be lost. 


 EDI invoices, interfaced to OAKS are in Recycle status. A customized process needs to be designed to 
identify EDI vouchers that have PO/receipts associated and automatically attach them on the voucher, to 
enable it to process through 3-way matching. This will reduce the manual work of recoding the EDI 
vouchers in „Recycle‟. 


 Users should not be able to change the amount on an EDI invoice.  This detail line of the invoice should 
be grayed out so that users cannot delete the line or change the amount. If agencies are invoiced for the 
incorrect amount or items they should not have been billed for, the entire voucher should be deleted and 
the vendor must send a new EDI invoice. 


 OBM will evaluate the volume of EDI invoices that have PO‟s associated to them. A decision on the cost 
benefit of the above customization will be made based on this evaluation. 


 


Batch Program Impacts: 


 New batch jobs will be created to run the EDI 824 interface and deleted vouchers interface. 


 New batch jobs will be created to run the EDI audit reports in batch. 


Online Impacts: 


 New run control pages will be created to run the EDI 824 interface and deleted vouchers interface. 


 New run control pages will be created to run the EDI audit reports. 







 


Accounts Payable State of Ohio – Shared Services Page 3 of 4  


EDI CRP Summary – EDI Enhancements  


 


 


Date:  10/02/08 
 


 


System Performance Impacts:  


 An addition of new batch interfaces and reports will have an impact on the existing batch schedule. The 
current batch schedule will be changed to accommodate the new processes. 


Security Impacts: 


 Online security needs for running the new 824 EDI interface, deleted vouchers interface and EDI audit 
reports will be identified. Existing and new roles that need access to these new processes will be 
identified. 


Audit Impacts: 


 EDI audit reports will be developed that will assist in the audit process of EDI vouchers. 


Technical Impacts: 


 File directories/Share drive locations will be defined, where the EDI 824 file and the deleted interfaces file 
will be output by the OAKS system. 


 The Biztalk EDI hub will have to be configured to pick these files from defined file directories/share drive 
and map them to the relevant EDI 824 format before forwarding them to the relevant vendors. 


Workflow Impacts: 


 None 


Application Impacts: 


 The Biztalk EDI hub needs to be configured to process the new EDI 824 file and deleted voucher 
interface files. 


Policy Impacts: 


 TBD
1
 


Procedure Impacts: 


 TBD
1
 


Labor Contract Impacts: 


 TBD
1
 


Directive  Impacts: 


 TBD
1
 


OAC  Impacts: 


 TBD
1
 


ORC  Impacts: 


 TBD
1
 


Change Management Impacts: 


 Training needs will be identified for new enhancements and process changes. 


 Vendor communication and training needs will be identified. 


Major Inputs & Outputs: 


Major Inputs: 
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Description Status Type Source Change 


None     


     


Major Outputs: 


Description Status Type Source Change 


None     


     


 


Outstanding Items 


 EDI invoices, interfaced to OAKS are in Recycle status. A customized process will be designed to identify 
EDI vouchers that have PO/receipts associated and automatically attach them on to the voucher, to 
enable it to process through 3-way matching. This would reduce the manual work of recoding the EDI 
vouchers in „Recycle‟. 


 OBM is going to evaluate the volume of EDI invoices that have PO‟s associated to them. A decision on 
the cost benefit of the above customization will be made based on this evaluation. 


 
 
 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


TBD
1  


- “None” was identified when submitted to the State prior to August 22, 2008; on August 26, 2008, the State 


requested the “None” be updated to “TBD” in this deliverable document. 
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Business Process Overview: 
Non-Purchase Order (PO) voucher processing involves the creation of a voucher and the associated voucher 
approval process, both agency approval and OBM approval. 


Objective: Gather requirements to facilitate the design of Non-PO voucher process. Identify process 
improvements and gaps for voucher approval workflow enhancements. 


Scope: The scope of the CRP session is limited to the processing of only Non-PO vouchers.  


Assumptions: 


 PO vouchers are the preferred way to enter vouchers. 


 Non-PO voucher processing is an exception based process. 80% of the vouchers processed are going to 
be PO vouchers. 


 Non-PO vouchers will be pre-coded at the OSS with a default speed chart. 


 There will be designated key contact persons within each agency, to whom Non-PO vouchers are routed 
for fiscal coding and approval. 


 Dollar based thresholds will be established for the voucher approval workflow. There will be 5 levels of 
approval in the future design: 


 Fiscal staff – for correct account coding. 
 Agency approver 1 - <$5000. 
 Agency approver 2 - $5000 to $25000. 
 Agency approver 3 - >$25000. 
 OBM approval - pre-audit approval. 


The voucher will flow through each level of approval until it gets finally approved. For example a voucher 
of >$25,000 will flow throw 3 levels of agency approvals.  


 The processing of EDI vouchers is out of the scope of this CRP session and is being analyze separately 
by the EDI team. 


 The use of Service Level Agreements will guide interaction between agencies and OSS. 


Process Impact Summary: 


Configuration Impacts: 


 A default speed chart will be setup to enable voucher processors to code the vouchers with default 
accounting codes. The speed chart must be able to clear combo edit successfully and route through 
workflow for approval. 


 Changes to the current AP – workflow process such as dollar based threshold levels at each approval 
level are necessary to enhance OAKS functionality. 


 Additional approval levels will be configured to accommodate moving the manual approval process 
online. Most agencies have at least one level of „OK To Pay‟ approval outside of OAKS. 


 New roles will be setup and security access will be defined for OSS voucher processors and approvers. 


 A default Origin code will be defined for the Shared Service center. All OSS voucher processors will have 
the same Origin code. 


Conversion Impacts:  


 Current external interfaces in AP like EDI and Interface from HCM will continue to be processed in the 
future. Since these processes are already automated, there is no data conversion impact observed. 


Report Impacts: 


 None 


Interface Impacts: 


 As discussed during the Managing Invoices CRP, OCR technology will be considered to automate the 
process of loading invoices to OAKS. The OCR technology that will be used is yet to be determined. At 
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this point, a custom interface is envisioned to be created to load the scanned invoice data provided by the 
Managed Service Provider (MSP) into the voucher staging tables for building vouchers. Existing voucher 
loading interfaces can be used if the format of the input data file provided by the Manages Service 
Provider (MSP) is similar to the existing file load formats.  


 All current interfaces to OAKS, such as the EDI and HCM interfaces, are expected to remain the same. 


Batch Program Impacts: 


 Existing workflow approval batch process will run the same as before. No Batch program impacts are 
observed. 


Online Impacts: 


 An online customization to the „Add Voucher‟ page will enable the voucher processor at the OSS to key in 
the origin for the invoice at the time of voucher creation. This origin will override the origin from the 
voucher processor user preferences, and will be used to route the approval workflow.  


 A customization will be needed to ensure that dummy account codes from the default speed chart are 
changed at the first level of voucher approval by the agency fiscal staff, and validation checks need to be 
enforced so as not to allow the dummy codes to flow through to GL. 


System Performance Impacts:  


 No system performance impacts are observed. 


Security Impacts: 


 New roles need to be setup and security access needs to be defined for OSS voucher processors and 
approvers. 


 Fiscal staffs at the agencies in charge of coding need to be setup as first level approvers in OAKS and 
given suitable security access. 


Audit Impacts: 


 Voucher approval workflow process maintains the track history of approvals and user updates. Any 
online and workflow customizations or enhancements should not impact this functionality. 


Technical Impacts: 


 Scanning devices, document storage and OCR technology will be determined and procured. This has an 
impact on how invoices are imaged and stored, as well as how the automation of voucher creation using 
OCR technology will work. The Enabling Technology team is currently working on determining and 
procuring the right hardware and software involved. 


Workflow Impacts: 


 Current Voucher Approval Workflow will be enhanced to enable dollar based approval thresholds at each 
approval level. Standardized dollar based approval limits will be determined for each approval level. 
Dollar based approval limits are standardized for all agencies. 


 Most agencies have at least one level of manual approval that they do outside of OAKS. As discussed 
during the CRP, this one level of manual approval process is being considered for online implementation. 
This will enable the first level voucher approver to put in „Okay to pay‟ approval in the comments field 
when approving vouchers. Possible issues here are: a) the current manual „Okay to Pay‟ approvers 
might not be currently setup for OAKS access, and b) the approvers saying „Okay to Pay‟ may not know 
the account coding for the invoice. 


 Persons who do fiscal coding at the agencies will be setup as first level approvers in the workflow. 


 As discussed in the CRP, current workflow customization that does not allow the person who created or 
last edited the voucher to approve the voucher will be maintained. This provides an extra level of control 
on the approval process. 


 All OBM approval denials will flow back to OSS. OSS is in charge of fixing the issue in coordination with 
the agencies. 
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Application Impacts: 


 None 


Policy Impacts: 


 Policy change might be needed to remove the Last Receipt date usage. 


Procedure Impacts: 


 TBD
1
 


Labor Contract Impacts: 


 TBD
1
 


Directive  Impacts: 


 TBD
1
 


OAC  Impacts: 


 TBD
1
 


ORC  Impacts: 


 TBD
1
 


Change Management Impacts: 


 OSS voucher processors will be trained on which origins to use for the invoices they are keying in at the 
OSS. 


 Fiscal staff in charge of coding the vouchers will now be setup as first level approvers in OAKS. In some 
cases they might not be current users of OAKS, which might necessitate OAKS usage training for them. 


 Any process changes will need to be communicated and included in the training material. 
 


Major Inputs & Outputs: 


Major Inputs: 


Description Status Type Source Change 


Dollar based approval workflow 
changes 


New Workflow Role - Approver Yes 


Online customization – to give ability to 
enter origins in the Add voucher page, 
that will be used to route the approval 
workflow 


New Online – Page 
and 
Peoplecode 


Role – Voucher 
processor 


Yes 


 


Major Outputs: 


Description Status Type Source Change 


     


     


 
 


Outstanding Items 


 Points of contact that do fiscal coding on the vouchers at the agencies need to be determined. These 
fiscal staff will be setup as first level approvers in OAKS. 
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 Dollar based thresholds need to be determined and standardized across agencies.  


 Decision on changes to OBM Pre-audit approvals need to be made. This decision will have a significant 
impact on how the approval workflow will be designed. 


 As discussed in CRP, the process of automated creation of vouchers using Optical character recognition 
(OCR) technology where vouchers are directly loaded in to OAKS after scanning is dependant on the 
OCR solution provided by the Managed service provider (MSP). 


 The functionality that will give the voucher processors the ability to pull up scanned invoices when 
entering vouchers is dependant on the scanning and document storage technology that will be used. The 
design process for this customization can only be done after determining the scanning and document 
storage technology to be used. 


 A formal approach needs to be developed to help OSS voucher processors determine the Origins on the 
incoming invoices, for agencies that use multiple Origins to key in vouchers like EPA, DMR, BWC, DMH 
and DOH. 


 
 


 
 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


TBD
1  


- “None” was identified when submitted to the State prior to August 22, 2008; on August 26, 2008, the State 


requested the “None” be updated to “TBD” in this deliverable document. 
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Sub-process Design Overview 
This design reflects the creation and approval of debit vouchers for purchases not supported by a 
Purchase Order (PO).  This design addresses both the processing of Non-PO vouchers with invoices as 
well as Non-PO vouchers without invoices. When no invoice is available, agencies will submit a Manual 
Payment Request form to OSS.  This form contains all information necessary for OSS to create the 
voucher.  Based on invoices and Manual Payment Request forms received at OSS, a voucher processor 
will create the voucher in OAKS and the invoice or form as well as any supporting documentation will be 
attached to the voucher.  The voucher will then be coded using a default or dummy account coding in 
order to route the voucher to the appropriate agency based on origin and business unit.  The agency 
contact will then apply the correct account coding for that voucher, and it will be routed for agency 
approval as well as budget and threshold check.  Based on the account code and/or dollar thresholds, the 
voucher may also be routed to OBM/OSS for approval.  
 


Key Assumptions 
 Non-PO voucher processing is an exception based process and will only be needed for those 


transactions in which POs and P-Cards cannot be used. 


 For vendors not setup in OAKS, vendor setup and/or maintenance will occur in Maintain Vendor 
Master sub-process. 


Key Changes 
The new design reflects the following key changes:   
 


1. Agencies submit Manual Payment Request Form to OSS 
For payments that do not have an invoice (e.g. services without an invoice, postage, lien releases, 
registration fees, court ordered settlements, periodical/journal subscriptions, tuition 
reimbursements) agencies will submit this form to OSS to create a Non-PO voucher and process 
the payment.  The form will be available centrally for all agencies to access through the OBM 
website, to fill out and then fax or email to OSS for processing.  The Manual Payment Request 
form will be treated like an invoice for the purpose of creating the Non-PO voucher and will 
contain all necessary information. 
 


2. Imaging and attaching of invoice and supporting documentation 
Invoices will be imaged and attached to Non-PO vouchers. Supporting documentation required 
for vouchers will be imaged/scanned and then attached to the voucher within OAKS near-time. 
Three methods of imaging/attachment are available, and the first is preferred:  


a. If the documentation is in electronic format, attach to the voucher 


b. If the documentation is in paper format,  


 Scan, and then attach to voucher 


 Fax or mail to the Managed Service Provider (MSP) with a transaction cover 
sheet, for imaging/attachment to the voucher.  


c. If the supporting documentation is high-volume, it can be mailed, faxed, or e-mailed along 
with a cover sheet to the MSP for imagining/attachment 


3. OSS creates voucher with dummy account codes or default speedcharts 
OSS will create a voucher using dummy account coding or default speedchart keys for each 
agency for processing Non-PO invoices.  The speedchart must be able to clear combo edit 
successfully and route through workflow for approval.  The default account coding will consist of 







FIN20-25_Process Non-PO Vouchers_v1 Draft for Discussion Purposes Only Page 6 of 16 
10/1/2008,7:35:39 PM 


 


the mandatory chart fields including fund, Appropriation Line Item (ALI), Department, Account, 
and Program.   
 


4. Agency to correct default or dummy account coding and approve payment 
The AP workflow will route the vouchers to the corresponding agency (using origin and business 
unit) to correct the account coding and approve the voucher for payment. 
 


5. Detailed transaction reporting 
Reports will be created to allow agencies to initiate federal draw downs as well as correct cash, 
appropriation or allotment issues. 
 


Key Benefits 
 
The team identified and validated the following benefits during Client Advisory Team (CAT) Design 
Sessions, Conference Room Pilots (CRPs), CAT Validation Sessions, and several ad hoc working 
sessions with the Ohio Shared Services:  
 


 Supporting documentation will be imaged and attached to the appropriate voucher and approval will 
be documented in the system to facilitate the review, approval, and audit processes 


 Process will be in place for payments that are not associated with a PO, do not have an invoice, or 
cannot be paid with a P-Card 
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Sub-process Flow   
 
The team developed the following business process flow during CAT Design sessions and refined it through feedback received during CAT, CRP Sessions and 
CAT Validation Sessions. The technology and software enhancements to support this process are identified in the High-level Activity Narratives under the Notes 
column, and correspond to the Business Technology Requirements and Software Gap Analysis Results sections.   
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High-level Activity Narrative 
Su 


 FIN20-25: Process Non-PO Vouchers 


Activity 
(Box #) 


Activity Name 
Responsible 


Function 
Responsible 


Role 
Summary Activity Description 


Notes 


1 Submit 
Manual 
Payment 
Request form 


Agency  Fiscal 
Office 


For purchases without an invoice, 
agencies will initiate the payment 
process by filling out a Manual 
Payment Request form. The 
information needed within the form is: 
agency name/business unit, agency 
contact name, vendor number/tax ID, 
vendor name, location, remittance 
address, amount, payment terms, 
payment handling, contract number (if 
applicable), item description, quantity, 
unit of measure, unit price, and 
payment message. The form will be 
located in a centralized location for all 
agencies to access.  When completed, 
the agencies will submit the form to the 
OSS for imaging, processing, and 
storage. 


Open item 
#169 


2 Monitor 
worklist for 
invoices (in 
OAKS) 


OSS Non-PO 
Voucher 


Clerk 


Non-PO voucher clerk will monitor the 
worklist, generated by a new custom 
workflow, on an on-going basis to 
check for the scanned invoice worklist 
items.  Clicking on the worklist item will 
launch the voucher entry page and 
default information (e.g. business unit, 
invoice date, invoice number, vendor 
name, and total amount) will populate 
on the voucher page. 


[BTR #58, 
Gap 75, 
Gap 105, 
Gap 106, 
Gap 108] 
 
Open item 
#223 


3 Create 
voucher (in 
OAKS) 


OSS  Non-PO 
Voucher 


Clerk 


Non-PO voucher clerk will enter the 
correct origin and additional 
information on the voucher in OAKS 
based on the invoice image.  


[BTR #32, 
Gap 71] 


4 Populate with 
dummy 
account codes 
and save 
voucher (in 
OAKS) 


OSS  Non-PO 
Voucher 


Clerk 


The Non-PO voucher clerk will use the 
dummy account coding or default 
speedchart for the specific agency.  
The chartfield string must contain the 
Fund, ALI, Department, Account, and 
Program.  The voucher will route to the 
appropriate agency approver‟s worklist 
based on the business unit and origin.  


[BTR# 44, 
Gap 73], 
[BTR# 59, 
Gap 76] 


5 Correct 
account codes 
and validate 
voucher (in 
OAKS) 


Agency OSS 
Contact 


The agency OSS contact will click on a 
voucher worklist item to launch the 
voucher approval page from where 
they can access voucher entry pages.  
The agency OSS contact will review 
and correct the chartfield string and 


[BTR #4, 
Gap 67], 
[BTR #66, 
Gap 84],  
[BTR #45, 
Gap 74] 
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 FIN20-25: Process Non-PO Vouchers 


Activity 
(Box #) 


Activity Name 
Responsible 


Function 
Responsible 


Role 
Summary Activity Description 


Notes 


validate other voucher information.  
After edits are complete, the agency 
OSS contact will save the voucher.  
The voucher will then be routed to the 
next level of approval.  Depending on 
the agency‟s requirements, there could 
be further levels of approval.  For ISTV 
related vouchers, the approver will 
need to validate account coding, but 
will not need to update. 


6 Attach 
supporting 
document-
ation if 
necessary 


Agency Approver The agency approver will be able to 
add additional supporting 
documentation to the voucher if 
necessary.  The documentation will be 
scanned and uploaded to the Managed 
Service Provider‟s (MSP) server.    


[BTR #58, 
Gap 75, 
105, 106, 
108] 
 
Open item 
#222 


7 Determine 
approval of 
voucher (in 
OAKS) 


Agency  Approver Dollar based thresholds will be 
established for the voucher approval 
workflow. There will be up to 5 levels 
of approval: 


 Fiscal staff – to correct account 
coding 


 Agency approver 1 - <$5000 


 Agency approver 2 - $5000 to 
$25000 


 Agency approver 3 - >$25000 


 OBM approval - pre-audit approval 


Some agencies can have one person 
with multiple levels of approval roles. 


[BTR #4, 
Gap 67], 
[BTR #45, 
Gap 74], 
BTR #66, 
Open item 
#219, Open 
item #220 


8 Determine if 
OBM/OSS 
approval 
needed (in 
OAKS) 


OBM/OSS State 
Accounting 


Clerk 


Once the voucher is approved by the 
agency, the voucher will be routed 
automatically to OBM/OSS for further 
approval based on the dollar amount 
and/or account code.  


[BTR #4, 
Gap 67], 
[BTR #45, 
Gap 74], 
BTR #66 


9 Review 
voucher and 
determine 
approval (in 
OAKS) 


OBM/OSS  State 
Accounting 


Clerk 


The OBM/OSS clerk will click on a 
voucher worklist item to launch the 
voucher approval page.  The clerk will 
review the voucher for validity and 
completeness.  If the OBM/OSS clerk 
denies the voucher, the Non-PO 
voucher clerk who created the voucher 
is notified of the reason(s) for denial 
and it is routed back to the OSS via 
workflow. If the OBM/OSS approver 
approves the voucher, the voucher is 


[BTR #4, 
Gap 67], 
[BTR 
#45,Gap 
74], BTR 
#66  
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 FIN20-25: Process Non-PO Vouchers 


Activity 
(Box #) 


Activity Name 
Responsible 


Function 
Responsible 


Role 
Summary Activity Description 


Notes 


finalized and ready for budget and 
threshold checks. 


10 Determine if 
errors can be 
resolved 


OSS Non-PO 
Voucher 


Clerk 


The Non-PO voucher clerk will read 
the reasons for denial and will work 
with agency and/or vendor to resolve 
the errors.  If the errors are resolved, 
the Non-PO voucher clerk will route 
the voucher back to the agency for 
review and approval.  If the errors are 
not resolved, the voucher will be 
maintained as appropriate (i.e. deleted 
or closed). 


 


11 Perform 
budget and 
threshold 
checks (in 
OAKS) 


OSS  Non-PO 
Voucher 


Clerk 


Once OBM/OSS approves the voucher 
or the agency has approved the 
voucher, the voucher goes through 
budget and threshold checks in OAKS. 


 


12 Determine if 
budget or 
threshold 
issues exist 


OSS  Non-PO 
Voucher 


Clerk 


There may be issues related to budget 
or threshold and the voucher will not 
be processed for payment until the 
errors are resolved. If no errors exist, 
the voucher is scheduled for payment. 


 


13 Notify agency 
to resolve 
budget and/or 
threshold 
issues 


OSS Non-PO 
Voucher 


Clerk 


The Non-PO voucher clerk will notify 
the agency OSS contact if the voucher 
does not pass budget and/or threshold 
checks.   


[BTR 
#58,Gap 
75, Gap 
105, Gap 
106, Gap 
108] 


14 Correct 
budget and/or 
threshold 
issues 


Agency OSS  
Contact 


The agency OSS contact will work with 
fiscal staff to correct the budget and/or 
threshold issues. 


 


15 Determine if 
budget and/or 
threshold 
issues 
resolved 
within agency 


Agency OSS  
Contact 


If the budget and/or threshold issues 
are resolved, the agency will resubmit 
the voucher for budget and threshold 
checks in OAKS.  If the budget and/or 
threshold issues are not resolved, the 
voucher will be maintained as 
appropriate (i.e. deleted or closed).   


 


16 Post voucher 
to AP sub-
ledger 


OSS Non-PO 
Voucher 


Clerk 


OAKS will automatically post the PO 
vouchers to the AP sub-ledger in a 
batch process. 


 


17 Determine if 
an ISTV 
payment 


OSS Non-PO 
Voucher 


Clerk 


Based on bank account and payment 
method, OAKS determines if 
transaction is an ISTV payment or not.   


 


> 
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Process Impact Summary 
 
The team identified the following impacts as part of the CRPs and ongoing OSS team working sessions: 


 


Configuration Impacts 


 A default speedchart per agency will be setup to enable voucher processors to code the vouchers 
with default account coding. The speedchart must be able to clear combo edits successfully and route 
through workflow for approval. For additional details please refer to BTR #44. 


 A default Origin code will be defined for OSS. All OSS voucher processors will be configured to have 
this as their default Origin code. For additional details please refer to BTR #69. 


   


Conversion Impacts 


 TBD
1
 


 


Report Impacts      


 Payment of Non-PO vouchers that are related to federal funds drawdown was one of the issues that 
came out of the CRP. Agencies had a concern on how they will know ahead of time to request federal 
funds to pay the vouchers if the OSS is going to key in the vouchers. Advocating „Net30‟ as the 
preferred payment term for all Non-PO vouchers provided a good resolution to this issue. This results 
in new reporting requirements to provide the agencies on a daily basis the list of Non-PO vouchers 
with associated federal funds and their scheduled payment date. This will enable the agencies to 
check the reports on a daily basis and determine federal funds needed ahead of time. For additional 
details please refer to BTR #68. 


 


Interface Impacts 


 There will be a need to build a custom interface to load the scanned invoice data provided by the 
MSP into OAKS for creating vouchers.  For additional details please refer to BTR # 58.  


 The data load file provided by the MSP contains the scanned invoice data. There is a data conversion 
need to convert this data to an OAKS acceptable data format. The data conversion will be handled by 
the custom interface that will be developed to load the data file from the MSP into OAKS. For 
additional details, please refer to BTR #58. 


     


Batch Program Impacts 


 A new batch job is needed for the new custom interface that loads the data from the MSP to OAKS. 
The run frequency for the batch job will be determined at a later point after the data load frequency 
from the MSP has been identified. For additional details refer to BTR #58. 
   


Online Impacts 


 An online customization to the „Add Voucher‟ page will enable the voucher processor at the OSS to 
key in the origin for the invoice at the time of voucher creation. This origin will override the origin from 
the voucher processor user preference and will be used to route the approval workflow. For additional 
details please refer to BTR #32.  


 A customization will be needed to ensure that dummy account coding from the default speedchart are 
changed at the first level of voucher approval by the agency, and validation checks need to be 
enforced so as not to allow the dummy account coding to flow through to GL. For additional details 
please refer to BTR #59.  
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System Performance Impacts  


 Any potential system performance issue related to existing AP workflow enhancements and new 
custom interfaces will be identified and resolved during performance testing.   
 


Security Impacts 


 New roles and route control profiles need to be set up for the proposed AP workflow enhancements. 
Fiscal staff at the agencies that will correct account coding will be set up as first level voucher 
approvers in OAKS and given suitable security access.  For additional details refer to BTR #45. 


 Existing roles and route control profiles may potentially be modified to meet the needs for the 
proposed AP workflow enhancements.  For additional details please refer to BTR #45. 


 


Audit Impacts 


 Currently, the voucher approval workflow process maintains the history of approvals and user 
updates.  New online and workflow customizations or enhancements should ensure that the existing 
functionality is carried forward and approval history and user updates are tracked.  For additional 
details please refer to BTR #2. 
 


Technical Impacts 


 Scanning devices, document storage and optical character recognition (OCR) technology will be 
determined and procured. This has an impact on how invoices are imaged and stored, as well as how 
the automation of voucher creation using OCR technology will work. The Enabling Technology team 
is currently working on determining and procuring the right hardware and software involved.  There is 
a Request For Proposal (RFP) being published for selecting the appropriate MSP.  


 


Workflow Impacts 


 Current voucher approval workflow will be enhanced to enable dollar based approval thresholds at 
each approval level.  Standardized dollar based approval limits will be determined for each approval 
level. Dollar based approval limits are standardized for all agencies.  For additional details please 
refer to BTR #4. 


 One additional approval level will be configured to accommodate moving the manual approval 
process online. Most agencies have at least one level of „OK To Pay‟ approval outside of OAKS. As 
discussed during the CRP, this one level of manual approval process is being considered for online 
implementation.  This will enable the first level voucher approver to put in „Okay To Pay‟ approval in 
the comments field when approving vouchers.  Possible issues here are: a) the current manual „Okay 
To Pay‟ approvers might not be currently setup for OAKS access, and b) the approvers saying „Okay 
To Pay‟ may not know the account coding for the invoice. 


 Persons who correct account coding at the agencies will be set up as first level approvers in the 
voucher workflow. 


 The proposed approval levels and their dollar thresholds are assumed to be standard for all agencies. 
The proposed levels and dollar thresholds are as below: 


 Fiscal staff – to correct account coding 
 Agency approver 1 - <$5000 
 Agency approver 2 - $5000 to $25000 
 Agency approver 3 - >$25000 
 OBM approval - pre-audit approval 


      For additional details please refer to BTR #45. 


 Depending on the preference of each agency, the voucher approval workflow will be set up such that 
agencies can opt to utilize each level of approval or have a single level of approval. For example, a 
voucher of >$25,000 will flow through 3 levels of agency approvals, and possibly through OBM/OSS 
approval depending on the pre-audit account code.  Agencies that do not want to utilize every 
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approval level can opt to have the voucher go through the relevant approval level (in this example 
level 3 approval) and OBM/OSS approval depending on the account code.     


 Current workflow customization does not allow the person who created or last edited the voucher to 
approve the voucher. This provides an extra level of control in the approval process. 


 All OBM workflow denials will flow back to OSS. OSS is in charge of correcting the issue in 
coordination with the agencies. 


 


Application Impacts 


 TBD
1
 


 


Policy/Directive Impacts2 


 Policy changes may be needed to remove the Last Receipt date customization in OAKS.  For 
additional details please refer to BTR #36. 


 There will be an impact to the elimination of OBM pre-audit voucher approval based on account code 
policy.  This will require a change in OBM requirements to shift to a "post audit" environment and 
expedite voucher processing. 


 Procedures will be defined for agencies to access telecommunication invoices paid by OSS that meet 
current OIT policy requirements. 


 


Procedure Impacts 


 There are potential procedure impacts involved in giving some agencies the choice to do self 
approval of vouchers. Currently the system limits the agency approvers from approving vouchers that 
they have edited.  For additional details please refer to BTR #66. 


 A procedure will be created to process payment for goods and services with no invoice. 
 


Labor Contract Impacts 


 TBD
1
 


 


Directive Impacts 


 TBD
1
 


 


OAC (Ohio Administrative Code) Impacts 


 TBD
1
 


 


ORC (Ohio Revised Code) Impacts 


 TBD
1
 


 


Change Management Impacts 


 OSS voucher processors will be trained to correctly select which origins to use during voucher 
creation. Coding origins on vouchers correctly allows for routing to agencies within OAKS, so it will be 
a training item for OSS staff. 


 Fiscal staff that will perform account coding will be set up as first level approvers in OAKS.  They may 
need OAKS training.   


 Process changes involving AP approval workflow changes and processing of invoices that are 
scanned and imaged into OAKS from the MSP will have to be communicated to agencies involved in 
OSS and included in the training material. 
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Additional impacts, if any, are expected to be discussed prior to the Build phase and will be incorporated 
into this document upon completion. 


 


Key Inputs and Outputs   
 
The team identified the following inputs and outputs during the CRP sessions:  
 


Inputs  


Description Status Type Source Change 


Dollar based approval workflow changes New Workflow Role - Approver Yes 


Online customization – to give ability to 
enter origins in the Add voucher page that 
will be used to route the approval 
workflow. A lookup will be provided to filter 
the origins based on the agency business 
unit 


New Online – Page and 
Peoplecode 


Role – Voucher 
processor 


Yes 


New interface to load scanned invoice 
from Managed Service Provider to OAKS 


New Interface Role – Managed 
Service Provider 


Yes 


Manual Payment Request Form used to 
initiate payments for purchases that do 
not have an invoice (e.g. postage). 


New Manual form Role – Agency 
Fiscal Office 


Yes 


 


Outputs 


Description Status Type Source Change 


N/A N/A N/A N/A N/A 


 


Open Items 


CRP-specific Open Items 


 
At the time of submission of the standalone CRP Summary deliverables, the following „open items‟ were 
captured.  Resolution is in progress and should be resolved prior to the build phase.   


 


 Decision on changes to OBM pre-audit approvals need to be made. This decision will have a 
significant impact on how the approval workflow will be designed. 


 A formal approach needs to be developed to help OSS voucher processors determine the Origins on 
the incoming invoices for agencies that use multiple Origins to key in vouchers like EPA, DMR, BWC, 
DMH and DOH. 


 Detailed reporting requirements will be gathered for the design of federal fund draw down reports that 
will enable agencies to determine federal fund needs ahead of time. Some of the possible details 
needed are: grant number, voucher number, vendor id, vendor name, gross amount, payment terms 
and scheduled payment date. Additional details to be captured in coordination with the R2R team. 


 Some of the delivered reports: open liabilities report, open liabilities reconciliation report, scheduled 
payment report, payment forecasting report and custom reports: expenditure report and aging invoice 
report will be enhanced or new reports developed to meet OSS and management reporting needs. 
Additional details to be captured in coordination with the R2R team. 


 
These items will be resolved as a part of the build phase: 
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 Points of contact at the agencies to help correct account coding on the vouchers need to be 
determined. These staff members will be setup as first level approvers in OAKS.  


 


General Open Items 
 
At the time of submission, the following general „open items‟ were captured within the “Open Items” Log 
maintained by the Finance Process Design Team. However, as the design phase and build phase ensue, 
the team will continue to identify, document, track, and resolve new open items related to this sub-
process.  
 
Item 


# 
Priority Description Identified by 


Date 
Submitted 


Assigned 
Team 


Assigned 
Owner 


169 Build 


Determine what information will be required 
from the agencies when filling out the 
Manual Payment Request Form.  Determine 
who at the agency can submit these forms. 


    


219 Design 
Determine dollar based thresholds for 
voucher approval and standardization across 
agencies 


    


220 Design 
Determine voucher approval levels needed 
for each participating agency  


    


222 Build 
How is the supporting information 
submitted/attached to existing vouchers? 


    


223 Build 
How will the worklist monitoring work for 
scanned images? 


    


 


Priority refers to the project phase in which closure or resolution is anticipated of the identified open item.
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Endnotes 
                                                      
1
 “None” was identified in the corresponding standalone CRP Summary final deliverables submitted to the State prior 


to August 22, 2008; on August 26, 2008, the State requested the “None” be updated to “TBD” in this packet.
  


2
 Policy and Directive Impacts are tracked in the “Policy Issue” Log maintained by the Finance Process 


Design Team
.
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Business Process Overview: 
Purchase Order (PO) voucher processing involves creation of a PO voucher using receipts, running the 
matching batch process, match exception routing and resolution, and OBM approval and budget checking.  


Objective: Gather requirements to facilitate the design of PO voucher processes. Focus on creation of PO 
based vouchers using receipts. Validate the match rules, match exception routings, and document gaps for 
future state match exception notification - process design. 


Scope: The scope of the CRP session is limited to the processing of only PO based vouchers.  


Assumptions: 


 PO vouchers are the preferred way to enter vouchers. 


 80% of the vouchers processed will be created from purchase orders. 


 Receiving and 3-way matching will be required on all PO based vouchers. 


 PO vouchers are created using the copy from „PO Receipts‟ option rather than „Purchase Order Only‟ 
option in the future. 


 All online customizations related to OSS, will be specific to only the piloting agencies. This includes the 
configuration of the new match exception notification process at the OSS. 


 The potential elimination of „Last Receipt Date‟ customization will be researched. 


 OBM pre-audit approvals will be changed if possible. 


 To resolve match exceptions, each agency will have a designated point of contact. 


 OSS is responsible for resolving all match exceptions in coordination with the agency point of contact. 


 All OSS voucher processors will have a common default origin code. 


 Service Level Agreements will guide interaction between agencies and OSS. 


Process Impact Summary: 


Configuration Impacts: 


 Business Units at PO level will be updated to default to „Receiving Required‟. This default configuration 
can be overridden at the point of PO creation of needed. For example: PO‟s for grants. 


 Match exception notification – workflow process needs to be configured and turned on. 


 Match exception rules and routings need to be configured, to enable all match exception notifications to 
go to the voucher creator at the OSS. 


 New run controls need to be defined for matching notification workflow batch. This is only specific to the 
piloting agencies. 


 A default origin code needs to be defined for the OSS.  


 New roles need to be setup and security access needs to be defined for voucher processors and 
approvers at the OSS. 


Conversion Impacts:  


 Implementation of match exception notification workflow will have an impact on the existing vouchers 
that are in „Match ready‟ or „Exception‟ status. Since exception notifications will be sent to the worklist of 
voucher processors at OSS, all existing vouchers must be moved to „Matched‟ status before 
implementing the new match exception notification workflow. 


Report Impacts 


 Payment of PO vouchers that are related to federal funds drawdown is one of the issues that came out of 
CRP. Agencies have a concern on how they will know in advance to request for federal funds to pay the 
vouchers if the OSS is going to key in the vouchers. Advocating „Net30‟ as the preferred payment term 
for all PO vouchers provides a good resolution to this issue. This results in new reporting requirements, to 
provide the agencies on a daily basis the list of PO vouchers with associated federal funds and their 
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scheduled payment date. This will enable the agencies to check the reports on a daily basis and 
determine federal funds needed ahead of time.  


Interface Impacts: 


 None 


Batch Program Impacts: 


 The application engine „MTCH_ERR_WF‟ for processing match exception notifications must be triggered 
along with the „AP_Matching‟ process. This process must be setup in the batch with the same frequency 
as the „AP_Matching‟ process. 


  New run controls will be defined for the „MTCH_ERR_WF‟ process to trigger for only the piloting 
agencies. This is a delivered process and will to be turned on. 


 Alternatively existing „AP_Matching‟ batch job will be updated to remove the run controls of the piloting 
agencies, and use the delivered PSJob – „MTCHWF‟ for the piloting agencies as this PSJob kicks of both 
„AP_Matching‟ and „MTCH_ERR_WF‟ processes for the piloting agencies. 


Online Impacts: 


 None 


System Performance Impacts:  


 The addition of the new „MTCH_ERR_WF‟ match exception workflow process might impact the existing 
batch process schedule. 


Security Impacts: 


 Security will be enabled so that all voucher processors at the OSS have access to their work list. 


 New roles need to be setup and security access will be defined for OSS voucher processors and 
approvers. 


Audit Impacts: 


 TBD
1
 


Technical Impacts: 


 TBD
1
 


Workflow Impacts 


 MTCH_ERR_WF application engine will trigger the match exception notification workflow for vouchers 
that encounter match exception. 


Application Impacts: 


 TBD
1
 


Policy Impacts: 


 A policy change will be needed to mandate receiving as required for all PO vouchers. 


 A policy change will be needed to remove the last receipt date usage. 


Change Management Impacts: 


 There is a training need to educate the voucher processors at the OSS on how to check for match 
exception notifications in their worklists. 


 Protocol needs to be defined for the communication channel between the OSS voucher processors and 
agency contacts to resolve match exceptions. 
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Outstanding Items 


 Detailed reporting requirements will be gathered for the design of federal fund draw down reports that will 
enable agencies to determine federal fund needs ahead of time. Some of the possible details needed 
are: grant number, voucher number, vendor id, vendor name, gross amount, payment terms and 
scheduled payment date. Additional details to be captured in coordination with the R2R team. 


 A point of contact at each agency will be identified for resolution of match exceptions. 


 How are receipt numbers and PO numbers conveyed to the SSC voucher processors that will help them 
identify the receipt numbers or PO numbers to be associated to the invoices when creating vouchers? 


 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


TBD
1  


- “None” was identified when submitted to the State prior to August 22, 2008; on August 26, 2008, the State 


requested the “None” be updated to “TBD” in this deliverable document. 
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Clerk
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OBM 
approval 
needed?
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FIN2090: 
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Card 
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No
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Business Process Overview: 
The Reporting & Inquiries business process involves the frequently used reports in AP and the inquiry 
screens within OAKS that serve as valuable tools for researching information by AP processors. 


Objective: Gather requirements to identify and document AP reports and inquiry needs from an OSS 
standpoint. Document:  


 An understanding of the current state utilization of OAKS reports and inquiries. 
 Identify gaps in the current AP reporting and inquiry functionality.  
 New reporting requirements and OAKS online security needs on Reporting and Inquiries from an 


OSS perspective.  


Scope: The scope of the CRP discussion is limited to currently delivered or customized reports and inquiry 
functionality in PeopleSoft AP within OAKS. Cognos reports are not covered as part of this CRP and will be 
analyzed separately by the R2R team. 


Assumptions: 


 The CRP covers only AP reporting from an OAKS standpoint and relevant summary results will feed into 
R2R CRP results. 


 Reporting requirements for OSS are being gathered by the R2R team. 


 Service Level Agreements will be used to manage expectations and guide interaction between the 
agencies and OSS. 


Process Impact Summary: 


Configuration Impacts: 


 New run controls will be defined for any of the current vanilla reports that we plan on activating for the 
OSS, such as the Open Liability Report, Open Liability Reconciliation report etc. 


Conversion Impacts:  


 None 


Report Impacts 


 The expenditure report, XXXXX, is a custom report that is currently being used by most of the agencies. 
This provides generic information on vouchers that have been paid and is also used by agencies to track 
federal funds. Going forward, this report will be needed at the OSS by both voucher processors and 
approvers. 


 The aging invoice report, XXXXX, is a custom report that provides the list of vouchers waiting to be paid, 
having crossed a specific aging time limit. It also provides their aging metrics. The report will be needed 
at the OSS with access to all voucher processors and approvers. 


 The posted voucher listing report, XXXXX, is a delivered report that lists all posted vouchers for a given 
„Business Unit‟ and date range. None of the agencies currently use this report. They use online inquiry 
screens to research this information. This report is probably not needed at the OSS 


 The pen liabilities report, XXXXX, is a delivered report that lists all open liabilities by „Business Unit‟. This 
report is currently vanilla and is not being used by the agencies. Agencies are interested in using the 
report if open liabilities data can be extracted by business unit and account code. 


 The open liability reconciliation report, XXXXX, is a delivered report that compares AP open liability 
balance against GL open liability balance. Agencies currently do not use this report as most do not have 
security enabled for accessing this report. The agencies will consider the idea of using this report if it can 
be enhanced to meet their needs. Sufficient security needs to be enabled so that only authorized persons 
are allowed to run this report. This report might be useful for the month end closing process. 


 For the open encumbrance report, agencies are currently using a custom Cognos report, along with the 
open encumbrance report from the purchasing module. These reports must also be available to the OSS 
voucher processors and approvers. 
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Interface Impacts: 


 None 


Batch Program Impacts: 


 There is a possibility that new Batch jobs will be created for any new reports or existing reports that need 
to come out of OSS to the agencies on a regular basis.  


Online Impacts: 


 Access to all the Voucher and Payment inquiry screens should be provided to voucher processors at 
OSS and approvers at the agencies. 


 Vendor inquiry screens are currently not being extensively used by the agencies, but will be useful from 
an OSS standpoint for voucher processors to answer vendor queries. 


 If a user drills down on the payment number in the Payment inquiry screen, there is no back button 
functionality that enables a return to the home screen. Voucher inquiry screens have this functionality as 
delivered.  Agencies want the back button functionality enabled on the Payment inquiry screens. This 
would be a customization and needs to be scoped. 


System Performance Impacts:  


 The addition of new reports in to the batch schedule will necessitate changes to the current batch 
schedule and might have some performance impacts. 


Security Impacts: 


 All the reports discussed above must be security guided. Detailed security needs for the reports will be 
designed.  


 All the reports discussed above except for Open liability reconciliation report will be given access to the 
OSS voucher processor role. 


 Open liability reconciliation report will be given access only to agency voucher approvers or any new 
approver role that might be established at the OSS. 


 All voucher processor and approver roles will have access to voucher, payment and vendor inquiry 
screens in OAKS. 


Audit Impacts: 


 TBD
1
 


Technical Impacts: 


 New batch schedulers and report repositories will be needed if reporting is centralized in the future state. 


 New/Existing reporting tools will be utilized to develop the new reports. Example: Cognos, NVision. 


Workflow Impacts: 


 None 


Application Impacts: 


 TBD
1
 


Policy Impacts: 


 Policy change will be needed to enable OSS to produce and distribute core reports to the agencies. 


Procedure Impacts: 


 TBD
1
 


Labor Contract Impacts: 
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 TBD
1
 


Directive  Impacts: 


 TBD
1
 


OAC  Impacts: 


 TBD
1
 


ORC  Impacts: 


 TBD
1
 


Change Management Impacts: 


 Training needs will be identified and incorporated to the training/change management schedule for 
new/enhanced reports. 


Major Inputs & Outputs: 


Major Inputs: 


Description Status Type Source Change 


None     


     


Major Outputs: 


Description Status Type Source Change 


None     


     


 


Outstanding Items 


 Some agencies use the Expenditure report to track federal funds information. The Expenditure report 
does not always show accurate information. The report is run during or at month end. It does not show all 
journaled vouchers, as the journal generator which will post the complete information runs only at month 
close after this report is run. This issue will be fixed by the OAKS support team or scoping will be 
determined on this fix from the OSS. 


 The Open liabilities report is currently vanilla and is not being used by agencies. Agencies are interested 
in using the report if there is capability to extract open liabilities data by business unit and account code. 
Scoping will be determined on this new requirement and details will be gathered for the design. 


 Agencies want the back button functionality enabled on the Payment inquiry screens. This will be a 
customization and will be scoped. 


 
 


 
 


 


 


 


TBD
1  


- “None” was identified when submitted to the State prior to August 22, 2008; on August 26, 2008, the State 


requested the “None” be updated to “TBD” in this deliverable document. 
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Business Process Overview: 


Objective:  


Streamline current ISTV Goods and Services process by: 


 Automating the creation of Accounts Payable (AP) invoices from Accounts Receivable (AR) pending 
items.  


o Minimize manually matching items that fail payment predictor.   


 Storing backup documentation electronically to be accessed by both AR and AP entries. 
o Store backup documentation in one place.        


 Eliminating manual matching of backup documentation to the ISTV form. 


Scope: 


 Elimination of the ISTV forms. 


 Enhancement ISTV Goods and Services process statewide by automating the creation of AP 
intrastate invoices.   


 Creation of a central repository of electronic backup documentation to be available for user of the 
transactions.   


Assumptions: 


 This is a state wide initiative.  


 90% of ISTV’s are for Goods and Services (e.g. Computer services bill).    


 The ISTV form will be eliminated.   


 Improve timeliness of receipt of money.  


 AR pending item ID will match AP invoice ID minimizing manual matching. 


 AR pending item and AP voucher will contain a link to backup documentation.   


 An AP invoice will be automatically created via batch interface nightly.  


 Users will monitor interstate invoice page or quick invoice page (depending on which option is used for 
this process). 


 If using the interstate invoice page users will enter coding for each distribution line(s). 


 If using the quick invoice page users may continue to use PO’s which would have the distribution 
line(s) already established.    


 The distribution lines total must equal the total invoice amount.   


 The distribution lines can be added to further distribute invoice amounts e.g. can distribute a $100 invoice 
total into 2 lines of $50.  


 All distribution line(s) must be verified before the voucher can be created.   


 All header information can’t be changed e.g. vendor, invoice id, total amount and date.     


 Invoice status will determine if invoice will be picked up in the daily batch voucher build process.    


 Supporting documentation will be attached to AR pending items.   


 If an invoice is invalid it will be declined and a new invoice will need to be sent.   


Current Process Assumptions:    


 AP approval will follow the current process e.g. OBM will approve all vouchers except voucher with ISTV 
Xref’s values of DASB, DMHB or DRCB entries.      


 ISTV paycycle code will be GE (electronic transfer of funds, no check is cut).   


 Existing payments and settling (deposit) process will be utilized (once voucher is created there is no  
change in the payment or ISTV settlement process). 


 AR pending item must have an ISTV Xref value. 
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Process Impact Summary: 


Configuration Impacts: 


 Create a generic origin for ISTV invoices (similar to p-card origin) or use user default origin if quick 
invoice process is used (the origin has to be on the quick invoice entry page). 


 Link the Customer address to the origin.      


Conversion Impacts:  


 TBD (outstanding items may need to be converted).  Once go live any outstanding ISTV forms (invoices) 
should not be entered into AP as the pending items will automatically be created with the new process.    


Report Impacts:      


 Interface report (high level cross check data out of AR and data into AP). 


 Reconciliation report e.g. open item invoices, etc.   


Interface Impacts: 


 A custom interface will be built from AR to AP.     


Batch Program Impacts: 


 AR to AP interface will be run in batch.   


Online Impacts: 


 Quick invoice or new intrastate invoice page.     


 Invoice header information can’t be modified e.g. vendor, invoice ID, amount and date.  


 Invoice distribution line ISTV Xref field can’t be modified.   


 Online run control page(s) will be added.   
  


System Performance Impacts:  


 Additional vouchers will be processed through the voucher build increasing the run time during batch.  


 There will be possible system impact for invoices in recycle mode from interfaces and ISTV goods and 
services invoices.        


Security Impacts: 


 Additional access to existing roles for new AP pages.   


 Batch administration will have new objects to run e.g. AR interface. 


 Updated permission list for AR and AP user e.g. add and edit ability within a page.     


Audit Impacts: 


 Viewing supporting documentation in electronic format.       
  


Technical Impacts: 


 Build interstate invoice tables and pages.   


 Build custom interface from AR to AP. 


 Attach and link supporting documentation to AR pending item and AP voucher.  


 Update voucher build process to pull from invoice tables to create vouchers.   


 Create new reports.    


Workflow Impacts: 


 AP ISTV’s vouchers will be approved via the same workflow process as all other vouchers.      
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Application Impacts: 


 New AP page(s).   


Policy Impacts: 


 ISTV form will no longer be created.    


 Paying agency will pay based on the electronic supporting documentation.       


Procedure Impacts: 


 AP clerk will no longer need to create ISTV vouchers in AP.  


 Agencies will minimize time spent manually matching up items that failed Payment Predictor.   


 Billing agencies will no longer spend time matching up ISTV form to supporting documentation.  


 AR pending items and AP vouchers will contain a link to the electronic supporting documentation.  


 If using the interstate invoice page an AP clerk will complete voucher distribution line(s).    


Labor Contract Impacts: 


 TBD
1
 


Directive Impacts: 


 TBD
1
 


OAC (Ohio Administrative Code) Impacts: 


 TBD
1
 


ORC (Ohio Revised Code) Impacts: 


 TBD
1
 


Change Management Impacts: 


 Training for new processes will include:  


 Monitoring interstate invoice page. 


 Procedure to include chartfield entry. 


 Disputes resolution. 


 Running reports. 


 Verifications of interface transactions. 


 Inquiry on interstate or quick invoice tables. 


 Attaching and viewing supporting documentation.   
 


Major Inputs & Outputs: 


Major Inputs: 


Description Status Type Source Change 


Importing AR file to AP         New  Interface     OAKS Yes 


Attaching electronic file – supporting 
documentation  


        New TBD     TBD Yes 


Major Outputs: 


Description Status Type Source Change 


Extract interstate pending items from 
AR 


        New     Interface       System Yes 
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Outstanding Items 


 Investigate the use of electronic storage (document management system) for supporting documentation - 
Enabling Technologies group. 


 Utilization of PO to associate with vouchers. 


 Identify any cross reference tables needed for the interface e.g. customer table, vendor table. 


 Identify how to assign origins.  


 Identify how to attach supporting documentation to both AR and AP transactions.  


 Identify how to bring over documentation in the voucher build process.   


 Identify how an agency will know which invoices they are to process.  


 If using the quick invoice, is a customization required to lock down invoice header?   


 How will AR pending items be flagged as pulled into the invoice table?    


 How will invoice discrepancies be resolved e.g. billed to $100 when it should be for $75?  


 Identify if supporting documentation can be attached to an invoice temp table. 


 Verify that there are no directive impacts.   
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Business Process Overview: 


Objective: During the session the audience agreed that streamlining the ISTV Pass Thru Revenue process 
using intraunit journals instead of the Accounts Receivable (AR) and Accounts Payable (AP) modules 
statewide will allow for a more timely receipt of funds and consolidate backup documentation.  In addition the 
new process will resolve the current issue with CAFR with linking the revenue and expense transactions.   
Scope: This process will be used for all Pass Thru Revenues with the exception of grants. In the CRP 
session the following 2 scenarios were identified: 
1. Money owed to an agency for the sale of an item from State Surplus (DAS).  
2. Money owed to an agency for tax revenue from the Ohio Department of Taxation (TAX).    


Assumptions: 


 This is a statewide initiative.   


 Two Pass Thru Revenue scenarios identified are listed below however others may exist: 


 Scenario 1 - Sale of item 


 Scenario 2 - Tax revenue e.g. back child support and public assistance 


 For scenario 1 - Establish a process for field members in the receiving agency to obtain proper journal 
line coding for items being sent to State Surplus. 


 Field employees will complete an item turn in form and indicate on the form if cash is expected for the 
sale of the item. 


 Field employees will include correct chartfield codes for each item in which money is expected.   The 
required fields are:  Fund, Account and Department.    


 If it is unclear if money will be received, the correct coding should be added to the form.    


 The sending agency will send a copy of the form back to the receiving agency if proper coding is not 
included on the form.  This will delay the journal entry process.    


 The state agency which sells the item will run a report to determine amount (if any) that is owed to the 
receiving agency.   


 Sending agencies will deposit all external revenue into the state treasury. 


 The Sending agency will need to have sufficient appropriation (budget) to process payments to the 
receiving agency.   


 The Sending agency will enter a journal in OAKS using the receiving agency’s journal header source.  


 Back-up documentation for both sending and receiving agencies will be attached to the journal.  


 Journal workflow will be used to route the journal to the receiving agency and then to OBM for approval.  


 If the incorrect coding is given and/or entered for the ISTV intraunit journal the journal will get posted.  As 
an exception the receiving agency will enter a correction journal and indicate in the description the reason 
for the correction and reference the original journal ID and date.   


 There will be one sending and one receiving agency per journal however journals can contain more than 
one coding line for the receiving agency.   


 The journal ID will contain a prefix such as ISTV and the ISTV Xref field will be populated so the journal is 
readily identified as an intraunit journal.    


 Workflow will be used to notify the receiving agency of money owed replacing the need for the money 
owed notification letter which was sent by DAS.        


Current Process Assumptions:    


 Intraunit functionality is already setup and being used in the system.  


 Intraunit balancing lines will be excluded from selected reports as is done today. 


 As with any other journal, budget check will take place as part of the edit process.   


 Intraunit lines are balanced by fund and ISTV Xref fields.  


 Fund Affiliate shows the due to and due from fund field. 


 Oper Unit Affiliate shows the due to and due from for the ISTV Xref field.   


 XXXXXXX is the intraunit account used when the system automatically creates the journal balancing 
lines for the expense (xxxxxx) and revenue (xxxxxx) accounts.        
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Process Impact Summary: 


Configuration Impacts: 


 A source value will be added for each agency for journal workflow routing.  


Conversion Impacts:  


 TBD
1
 


Report Impacts:      


 TBD (see cash management report and detail transaction report).    


Interface Impacts: 


 TBD (there are agencies that receive outbound vouchers that could be impacted by the new process and 
could potentially create new interface needs). 


Batch Program Impacts: 


 TBD
1
 


Online Impacts: 


 The Journal Entry Page will be used to enter and edit journals.  Intraunit lines are created when the edit 
process is run.   


 Spreadsheet uploads can also be used to enter journals. Once uploaded journal edit will be run from the 
journal lines page.  


System Performance Impacts:  


 Electronic attachments.   


Security Impacts: 


 Security will remain the same in that the same people will have access to enter journals online, upload 
journals via spreadsheet upload and edit the journals.  Select people from OBM and OAKS will have 
access to post journals.    


 Users may need additional roles added e.g. voucher processor may become a journal processor.   


Audit Impacts: 


 User ID can be used to identify who entered the journal online.   


 Workflow will track the approval history.   


 Viewing supporting documentation in electronic format.       


Technical Impacts: 


 TBD 


Workflow Impacts: 


 Intraunit journals will be routed to the receiving agency for the 1
st
 step of approval then to OBM for the 


2
nd


 step.  


 Receiving agency’s source will be used on the journal header which will route the journal to the receiving 
agency for approval.     


Application Impacts: 


 Additional journal entries in the General Ledger. 


 Reduction in transactions to AR and AP. 


Policy Impacts: 
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 The new procedure will impact all agencies that have Pass Thru Revenues.    


Procedure Impacts: 


 Data entry may be done by a different group within the agency e.g. GL Processor in lieu of Voucher 
Processor.   


 Sending agency will no longer need to create an ISTV voucher in AP, the receiving agency will no longer 
need to create a direct journal in AR and payment predictor will no longer need to be run for Pass Thru 
Revenue. 


 An intraunit journal will be created to move the cash from one fund to another.   


 Journals will be approved by the receiving agency and then approved by OBM.  


Labor Contract Impacts: 


 TBD
1
 


Directive Impacts: 


 TBD
1
 


OAC (Ohio Administrative Code) Impacts: 


 In reference to OAC 126-3-01 Prompt payment requirements, there is no impact as this code refers to 
payments based on invoices and there will not be any invoices or payments in this process.   


ORC (Ohio Revised Code) Impacts: 


 In reference to ORC 131.34 Transfer between funds or between state agencies, the wording would need 
to be changed to include this new process. The existing wording reads: 
(A) No moneys shall be transferred between funds or between state agencies on an intrastate transfer 
voucher, or by any other procedure, unless such a transfer is a payment for goods or services or unless 
such a transfer is required or authorized by law. 


Change Management Impacts: 


 Establish a process to ensure proper completion of the submission form which includes the proper 
journal coding for each item turned in.      


 Training for new process includes entering intraunit journals  


Major Inputs & Outputs: 


Major Inputs: 


Description Status Type Source Change 


Entering Journals New to some Online or 
Spreadsheet 
upload 


GL Processor Yes 


Major Outputs: 


Description Status Type Source Change 


Intraunit journal lines New to some Journal lines System Yes 


Outstanding Items 


 Investigate the use of electronic storage (document management system) for supporting documentation - 
Enabling Technologies group. 


 Determine if the outbound voucher files needs to be recreated for the Intraunit journal.    


 Verify that there are no directive impacts.   
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TBD
1  


- “None” was identified when submitted to the State prior to August 22, 2008; on August 26, 2008, the State 


requested the “None” be updated to “TBD” in this deliverable document. 
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Business Process Overview: 


Objective: The journal workflow CRP session was to capture journal approval requirements, convey 
proposed approach and present system functionality for a statewide implementation. Participants were in 
agreement with the proposed 2 level approval approach for journals created within the agencies and could 
see the value in being able to see when and by whom the journal was approved.   
Scope: Journal approval workflow will be rolled out to all agencies and all journals will be approved online. 


Assumptions: 


 Journal workflow will be used for the Actuals ledger only.  


 All online and spreadsheet journals will be approved regardless of amount. 


 The journal source will be used to route the journal entry to the appropriate approver. 


 The receiving agency source will be used for ISTV intraunit journals.    


 Each approver will be associated with one or more journal source. 


 There will be 2 levels of approval for journals created by the sending of approval within an agency.  The 
first level will be within the agency and the second level will be OBM (Office of Budget and Management). 


 There will be 1 level of approval for journals entered within OBM.  If the journal is agency related it will be 
routed to the agency for approval.   


 By default, each user that will be entering journals will have a journal source associated with their user 
preferences.   


 All workflow timeout processing is disabled as users have visibility of approvals within the system. 


 Journals will be marked as worked in the worklist when approver saves the journal with an approval 
action.    


 All worklist items are not marked as reassignable. 


 Subsystem journals will be pre-approved.   


 Approval notifications will be sent to a worklist.  Email notification will be sent to users as defined in the 
user setup and the default will be they will receive notification.  


 Ability to delete a journal is limited to select individuals within OBM.   


 User can retain the spreadsheet upload as supporting documentation for a journal that has been deleted 
although journals are not retained in the system. 


 Backup documentation will be attached to journals. 


 PeopleSoft spell check can be turned on for approval comments.     
 


Process Impact Summary: 


Configuration Impacts: 


 PeopleSoft workflow must be turned on for worklists and emails. 


 The Journal Approval Rule Set must be configured to use Route Control and to remove amount and 
quantity rules. 


 The Journal Source setup table must be populated with the Journal Approval Business Process Name 
and Approval Rule Set Name. 


 A Route Control type of source must be created. 


 A Route Control Profile must be created for every source. 


 Sources must be mapped to Agency and OBM approvers in PeopleSoft.  


 Route Control Profile for a source must be attached to the approver’s role.    


 Journal Approval Worklist Attributes must be set in PeopleSoft Application Designer for Timeout and 
Mark Worked When options.  


 The Journal Appproval Activity must be activated in PeopleSoft Application Designer. 


 User Preferences must be setup with the correct source. 
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 Additional source values will be added to the source table. 


 Electronic storage (document management system) must be enabled.   
 


Conversion Impacts:  


 TBD
1
 


Report Impacts: 


PeopleSoft delivered reports will need to be run however; no new reports will need to be created. 
Workflow Administrator Reports will be run as needed.          


 Worklist Average Reports – There are several reports listed on the report request that can be selected 
such as WFA0001 Workflow – Avg by BP/WL - Reports average processing time for all business 
processes for a given list of users, grouping then by business process and worklist.  


 Worklist Totals - count work items by status. 


Interface Impacts: 


 TBD
1
 


Batch Program Impacts: 


 TBD
1
 


Online Impacts: 


 The Online Journal Approval page will be activated as delivered.  


 Journal approver(s) will have the ability to change the Approval Action field on the Approval page. 


 The Journal Lines page will be used by GL Processor and Approver to submit a journal for approval.   


System Performance Impacts:  


 TBD
1
 


Security Impacts: 


 Approvers must be attached to sources they can approve.  This is done in PeopleSoft security by 
attaching a Route Control Profile source to an approver’s role and defining the source. 


 Journal Creators and Approvers must be given access to the approval page. 


 Only select people in OBM will have security to delete a journal.   


Audit Impacts: 


 The Journal Entry Approval page tracks the approval process. 


Technical Impacts: 


 Imaging requirements must be established.   


 Images of back-up documentation will need to be attached to the journals.   


Workflow Impacts: 


 When a Journal Entry is created, edited and is valid, the user will submit the journal for approval and a 
worklist item will be inserted into an approvers worklist. 


 When an approver denies a journal entry, an email will be sent to the prior step (originator or approver) 
of the journal entry indicating the journal was denied. 


 If an approver is the first level of approval and they approve a journal entry, a worklist item will be 
inserted into the second level approver worklist.   
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Application Impacts: 


 General Ledger 


Policy Impacts: 


 Journal approval workflow will impact all agencies.   


Procedure Impacts: 


 Currently journals are approved within the agencies manually and tracked in the system by user ID.   This 
process will be automated going forward using workflow.  Journals will automatically route to an agency 
approver then to OBM for approval.  


 GL Processors will submit journal for approval.  


 Approvers will monitor their worklists and approve/recycle/deny journals in a timely manner.      


 Attaching backup documentation to journals will impact all agencies.   Backup documentation can be 
viewed online instead of from an email.  


Labor Contract Impacts: 


 TBD
1
 


Directive Impacts: 


 TBD
1
 


OAC (Ohio Administrative Code) Impacts: 


 TBD
1
 


ORC (Ohio Revised Code) Impacts: 


 TBD
1
 


Change Management Impacts: 


 Training of new process to submit and approve journals.  


 Training on attaching backup documentation is needed.   
 


Major Inputs & Outputs: 


Major Inputs: 


Description Status Type Source Change 


Journals submitted for approval  New Workflow GL Processor  Yes 


Roles are set up New Workflow, 
Security 


Approval Roles Yes 


Approver Setup – Step 1  New Workflow Agency 
Supervisor 


Yes 


Approver Setup – Step 2 New Workflow OBM Yes 


Back-up Documentation New Soft copy 
document 


GL Processor 
or Approver 


Yes 


 


Major Outputs: 


Description Status Type Source Change 


Worklist item  New Workflow GL Processor 
or Approver 


Yes 


Attached document to journal New Linked GL Employee Yes 
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Description Status Type Source Change 


attachment 


 


Outstanding Items 


 Investigate the use of electronic storage (document management system) for supporting documentation - 
Enabling Technologies group. 
 


 


 
 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


TBD
1  


- “None” was identified when submitted to the State prior to August 22, 2008; on August 26, 2008, the State 


requested the “None” be updated to “TBD” in this deliverable document. 
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Sub-process Design Overview 
This design reflects adjustments of account distribution information on a voucher, or the 
deletions/closings of unpaid vouchers within OAKS.  Today, most agencies dedicate a person responsible 
for ongoing voucher maintenance.  The key design elements changing the current state functions, along 
with key changes and key benefits related to those changes, are captured below.  .    


Key Assumptions 
 Most voucher maintenance activities will occur as a general part of voucher processing at the Ohio 


Shared Services (OSS), but a mechanism will need to be in place for the agencies to initiate voucher 
maintenance as well. 


 Common causes for modifying/maintaining vouchers include cash issues, incorrect coding, match 
exceptions, and obsolete vendors. 


Key Changes 
The new design reflects the following key change:   
 


1. Agencies will no longer maintain vouchers 
OSS will perform all administrative activities involved with maintaining vouchers.  Agencies will be 
able to contact the OSS to initiate the voucher maintenance process. 
 


2. Imaging and attaching of supporting documentation 
Supporting documentation required for vouchers will be imaged/scanned and then attached to the 
voucher within OAKS near real time. Three methods of imaging/attachment are available, and the 
first is preferred:  


a. If the documentation is in electronic format, attach to the voucher 


b. If the documentation is in paper format,  


 Scan, and then attach to voucher 


 Fax or mail to the Managed Service Provider (MSP) with a transaction cover 
sheet, for imaging/attachment to the voucher.  


c. If the supporting documentation is high-volume, it can be mailed, faxed, or e-mailed along 
with a cover sheet to the MSP for imagining/attachment 
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Key Benefits 
 
The team identified and validated the following benefits during several ad hoc working sessions with the 
OSS team:  
 


 Reduces the administrative activities in agencies around voucher maintenance and issue resolution 


 Supporting documentation will be imaged and attached to the appropriate voucher and approval will 
be documented in the system to facilitate the review, approval, and audit processes 
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Sub-process Flow   
The team developed the following business process flow during CAT Design Sessions and refined it through feedback received during  several ad hoc working 
sessions with the OSS team. The technology and software enhancements to support this process are identified in the High-level Activity Narratives under the 
Notes column, and correspond to the Business Technology Requirements and Software Gap Analysis Results sections.  
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High-level Activity Narratives  
 


FIN20-45:  Maintain Vouchers  


Activity 
(Box #) 


Activity Name 
Responsible 


Function 
Responsible 


Role 
Summary Activity Description Notes 


1 Identify  need to 
modify voucher 
and contact 
OSS 


Agency Approver The agency approver may 
identify the need to modify a 
voucher and will contact the 
OSS via e-mail or fax.  Reasons 
for modifying a voucher include 
deleting, closing, or updating 
the voucher information. 


 


2 Identify need to 
modify voucher 


OSS PO/Non-PO 
Voucher Clerk 


The OSS voucher clerk may 
identify the need to modify a 
voucher.  Reasons for modifying 
a voucher include deleting, 
closing, or updating the voucher 
information. 


 


3 Determine if 
voucher has 
been posted (in 
OAKS) 


OSS PO/Non-PO 
Voucher Clerk 


The OSS voucher clerk will first 
determine if the voucher has 
been posted to the AP sub-
ledger. 


 


4 Determine if 
voucher has 
been paid (in 
OAKS) 


OSS PO/Non-PO 
Voucher Clerk 


After determining the voucher 
has not been posted, the OSS 
voucher clerk will search in 
OAKS to find if the voucher has 
been paid. 


 


5 Determine if 
voucher should 
be deleted 


OSS PO/Non-PO 
Voucher Clerk 


If the voucher has not been 
posted or paid, the OSS 
voucher clerk will determine if 
the voucher should be deleted, 
and will incorporate agency 
input on the decision when 
appropriate. 


 


6 Determine if 
voucher is 
matched to a 
PO (in OAKS) 


OSS PO/Non-PO 
Voucher Clerk 


If the voucher should be 
deleted, the OSS voucher clerk 
will determine if the voucher is 
matched to a PO.  For vouchers 
not matched to a PO, step 7 is 
not required. 


 


7 Un-match 
voucher (in 
OAKS) 


OSS PO/Non-PO 
Voucher Clerk 


If the voucher is matched to a 
PO, the OSS voucher clerk will 
un-match the voucher. 


 


8 Delete voucher 
(in OAKS) 


OSS PO/Non-PO 
Voucher Clerk 


The OSS voucher clerk will 
delete the voucher in OAKS.  
An automatic process will run 
upon deleting the voucher that 
will restore the funds. 
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FIN20-45:  Maintain Vouchers  


Activity 
(Box #) 


Activity Name 
Responsible 


Function 
Responsible 


Role 
Summary Activity Description Notes 


 


9 Determine if 
voucher is 
matched to a 
PO (in OAKS) 


OSS PO/Non-PO 
Voucher Clerk 


If the voucher should not be 
deleted, the OSS voucher clerk 
will determine if the voucher is 
matched to a PO.  For vouchers 
not matched to a PO, step 10 is 
not required. 


 


10 Un-match 
voucher (in 
OAKS) 


OSS PO/Non-PO 
Voucher Clerk 


If the voucher is matched to a 
PO, the OSS voucher clerk will 
un-match the voucher. 


 


11 Modify voucher 
information (in 
OAKS) 


OSS PO/Non-PO 
Voucher Clerk 


The OSS voucher clerk can 
modify information on the 
voucher.  Upon saving, the 
voucher will route through either 
PO or Non-PO voucher 
processing paths. 


 


12 Determine if 
voucher has 
been paid (in 
OAKS) 


OSS PO/Non-PO 
Voucher Clerk 


If the voucher has been posted, 
the OSS voucher clerk will 
search to find if the voucher has 
been paid. 


 


13 Put original 
voucher on hold 
(in OAKS) 


OSS PO/Non-PO 
Voucher Clerk 


If the voucher has already 
posted but has not yet been 
paid, the OSS voucher clerk will 
put the original voucher on hold.   


 


14 Determine if 
voucher is 
matched to a 
PO (in OAKS) 


OSS PO/Non-PO 
Voucher Clerk 


After putting the original 
voucher on hold, the OSS 
voucher clerk will determine if 
the voucher is matched to a PO.   


 


15 Release hold 
on original 
voucher (in 
OAKS) 


OSS PO/Non-PO 
Voucher Clerk 


If the voucher is not matched to 
a PO, the OSS voucher clerk 
will release the hold placed on 
the original voucher. 


 


16 Close voucher 
(in OAKS) 


OSS PO/Non-PO 
Voucher Clerk 


The OSS voucher clerk will 
close the voucher in OAKS.  
The next scheduled budget 
checking process will restore 
the funds. 


 


17 Release hold 
on original 
voucher (in 
OAKS) 


OSS PO/Non-PO 
Voucher Clerk 


If the voucher is matched to a 
PO, the OSS voucher clerk will 
release the hold placed on the 
original voucher. 


 


18 Create reversal 
voucher (in 
OAKS) 


OSS PO/Non-PO 
Voucher Clerk 


The OSS voucher clerk will 
create a reversal voucher to 
restore the encumbrance and 
reverse the purchase order's 
matched quantity or amount. 


[BTR #32, 
Gap 71] 
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FIN20-45:  Maintain Vouchers  


Activity 
(Box #) 


Activity Name 
Responsible 


Function 
Responsible 


Role 
Summary Activity Description Notes 


19 Create journal 
voucher (in 
OAKS) 


OSS PO/Non-PO 
Voucher Clerk 


If the voucher has been posted 
and paid, the OSS voucher 
clerk will create a journal 
voucher in OAKS to change the 
voucher‟s account distribution 
information.  


[BTR #32, 
Gap 71] 


20 Attach 
supporting 
documentation, 
if necessary (in 
OAKS) 


OSS PO/Non-PO 
Voucher Clerk 


The OSS voucher clerk will be 
able to attach additional 
supporting documentation to the 
voucher, if necessary.  The 
documentation will be scanned 
and uploaded to the Managed 
Service Provider‟s (MSP) 
server.  Multiple attachments 
can be uploaded. This will be a 
customization to delivered 
PeopleSoft functionality. 


[BTR #58, 
Gap 75], 
[BTR #75, 
Gap 107] 
 


21 Determine if 
voucher should 
be approved  


Agency Approver The agency approver will 
determine if the reversal or 
journal voucher should be 
approved. 


 


22 Modify voucher 
information (in 
OAKS) 


OSS PO/Non-PO 
Voucher Clerk 


If the agency approver denies 
the reversal or journal voucher, 
the OSS voucher clerk will 
modify the information on the 
voucher according to the 
comments made by the agency 
approver.  The voucher will re-
route to the agency approver 
until the voucher is approved. 


 


23 Determine if 
OBM/OSS 
approval 
needed (in 
OAKS) 


OAKS OAKS OAKS will automatically route 
the reversal or journal voucher 
for OBM/OSS approval based 
on account code.   


 


24 Determine if 
voucher should 
be approved  


OBM/OSS State 
Accounting 


Clerk 


The OBM/OSS state accounting 
clerk will determine if the 
reversal or journal voucher 
should be approved.  If the 
OBM/OSS state accounting 
clerk denies the reversal or 
journal voucher, the OSS 
voucher clerk will modify the 
information on the voucher 
according to the comments 
made by the state accounting 
clerk.  This process will re-
trigger workflow. 
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FIN20-45:  Maintain Vouchers  


Activity 
(Box #) 


Activity Name 
Responsible 


Function 
Responsible 


Role 
Summary Activity Description Notes 


25 Perform budget 
and threshold 
checks (in 
OAKS) 


OAKS OAKS Once the voucher is approved, 
OAKS will automatically perform 
budget and threshold checks. 


 


26 Determine if 
budget and/or 
threshold 
issues exist (in 
OAKS) 


OSS PO/Non-PO 
Voucher Clerk 


The OSS voucher clerk will 
monitor OAKS on an on-going 
basis for vouchers that have 
budget and/or threshold issues. 


 


27 Work with 
agency to 
resolve budget 
and/or 
threshold 
issues 


OSS PO/Non-PO 
Voucher Clerk 


The OSS voucher clerk will 
work with the agency to resolve 
the budget and/or threshold 
issues.  Once resolved, the 
updated voucher will be picked 
up in the next budget and 
threshold checks batch process. 


 


28 Pay cycle nets 
vouchers (in 
OAKS) 


OAKS OAKS OAKS will automatically net the 
original voucher with the 
reversal voucher. The reversal 
voucher goes through the pay 
cycle process as a credit memo. 
The reversal voucher offsets the 
original voucher during payment 
creation. The original voucher 
and the reversal voucher zero 
out. 


 


29 Notify agency 
of voucher 
status 


OSS PO/Non-PO 
Voucher Clerk 


The OSS voucher clerk will 
notify the agency via the 
appropriate communication 
channel of the voucher status. 
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Process Impact Summary 
 


The team identified the following impacts as part ongoing OSS team working sessions: 
: 


Configuration Impacts 


 TBD
1
 


   


Conversion Impacts 


 TBD
1
 


 


Report Impacts      


 TBD
1
 


 


Interface Impacts 


 TBD
1
 


     


Batch Program Impacts 


 TBD
1
 


   


Online Impacts 


 An online customization to the „Add Voucher‟ page will enable the voucher processor at the OSS to 
key in the origin for the voucher when creating reversal or journal vouchers. This origin will override 
the origin from the voucher processor user preference and will be used to route the approval workflow. 
For additional details please refer to BTR #32.  


 A customization to allow OSS voucher clerks and agency approvers to scan and attach supporting 
documentation to a voucher and upload them to the Managed Service Provider (MSP). For additional 
details please refer to BTR #75. 


 Hyperlinks will be provided on the „Invoice Information‟ online page to enable users to view supporting 
documentation that is attached to the voucher. For additional details please refer to BTR #58. 


   


System Performance Impacts  


 TBD
1
 


 


Security Impacts 


 New OSS PO voucher clerk and OSS Non-PO voucher clerk roles need to be created and users 
assigned to these roles. 


 Detailed security requirements on whom within OSS can create journal vouchers and reversal 
vouchers need to be defined. New roles need to be setup accordingly and users assigned to them. 


 


Audit Impacts 


 TBD
1
 


 


Technical Impacts 


 TBD
1
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Workflow Impacts 


 All agency and OBM workflow denials will flow back to OSS. OSS is in charge of correcting the issue 
in coordination with the agencies. 


 


Application Impacts 


 TBD
1
 


 


Policy/Directive Impacts2 


 TBD
1
 


 


Procedure Impacts 


 Procedures and guidelines for agencies to initiate the voucher maintenance process need to be 
defined. 
 


Labor Contract Impacts 


 TBD
1
 


 


OAC (Ohio Administrative Code) Impacts 


 TBD
1
 


 


ORC (Ohio Revised Code) Impacts 


 TBD
1
 


 


Change Management Impacts   


 Process changes involving AP approval workflow changes and processing of images and 
attachments that are scanned and imaged into OAKS from the MSP will have to be communicated to 
agencies involved in OSS and included in the training material. 
 


Additional impacts, if any, are expected to be discussed prior to the Build phase and will be incorporated 
into this document upon completion. 
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Open Items 
CRP Open Items 
 
At the time of submission of the standalone CRP Summary deliverables, there were no „open items‟ 
captured within these deliverables. 


 
General Open Items 
 
At the time of submission, the following general „open items‟ were captured within the “Open Items” Log 
maintained by the Finance Process Design Team.  
 
Item 


# 
Priority Description Identified by 


Date 
Submitted 


Assigned 
Team 


Assigned 
Owner 


222 Build 
How is the supporting information 
submitted/attached to existing vouchers? 


    


 
Priority refers to the project phase in which closure or resolution is anticipated of the identified open item.
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Endnotes 
                                                      
1
 “None” was identified in the corresponding standalone CRP Summary final deliverables submitted to the State prior 


to August 22, 2008; on August 26, 2008, the State requested the “None” be updated to “TBD” in this packet.
  


2
 Policy and Directive Impacts are tracked in the “Policy Issue” Log maintained by the Finance Process 


Design Team. 
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P-Card CRP P-Card Summary  


 


  Date:  10/02/08 
 


Business Process Overview: 
The procurement card (P-Card) feature supports credit card purchases made by cardholding employees in an 
organization and enables them to reduce the number of small purchases that go through the procurement 
process.  


Objective: Gather requirements to facilitate the design of P-Card processing. Identify process improvements 
and gaps for on-line log entry and related processes. 


Scope: The scope of the CRP session is limited to system improvements and did not include policy issues. 


Assumptions: 


 Process improvements in the reconciliation process will lead to more efficiency. 


 Most cardholders have access to OAKS. 


 Entering transactions into an on-line log will make the process of reconciling transactions more efficient.  
 


At the de-brief, held after the CRP, it was determined that these assumptions 


were largely incorrect and that the audience of the CRP were not the best fit for 


determining process improvements for P-Card. The process of determining 


where process improvements will be re-visited with the audience that is closer to 


the process.  
 


Process Impact Summary: 


Configuration Impacts: 


 TBD 


Conversion Impacts:  


 TBD 


Report Impacts: 


 TBD 


Interface Impacts: 


 TBD 


Batch Program Impacts: 


 TBE 


Online Impacts: 


 TBD 


System Performance Impacts:  


 .TBD 


Security Impacts: 


 .TBD 


Audit Impacts: 


 TBD 
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P-Card CRP P-Card Summary  
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Technical Impacts: 


 TBD 


Workflow Impacts: 


 TBD 


Application Impacts: 


 TBD 


Policy Impacts: 


 TBD 


Procedure Impacts: 


 TBD 


Labor Contract Impacts: 


 TBD 


Directive  Impacts: 


 TBD 


OAC (Ohio Administrative Code) Impacts: 


 TBD 


ORC (Ohio Revised Code) Impacts: 


 TBD 


Change Management Impacts: 


 TBD 
 


Major Inputs & Outputs: 


Major Inputs: 


<List major inputs to this business process by providing a short description of the Input in the Description 
column; identify input Status as New or Existing; list type of input as hard-copy form, interface file, workflow, 
etc., in the Type column; indicate if input source is Employee, Vendor, Role, etc.; and identify if existing inputs 
need to be changed by entering Yes in the Change column.> 


Description Status Type Source Change 


     


     


 


Major Outputs: 


<List major outputs to this business process by providing a short description of the Output in the Description 
column; identify output Status as New or Existing; list type of output as hard-copy form, interface file, report, 
etc., in the Type column; indicate if output source is Employee, Vendor, Role, etc.; and identify if existing 
outputs need to be changed by entering Yes in the Change column.> 


Description Status Type Source Change 
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P-Card CRP P-Card Summary  


 


  Date:  10/02/08 
 


 


Outstanding Items 


 


Finance and Technology team will meet with the proper audience to discuss process improvements. 








Role/Dept. Process: Author: ID:Subprocess:Accounts Payable Maintain Vouchers T.H. FIN2045
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Purchasing CRP Process PO Summary  


 


  Date:  10/02/08 
 


Business Process Overview: 
Entering requisitions, generating and dispatching purchase orders and entering receipts are the main 
functions of purchasing. The objective of this CRP was to discuss process improvements and leading 
practice improvements for requisition approvals, pre-encumbrance and entering receipts as well as discuss 
any desired changes to the purchase order (PO).  


Objective: Gather requirements to facilitate the design of PO and requisitioning processing. Identify process 
improvements and gaps for requisition approval, pre-encumbrance, receiving, dispatching PO’s via EDI and 
pre-encumbrance reporting. 


Scope: The scope of the CRP session is limited to requisition approval, pre-encumbrance, receiving, 
dispatching PO’s via EDI and pre-encumbrance reporting and did not include reporting. 


Assumptions: 


 The current requisition workflow, while workable, could be enhanced to integrate waiver, release and 
permit as well as controlling board approvals.  


 Requisition approval can also use monetary amounts or thresholds in determining what approvals are 
required. 


 Pre-encumbrance could be implemented to help fiscal people be more aware of the budget. 


 Pre-encumbrance functionality could be helpful if budget/threshold check came earlier in process. 


 Use of 3-way matching between a PO, receipt, and voucher whenever possible can expedite voucher 
processing and payment.  


 Using POs for all transactions enables efficient processing of vouchers. 


 Using POs for all transactions puts control of expenditures and approvals on purchasers and approvers. 


 Purchasing is not in-scope for migration to Shared Services but is being reviewed for process 
improvements as a lead into voucher processing. Voucher processing is in scope to be migrated to 
Shared Services. 


 The opportunity exists to increase use of POs and P-Cards to increase the efficiency of purchasing goods 
and services. 


 EDI POs could be more widely used if vendor use of EDI increased. 


 Scanning of packing slips and other receipt documentation. 
 


Process Impact Summary: 


Configuration Impacts: 


 The configuration for ePro workflow rules will be changed: 


 Requisitions will route based on the dollar amount of the requisition for agency approval. 


 Approvals currently done outside of the system will be done within the system. 


 Categories or commodities will be used instead of accounts for special routing for waivers, controlling 
board, printing services, etc. 


 Categories and items will be updated with accounts so that the correct account will default to the 
requisition. This should help in the training and use of categories.  


 Budget checking will occur before approvals. Currently, the system performs budget checking once all 
approvals are complete. This means that pre-encumbrance is done right before the requisition is turned 
into a PO and fiscal has no insight into what requisitions are in the approval pipeline. 


 The future flow of approvals and budget checking will be as follows: 


 An agency will enter, edit, budget check and do first level approval. This level of approval will be 
to ensure the correct vendor, item and price is on the requisition. 


 Fiscal will do the remaining levels of approval. This level is for validating the coding on the 
requisition. 


 There will be special approvals for commodity release and permit, controlling board and special 
waivers. 
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  Date:  10/02/08 
 


 The last receipt date enhancement will be tweaked so that it will pull from the receipt when the voucher is 
created from a receipt or a PO. If the voucher is created from a PO, it will look to see if receipts exist and 
use the most recent receipt date. 


 Pre-encumbrance ledgers will be created and added to ledger groups. 


 The setup for Business Units will be updated so that receiving required will be the default. This default 
can be overridden down to the transaction level. This would only be a default.  


 Dispatching POs via EDI will be enabled. This is transaction set 850. 


Conversion Impacts:  


 All requisitions will either have to be fully approved or set to pending before going to the new approval 
rules.  


 Before turning on pre-encumbrance, all currently approved but not sourced requisitions will be accounted 
for. This can be done by marking them not budget checked and re-budget check them or by doing a 
manual journal entry for the pre-encumbrance. Another option is to ensure all requisitions are sourced 
before turning on pre-encumbrance. 


 Business Units opting to do receiving will have to have the business unit setup updated to default to 
require receiving. A PO can still be changed to not require receiving. 


Report Impacts: 


 OHGLR026 - Summary Appropriation Report. Pre-encumbrance data needs to be added. 


Interface Impacts: 


 A new PO EDI 850 output.  


Batch Program Impacts: 


 FSPKBDP3 – budget checking, frequency will remain as it is. 


Online Impacts: 


 For ePro approvals the Requisitioner may see more approvers in the chain of approvers. However, the 
Requisitioner will still be able to add ad hoc approvers or reviewers as needed or desired.  


 Currently, group IDs are shared by approvers to approve requisitions. In the future state, these IDs will be 
retired and true groups of users will be available to approve requisitions.  


System Performance Impacts:  


 FSPKBDP3 – budget checking may have to be tuned when it takes on the extra pre-encumbrance 
processing. 


Security Impacts: 


 Security access to budget review pages may expand to more users.  


Audit Impacts: 


 In order to reduce or eliminate the storage of paper an imaging solution will be implemented to: 


 Scan packing slips and other receipt documentation. 


 Scan supporting documentation for requisitions and POs. 


Technical Impacts: 


 Moving the budget check earlier in the process will require changes to the system. 


 The last receipt date pulling from receipts instead of simply being input requires changes to the current 
enhancement for this functionality.  


 FSPKBDP3 may need tuning to handle extra pre-encumbrance processing.  


Workflow Impacts: 
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 The current ePro workflow configuration will be changed. This change will include adding more special 
approvers as well as routing by thresholds or amounts. 


Application Impacts: 


 Setting up pre-encumbrance will send information to the GL. 


 New workflow rules will be put in place to support the new policies. 


Policy Impacts: 


 Driving requisition approvals by threshold or amounts 


 Pre-encumbrance of requisitions 


 Requiring receiving for POs to be the default 


 The desire to go paperless will need approval from auditors 


Procedure Impacts: 


 There will be a large procedure impact on how requisition approvals will be processed.  


 The following processes will be integrated into the approval flow instead of being done outside 
the application as they currently are: 


 Release and permit 


 Controlling board 


 Waiver approvals. This includes OPI and CRP waivers. 


 True group approvals instead of share group iDs will be used. 


 For example, currently the following approval flow occurs: 


 GRP_EPA_CDO_DO → GRP_EPA_OFA_BUD → GRP_EPA_OFA_PURCH → 
MCNEAL, DONALD 


 Future state would be for GRP_EPA_CDO_DO to be made up of person 1, person 2, person 3, 
etc 


 person 1, person 2, person 3 → person A, person B → person 1a, person 1b, person 1c, 
person 1d → … 


 Only one person in each group will need to approve for that level. Initially, the item would 
appear on all of their worklists but as soon as one of them either approved or denied the 
item, it will no longer be on any of their worklists.  


 Budget checking will occur before approvals. Currently, the system performs budget checking 
once all approvals are complete. This means that pre-encumbrance is done right before the 
requisition is turned into a PO and fiscal has no insight into what requisitions are in the approval 
pipeline.  


Labor Contract Impacts: 


 TBD
1
 


Directive Impacts: 


 TBD
1
 


OAC (Ohio Administrative Code) Impacts: 


 TBD
1
 


ORC (Ohio Revised Code) Impacts: 


 TBD
1
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Change Management Impacts: 


 Requisitioners will have to be trained that ad hoc approvers should be in the approval chain automatically 
instead of being manually added. 


 Procedures surrounding release and permit and controlling board processes will be incorporated into the 
approval process and no longer be done prior to entering the requisition. 


 Agency approvals will be based on thresholds. This means that not all approvers will have to approve the 
requisition. They will only have to approve if the dollar amount of the requisition is within their level of 
approval. 


 Training on the receiving functionality will be needed in the agencies for those users who will be doing 
the receiving function.  


 Approvals will be based on commodities or categories rather than on accounts. Requisitioners will have 
to be trained to input the correct category.  


 Training on document retrieval will be needed in the agencies for requisitioners.  
 


Major Inputs & Outputs: 


Major Inputs: 


<List major inputs to this business process by providing a short description of the Input in the Description 
column; identify input Status as New or Existing; list type of input as hard-copy form, interface file, workflow, 
etc., in the Type column; indicate if input source is Employee, Vendor, Role, etc.; and identify if existing inputs 
need to be changed by entering Yes in the Change column.> 


Description Status Type Source Change 


     


     


 


Major Outputs: 


<List major outputs to this business process by providing a short description of the Output in the Description 
column; identify output Status as New or Existing; list type of output as hard-copy form, interface file, report, 
etc., in the Type column; indicate if output source is Employee, Vendor, Role, etc.; and identify if existing 
outputs need to be changed by entering Yes in the Change column.> 


Description Status Type Source Change 


     


     


 


Outstanding Items 


Requisition/PO Maintenance 


 


Agencies need to know how to change the distribution lines and splits on a PO after it is paid. 
Will the need to change distributions and splits need to be done on the voucher as well? 
What is on the requisition doesn’t matter as the information on the requisition does not get 
reported in GL once the pre-encumbrance is liquidated. (Assuming pre-encumbrance is 
being utilized.) These requisitions contain 12 months of rent that is distributed over 64 lines. 
 
In the short term, the only answer is to create a journal voucher to re-classify the coding. A 
longer term solution is to create a PO with multiple lines rather than one line with multiple 
distributions.  


 


When a PO line is cancelled and the requisition re-opened, how can a re-opened requisition 
be prevented from re-sourcing to a PO? Currently, the purchasing batch processing runs 
every two hours and sourcing requisition to POs is part of that batch process. If a PO line is 
cancelled, and the option to re-open the requisition lines is chosen, the next time the 
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purchasing batch processes run the requisition is turned into another PO that is exactly the 
same. There needs to be a way to get the requisition back to a pending state where it will not 
be re-sourced until it has been changed or updated. These changes can be for pricing, 
vendor (due to a threshold issue) or any variety of changes that need to occur on the 
requisition. 
 
The best option would be not make changes to the PO that would reopen the requisition until 
the changes to the requisition are determined and can be done soon after updating the PO. 


Reporting Concerns 


 


The reporting mechanism for Requisition’s not yet approved and budget checked? 
 
This will be resolved by doing budget checking before submitting the requisition to the 
approval flow. This will allow the requisition to be pre-encumbered earlier. 


 


Reporting mechanism for PO’s not yet approved and budget checked? This will be for PO’s 
that are not sourced from requisitions because the pre-encumbrance for the requisition still 
exists. Pre-encumbrance liquidates when the PO passes budget check. 
 
The solution here will be to do budget checking before approvals just as it is going to done for 
requisitions.  


 


Reporting on release and permit – if it is pulled into the approval flow how will they track the 
amount that has been used against the release and permit. 
 


 


How will controlling board approval be tracked and implemented in system? Will the 
controlling board do the approval or will that be done in agencies after they receive a 
controlling board number and that number would be entered as part of the approval 
comments. How will reporting of controlling board be done? 


Approval Processing 


 
Can release and permit be pulled into the approval flow? How will they be tracked and 
reported on? 


 
Can controlling board be pulled into the approval flow? How will they be tracked and reported 
on? 


 
Can OPI and CRP waivers be pulled into the approval flow? How will they be tracked and 
reported on? 


 
Where is the OBM approval as special approvers? Currently, this approval is after agency 
approval. Will it remain where it is? 


 


Small agencies do not need 4 levels of approval. Do they need to approve 4 times, if they 
need only 1 level of approval?  Would all four levels of approval be needed if it is the same 
person? 
 
The one person needing to do the one level of approval could belong to all levels of approval 
and only have to approve the requisition once. Currently it doesn’t work this way because no 
amounts are defined for each level of approval. 


 
Could threshold be used for special approvals to filter out small dollar requisitions? Move to 
threshold approvals for Central and special approvers. (Category + $Amt).  


 
At some agencies (e.g. EPA) all approvers need to review and approve needless of dollar 
amount.  This is a Business process change that needs to be looked at. 


 


The future process is planning on using the category instead of the distribution (account) to 
route approvals. However, category is not accurately used in some agencies and there is the 
potential for abuse with category codes. Therefore, using categories instead of accounting 
information may be more inaccurate than accounting information. Currently they do not fully 
use categories and tend to use any one that works.  


 
PO fails threshold – How do you get back the pre-encumbered money to use it to buy a 
different item from a different vendor? How long does it take to get back the funds? 
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Purchasing CRP Process PO Summary  


 


  Date:  10/02/08 
 


 
The PO should be cancelled without re-opening the requisition. Once budget check is run the 
encumbrance will be liquidated. If the requisition is re-opened then the encumbrance will be 
liquidated and a new pre-encumbrance would be created. Canceling the requisition and re-
running budget check would liquidate the pre-encumbrance in this case.  


Pre-encumbrance 


 
Give Security – Read only access to Budget Overview page – in commitment control. Need 
further information as to who will need access.  


 


Customization of Open payables report to hold pre-encumbrance data – Sandra Cataline – 
Taxation.  
 
By moving the budget check of requisitions earlier it the process the pre-encubrance data will 
be available on the commitment control reports and inquiry pages. 


Receiving  


 


Does receipt date populate to the last receipt date on voucher?  
 
No. 


 


What is the implication of a change in the last receipt date?  
 
The last receipt date is referenced in AP002 enhancement. This field is actually 
VOUCHER.USER_VCHR_DATE. It is a required field, cannot be future dated and is grayed 
out after the voucher is posted. This field is also used in the interface customizations of 
AP053, EX002 and INF25.  
 
The purpose of AP002 is to make the last receipt date required so that it can be used for 
reporting purposes.  
 
The purpose of AP053 is to perform PO validation for PO vouchers that are loaded. This 
validation includes threshold as well as release and permit.  
 
INF25 is an outbound interface that includes voucher information. 
 
EX002 is not related to AP Voucher table 
 


 


What about last receipt date for services?  
 
The receipt date can be updated on the receipt header. This is accessed via Header Details 
hyperlink on the Maintain receipts page. 


 


 


 


 


 


 


 


 


 


 


 


 


 


TBD
1  


- “None” was identified when submitted to the State prior to August 22, 2008; on August 26, 2008, the State 


requested the “None” be updated to “TBD” in this deliverable document. 
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Sub-process Design Overview 
 
Vendors or agencies can submit a request to Ohio Shared Services (OSS) to cancel a payment.  Controls 
are in place to check for validity and completeness of all requests.  The OSS will complete the 
appropriate form based on the type of payment, and process the cancellation appropriately.  Imaging of 
supporting documentation will occur for audit and retention purposes.  Once the cancellation is completed, 
the OSS will notify the agency of the final status, and if the payment was reissued.   


 


Key Assumptions   
 


 The process is currently centralized within OBM and will be migrated to OSS during 


implementation. 


 Controls are in place to check for validity and completeness on all canceled payments. 


 Any supporting documentation, such as the warrant, will be imaged and attached to the vendor’s 


file for document retention and audit purposes 


 


Key Changes 
 
The new design reflects the following key changes:   
 


1. Agencies provide supporting documentation to OSS 
Agencies will provide the OSS with any supporting documentation to cancel a payment instead of 
OBM. 
 


2. OSS will handle all vendor communications 
Agencies will no longer have to communicate to vendors or vice versa on canceled payments.  
The OSS will handle all communications with vendors to resolve any canceled payments.  
Agencies will be notified of the status of each canceled payment. 
 


3. OSS can identify a need to cancel a payment 
As part of maintain vouchers, the OSS can identify the need to cancel a payment.  Agencies 
would be notified of the final status or outcome of the canceled payment. 
 


4. OSS can reissue a payment if necessary 
In coordination with agencies, the OSS will reissue a payment if necessary through the PO or 
Non-PO voucher processes. 
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Key Benefits 
 
The OSS project team identified and validated the following key benefit during the Design Phase through 
several ad hoc working sessions with OSS project team members and CAT members:  
 


 Vendors will directly contact OSS 


 OSS will perform necessary research to resolve payment issues 


 May help in reducing turnaround time for processing a canceled payment to 2-5 days from current 
time frame which varies anywhere from 2 days to several weeks 
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Sub-process Flow   
 
The team developed the following business process flow from existing documentation on the current process at OBM and in validation with the process owners.   


Vendor
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Clerk
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to cancel a 
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payment is 
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OBM/OSS 


– Payment 


Issuance 


Supervisor


Start


 Determine if 


PO or Non-


PO voucher


PO or Non-


PO voucher?


FIN20-20: 


Process PO 


Vouchers


FIN20-25: 


Process 


Non-PO 


Vouchers


PO


Non-PO


No


 Image 


supporting 


documenta-


tion


FIN20-60: 


Void for Age


1


2


3


4


5


7


6 9


8


18


17


19


20


25


211612


24


22
23


15141311


10







Draft for Discussion Purposes Only - Page 5 of 10 
 


High-level Activity Narratives  
 


Sub-process Title (#)    <TBD> 


Activity 
(Box #) 


Activity Name 
Responsible 


Function 
Responsible 


Role 


1 Identify need to 
cancel a 
payment 


Vendor Vendor 


2 Identify need to 
cancel a 
payment 


Agency Agency 


3 Identify need to 
cancel a 
payment 


OBM/OSS 
Payment 
Issuance 
Clerk 


4 Determine if 
payment is an 
EFT 


OBM/OSS 
Payment 
Issuance 
Clerk 


5 Determine if 
warrant 
physically exists 


OBM/OSS 
Payment 
Issuance 
Clerk 


6 Submit warrant 
cancellation or 
erroneous EFT 
transmittal form 


OBM/OSS 
Payment 
Issuance 
Clerk 


7 Determine if 
warrant has been 
cashed 


OBM/OSS 
Payment 
Issuance 
Clerk 


8 Request 
credit/refund 
payment 


OBM/OSS 
Payment 
Issuance 
Clerk 


9 
Submit stop 
payment form 


OBM/OSS 
Payment 
Issuance 
Clerk 


10 Receive and 
process request 
for credit/refund 


Vendor Vendor 


11 
Receive credit 
refund payment 


OBM/OSS 
Payment 
Issuance 
Clerk 


12 
Image supporting 
documentation 


OBM/OSS 
Payment 
Issuance 
Clerk 


13 
Close payment OBM/OSS 


Payment 
Issuance 
Clerk 
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Activity 
(Box #) 


Activity Name 
Responsible 


Function 
Responsible 


Role 


14 Determine if 
voucher 
references 
encumbrance 


OBM/OSS 
Payment 
Issuance 
Clerk 


15 
Cancel original 
voucher 


OBM/OSS 
Payment 
Issuance 
Clerk 


16 Put payment hold 
on vouchers 
needing 
adjustments 


OBM/OSS 
Payment 
Issuance 
Clerk 


17 
Create reversal 
voucher 


OBM/OSS 
Payment 
Issuance 
Clerk 


18 
Approve reversal 
voucher 


OBM/OSS 
Payment 
Issuance 
Supervisor 


19 Remove hold off 
original and 
reversal 
vouchers 


OBM/OSS 
Payment 
Issuance 
Supervisor 


20 Pay cycle nets 
reversal against 
original voucher 


OBM/OSS 
Payment 
Issuance 
Supervisor 


21 Generate file for 
stopped 
payments 


OBM/OSS 
Payment 
Issuance 
Supervisor 


22 Send file to 
Treasurer of 
State (TOS) 


OBM/OSS 
Payment 
Issuance 
Supervisor 


23 Notify agent of 
voucher status 
via e-mail 


OBM/OSS 
Payment 
Issuance 
Supervisor 


24 Determine if 
reissue 
payments 
needed 


OBM/OSS 
Payment 
Issuance 
Supervisor 


25 Determine if PO 
or Non-PO 
voucher 


OBM/OSS 
Payment 
Issuance 
Supervisor 
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Open Items 


 


CRP-specific Open Items 


 
At the time of submission, this sub-process did not involve a CRP; therefore no CRP-specific Open Items 
exist at this stage of the Design Phase. However, Open Items will continue to be identified and assessed 
as needed throughout the remainder of the Design Phase and should be resolved prior to the build phase.   


 


General Open Items 


 
At the time of submission, the following general open items were captured within the “Open Items” Log 
maintained by the Finance Process Design Team: 
 
Item 


# 
Priority


1
 Description Identified by 


Date 
Submitted 


Assigned 
Team 


Assigned 
Owner 


161 Build 
How will a refund be processed from federal 
grants that are owed back to the federal 
government? 


    


1
 Priority refers to the project phase in which closure or resolution is anticipated of the identified open item.  
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Travel Travel CRP Summary  


 


D  Date:  10/02/08  
 


 


Business Process Overview: 
Entering and processing expense reports are the main functions within Expenses. Key functions include 
entering, editing, submitting, approving, and payment of expense reports. 


Objective: The Travel Conference Room Pilot (CRP) session was conducted to show the delivered Travel 
functionality and present the proposed solution for a statewide implementation. This document summarizes 
the results of the CRP session. 


Scope:  The goal of the implementation is to allow authorized travelers to create and submit expense reports, 
allow supervisors and auditors to review, audit and approve expense reports. 


Assumptions: 


 Chief Financial Officers have already agreed to post audit processing.   


 The Expenses module will be implemented statewide – regardless of whether a particular agency is 
joining shared services, all agencies statewide will participate in the travel process change. 


 Establishing a standard set of policies that apply to all agencies. 


 Matching of expense reports and receipts will occur at the Shared Service Center. 


 Expense reports that require receipts will not be reimbursed until receipts have been marked received by 
the Shared Service Center. 


Process Impact Summary: 


Configuration Impacts: 


 Configuration of expense module will be required. 


 Configuration – Removal or concealing of various fields not used by State. 


 Configuration – Conceal Bank account tab or block bank account data except last 4 digits under 
Employee Information. 


Conversion Impacts:  


 A conversion of all employees from the current HCM database will be required. 


Report Impacts: 


 As of 13 August, 2008 required reports have not been identified. 


Interface Impacts: 


 An ongoing interface will be required to ensure the employee data is kept current with the HCM database. 


Batch Program Impacts: 


 Adding expense payment processing step to Pay Cycle will be required. The disbursement schedule will 
be bi-weekly to coincide with Payroll disbursement. 


Online Impacts: 


 Removal of Expense customization previously implemented will be required. 


System Performance Impacts:  


 TBD 


Security Impacts: 


 The security for employee information, supervisors, auditors and shared services personnel has to be 
configured and tested to meet State of Ohio data security requirements.  
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Travel Travel CRP Summary  


 


D  Date:  10/02/08  
 


 


Audit Impacts: 


 The security for employee information, supervisors, auditors and shared services personnel has to be 
configured and tested to meet State of Ohio data security requirements. The approach (configuration) 
should be approved by OAKS security officer and Auditor of State for SAS70 considerations. 


Technical Impacts: 


 TBD 


Workflow Impacts: 


 Configuration of workflow for expense processing is required. 


Application Impacts: 


 Creation of new Pay Cycle or step insertion into current Pay Cycle process to be determined. 


Policy Impacts: 


 Standard per diem rates. 


 Post audit. 


 Payment of expenses (daily, weekly or bi-weekly). 


 Receipt requirements (format & details). 


Procedure Impacts: 


 TBD 


Labor Contract Impacts: 


 Allow for repayment of incorrectly submitted expense reports. 


Directive Impacts: 


 TBD 


OAC (Ohio Administrative Code) Impacts: 


 Allow for repayment of incorrectly submitted expense reports. 


ORC (Ohio Revised Code) Impacts: 


 Allow for repayment of incorrectly submitted expense reports. 


Change Management Impacts: 


 Training will be significant, not only how to use the module but how to send receipts to SSC for all people 
that travel. Some travelers may only travel once a year. 


Major Inputs & Outputs: 


Major Inputs: 


Description Status Type Source Change 


     


     


 


Major Outputs: 


Description Status Type Source Change 
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Travel Travel CRP Summary  


 


D  Date:  10/02/08  
 


 


Description Status Type Source Change 


     


 


Outstanding Items 


 


 Business process – If the supervisor finds an issue with the expense report before disbursement, what 
will be the process for editing or correcting the expense report? 


 Business process – Frequency of updating information from HCM. 


 Customization – If EFT payment fails, does system automatically create a physical warrant? 


 Business process/Configuration – Email notification to creator of expense report (proxy or employee) of 
any audit issues. 


. 
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Sub-process Design Overview 
 
This design reflects the voiding of warrants issued but not redeemed, and the needs-based determination 
to re-issue.  In this design, the Ohio Shared Services (OSS) will retrieve the list of warrants voided for age. 
The OSS will create a reversal voucher to restore the encumbrance, when necessary.  The OSS will 
contact the vendor to complete the Reissuance of Voided Warrant claim form.  The OSS will work with the 
agency if the vendor cannot be located.  The vendor will need to complete the Reissuance of Voided 
Warrant claim form in order to receive a reissued payment.  Controls are in place at the OSS to determine 
if a warrant should be reissued. 
 
This sub-process was not involved in the Client Advisory Team (CAT) Conference Room Pilot (CRP) 
Sessions.    
 


Key Assumption 
 


 Controls are in place at the OSS to determine if a warrant should be reissued. 


Key Changes 
The new design reflects the following key changes:   
 


1. OSS will perform all administrative activities involved with warrants voided for age 
The OSS will conduct all activities associated with the reissuance of voided warrants except for 
grant, loan, or subsidy payments. 
 


2. Imaging and attaching of claim form 
The Reissuance of Voided Warrant claim form will be imaged and attached to the new voucher. 
Two methods of imaging/attachment are available, and the first is preferred:  


a. If the documentation is in paper format,  


 Scan, and then attach to new voucher 


 Fax or mail to the Managed Service Provider (MSP) with a transaction cover 
sheet, for imaging/attachment to the new voucher.  


b. If the supporting documentation is high-volume, it can be mailed, faxed, or e-mailed along 
with a cover sheet to the MSP for imaging/attachment 


 


 


Key Benefits 
 
The OSS project team identified and validated the following benefits during CAT Design Sessions, CAT 
Validation Sessions and several ad hoc working sessions with CAT members and the OSS team:  
 


 Reduced administrative burden on agency fiscal office personnel   


 The Reissuance of Voided Warrant claim form will be imaged and attached to the new voucher 
allowing access and availability for audit purposes 
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Sub-process Flow   
 


The OSS project team developed the following sub-process flow during CAT Design Sessions and refined it through feedback received during CAT Design 
Sessions, and several ad hoc working sessions with CAT members:   
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High-level Activity Narratives  
Sub-process  


FIN20-60: Void for Age 


Activity 
(Box #) 


Activity Name 
Responsible 


Function 
Responsible 


Role 
Summary Activity Description 


Notes 


1 Retrieve list of 
voided 
warrants (in 
OAKS) 


OSS Voided 
Warrants 


Clerk 


OAKS will generate a report listing 
the warrants voided for age by 
account.  The OSS voided warrants 
clerk will retrieve the list from 
Report Manager and first verify that 
the voided warrants were not 
already re-issued under another 
voucher.  The agencies will remain 
responsible for processing all 
voided warrants associated with 
grant, loan, and subsidy payments. 


 


2 Determine if 
payment 
references 
encumbrance 
(in OAKS) 


OSS Voided 
Warrants 


Clerk 


The OSS voided warrants clerk will 
review the list of warrants voided for 
age and identify if any of the 
warrants reference an 
encumbrance.  If the warrant does 
reference an encumbrance, the 
payment must be reversed to 
restore the encumbrance before the 
warrant can be reissued. 


 


3 Determine if 
vendor can be 
located 


OSS Voided 
Warrants 


Clerk 


The OSS voided warrants clerk will 
search for the vendor in the vendor 
master database.  The clerk will 
contact the vendor to verify the 
contact information before sending 
the Reissuance of Voided Warrant 
claim form to the vendor. The clerk 
will work with the vendor master 
clerk to update the vendor‟s contact 
information when necessary. 


 


4 Send 
Reissuance of 
Voided 
Warrant claim 
form to vendor 


OSS Voided 
Warrants 


Clerk 


The OSS voided warrants clerk will 
send the Reissuance of Voided 
Warrant claim form to the vendor 
using the verified contact 
information. 


 


5 Notify agency OSS Voided 
Warrants 


Clerk 


If the OSS voided warrants clerk 
cannot locate the vendor, the clerk 
will notify the appropriate agency 
OSS contact.   


 


6 Receive 
notification 
from OSS 


Agency  OSS Contact The agency OSS contact will 
receive the notification that the OSS 
could not locate the vendor. 


 


7 Determine if 
vendor can be 
located 


Agency  OSS Contact The agency OSS contact will 
attempt to locate the vendor using 
the available internal contact 
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FIN20-60: Void for Age 


Activity 
(Box #) 


Activity Name 
Responsible 


Function 
Responsible 


Role 
Summary Activity Description 


Notes 


information (e.g. the requisition). 


8 Send 
Reissuance of 
Voided 
Warrant claim 
form to vendor 


Agency  OSS Contact Once the agency OSS contact has 
located the vendor, the agency will 
send the Reissuance of Voided 
Warrant claim form to the vendor. 


 


9 Receive 
Reissuance of 
Voided 
Warrant claim 
form 


Vendor Vendor The vendor will receive the 
Reissuance of Voided Warrant 
claim form from either the OSS or 
the agency.   


 


10 Complete and 
submit 
Reissuance of 
Voided 
Warrant claim 
form 


Vendor Vendor When completed, the vendor will 
mail the Reissuance of Voided 
Warrant claim form to the OSS for 
imaging, processing, and storage. 


 


11 Receive and 
forward 
Reissuance of 
Voided 
Warrant claim 
form 


OSS Mailroom 
Clerk 


The OSS mailroom clerk will 
receive the Reissuance of Voided 
Warrant claim form from the vendor.  
The clerk will route the form to the 
voided warrants clerk for imaging, 
processing, and storage. 


 


12 Scan and 
image claim 
form (in 
OAKS) 


OSS Voided 
Warrants 


Clerk 


The OSS voided warrants clerk will 
scan, image and upload the 
Reissuance of Voided Warrant 
claim form to their computer. The 
clerk will email the scanned imaged 
to the PO/Non-PO voucher clerk to 
be attached to the new voucher.  
After attachment, the file will be 
uploaded to the Managed Service 
Provider‟s (MSP) server.   


[BTR 
#58, 
Gap 75], 
[BTR 
#75, 
Gap 
107] 
 


13 Determine if 
warrant 
issued outside 
current 
biennium 


OSS Voided 
Warrants 


Clerk 


The OSS voided warrants clerk will 
identify if the voided warrant was 
issued outside of the current 
biennium.   


 


14 Notify OSS of 
vendor status 


OSS Voided 
Warrants 


Clerk 


If the agency could not locate the 
vendor, they will notify the OSS 
using the appropriate 
communication channel (e.g. 
phone, e-mail, or fax). 


 


15 Update 
appropriation 
accordingly 


OSS Appropriation 
Approver 


If the voided warrant was issued 
outside of the current biennium, the 
OSS appropriation approver will 
restore the appropriation to the fund 
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FIN20-60: Void for Age 


Activity 
(Box #) 


Activity Name 
Responsible 


Function 
Responsible 


Role 
Summary Activity Description 


Notes 


from which the warrant was 
originally paid.  


16 Update voided 
warrants list 
(in OAKS) 


OSS Voided 
Warrants 


Clerk 


The OSS voided warrants clerk will 
update the list of voided warrants 
with reissued status.   


 


Process Impact Summary 
 
The team identified the following impacts as part of ongoing OSS team working sessions:   


 


Configuration Impacts 


 TBDi 
   


Conversion Impacts 


 TBD1 
 


Report Impacts      


 Modify the current VOID FOR AGE report to include account code.  This report is currently available 
through Report Manager so both the agency and OSS would be able to access it. 


Interface Impacts 


 TBD
1
 


     


Batch Program Impacts 


 TBD
1
 


   


Online Impacts 


 Customization will be done to the delivered attachment and upload functionality that will enable OSS 
voucher clerks to scan and attach the voided warrant claim form (supporting documentation) to a 
voucher and upload them to the Managed Service Provider (MSP). For additional details please refer 
to BTR #75. 


 Hyperlinks will be provided on the „Invoice Information‟ online page to enable users to view 
supporting documentation that is attached to the voucher. For additional details please refer to BTR 
#58. 


 
   


System Performance Impacts  


 TBD1 
   


Security Impacts 


 New OSS - Voided warrants clerk role needs to be created and users assigned to this role. 
  


Audit Impacts 
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 In order to reduce or eliminate the storage of paper, a solution will be implemented to image, upload, 
and retrieve the Reissuance of Voided Warrant claim form(s).  For additional details please refer to 
BTR #75, 58. 
 


Technical Impact 


 TBD
1
 


 


Workflow Impacts 


 TBD
1
 


 


Application Impacts 


 TBD
1
 


 


Policy/Directive Impactsii 


 There is a policy impact to allow legible scanned documentation as originals for retrieval and 
processing purposes. For additional details please refer to BTR #75. 


 Based on CAT member inputs, the OSS design team is exploring the possible elimination of the 
Reissuance of Voided Warrant claim form as it may not be necessary going forward. 
 


Procedure Impacts 


 TBD
1
 


 


Labor Contract Impacts 


 TBD
1
 


 


OAC (Ohio Administrative Code) Impacts 


 TBD
1
 


 


ORC (Ohio Revised Code) Impacts 


 TBD
1
 


 


Change Management Impacts 


 Training will be needed to communicate to the vendor on Reissuance of Voided Warrant claim form 
submission procedures.    


 
Additional impacts, if any, are expected to be discussed prior to the Build phase and will be incorporated 
into this document upon completion. 
 


Key Inputs and Outputs   
 
Inputs were not identified to date.  However, inputs and outputs of the new sub-process flow will continue 
to be identified and assessed as needed throughout the remainder of the Design phase.   
 


Inputs  
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Description Status Type Source Change 


Reissuance of Voided Warrant  claim form sent 
to vendor 


Blank E-mail, fax or mail OSS – Voided 
Warrants clerk; 
Agency – OSS 


Contact 


None 


 


Outputs 


Description Status Type Source Change 


Reissuance of Voided Warrant claim form 
received from vendor 


Completed with 
vendor claim 
information 


Hard copy that will 
be scanned , 
imaged and 


attached in OAKS 


OSS – Voided 
Warrants clerk 


The claim 
form will 


be 
scanned, 
imaged 


and 
attached 


to the new 
voucher 


 


Open Items 
 
CRP-specific Open Items 
 
At the time of submission of the standalone CRP Summary deliverables, there were no open items within 
this sub-process.  


 
General Open Items 
 
At the time of submission, no general open items were captured within the “Open Items” Log maintained 
by the Finance Process Design Team.  However, as the Design phase continues and the Build phase 
ensues, the team will continue to identify, document, and track new open items related to this sub-
process.  
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Endnotes 
                                                      
i
 “None” was identified in the corresponding standalone CRP Summary final deliverables submitted to the State prior 


to August 22, 2008; on August 26, 2008, the State requested the “None” be updated to “TBD” in this packet. 
ii
 Policy and Directive Impacts are tracked in the “Policy Issue” Log maintained by the Finance Process Design Team. 
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Sub-process Design Overview 
 
Expense reports will be audited by the Ohio Shared Services (OSS) after payments have been disbursed.  
If issues are identified related to expense reports without matching receipts, the traveler will be notified of 
the steps and timeline within which they are required to resolve issues.  Once audits are complete, 
agencies will receive reports detailing audit procedures and findings.  Agencies will distribute the reports 
as necessary and work with the appropriate departments to determine follow up actions.  These actions 
could include recovering State funds via one of three options: net against future expense reimbursements, 
garnish future wages, or have the employee reimburse the State. 
 


Key Assumptions   
 


 Post audit activities will be based on the State‟s standardized travel policies and will not allow for any 
compliance exceptions 


 Agencies will be responsible to determine and initiate corrective actions related to failed audit findings  


Key Change 
 
This new sub-process design reflects the following key change:   
 


1. Post-audit will be conducted on a sampling basis by OSS 
A defined percentage of expense reports will be selected for post-audit as well as any other 
reports identified by the agency.  Findings in this audit will be reported to the agency fiscal office 
who will distribute within their agency. 


Key Benefits 
 
The team identified and validated the following benefits during Client Advisory Team (CAT) Design 
Sessions, CRP Sessions, CAT Validation Sessions, and several ad hoc working sessions with the OSS 
team and CAT members:  
 


 Post-audit activities will be conducted by the OSS 


 Reduced auditing costs by using a statistical sampling and other flagged reports 


 Reduced administrative burden on agency fiscal office personnel  
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Sub-process Flow 
 
The team developed the following business process flow during CAT Design Sessions and refined it through feedback received during CAT Design Sessions and 
CAT Validation Sessions. The technology and software enhancements to support this process are identified in the High-level Activity Narratives under the Notes 
column, and correspond to the Business Technology Requirements and Software Gap Analysis Results sections. 
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High-level Activity Narratives 
 


FIN30-40: Post Audit Expense Reports 


Activity 
(Box #) 


Activity Name 
Responsible 


Function 
Responsible 


Role 
Summary Activity Description 


Notes 


1 Identify 
individuals to 
be audited as 
necessary 


Agency Multiple 
Sources 


Agency employees will identify when 
specific individuals should be flagged 
for post audit expense activities 
based upon the knowledge of the 
requestor and activities occurring 
within the agency. 


 


2 Obtain audit 
sample 


OSS Travel Clerk The OSS travel clerk will obtain the 
audit sample.  The audit sample will 
include the statistical random sample 
and any request for specific expense 
reports to be post audited.  For each 
expense report selected for audit, the 
clerk will update the status to 
“selected for audit” in the travel 
module. 


 


3 Pull 
corresponding 
receipt 
envelopes 


OSS Travel Clerk The OSS travel clerk will locate and 
pull all receipt envelopes 
corresponding to the selected audit 
sample.  


 


4 Determine if 
receipts and 
reports match 


OSS Travel Clerk The OSS travel clerk will take the 
selected samples and validate that 
the expense line items requiring 
documentation have matching 
receipts.  


 


5 Determine if 
expense 
report is in 
compliance 


OSS Travel Clerk The OSS travel clerk will take the 
selected samples and validate that 
the expense line items are in 
compliance with the State of Ohio 
travel expense policy.  


 


6 Update status 
as complete 
and pass 


OSS Travel Clerk If the expense report has matching 
receipts and is compliant, the OSS 
travel clerk will update the status for 
the expense report within the travel 
module to “audit complete – pass.” 


 


7 Prepare audit 
report 


OSS Travel Clerk The OSS travel clerk will develop the 
audit report detailing background for 
the audit, samples selected, 
procedures performed and findings.  
The detailed audit results for each 
expense report selected will be 
documented. 
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FIN30-40: Post Audit Expense Reports 


Activity 
(Box #) 


Activity Name 
Responsible 


Function 
Responsible 


Role 
Summary Activity Description 


Notes 


8 Update status 
as complete 
and fail 


OSS Travel Clerk If the expense report has failed 
compliance, the OSS travel clerk will 
update the status for the expense 
report within the travel module to 
“audit complete - fail.” 


 


9 Contact 
traveler to 
communicate 
issue 


OSS Travel Clerk If the expense line item does not have 
a matching receipt, the OSS travel 
clerk will contact the traveler to 
communicate the issue, request 
proper documentation and provide 
detail on the allowed time to produce 
proper documentation.   


 


10 Determine if 
allowed time 
has elapsed 


OSS Travel Clerk The OSS travel clerk will keep the 
audit on hold until the traveler 
provides the proper documentation 
within the allowed time.  If the traveler 
provides the documentation within the 
allowed time, the clerk will continue 
the audit.   


 


11 Update status 
as complete 
and fail 


OSS Travel Clerk If the traveler does not provide the 
proper documentation within the 
allowed time, the OSS travel clerk will 
update the status for the expense 
report within the travel module to 
“audit complete - fail.” 


 


12 Review audit 
report for 
completeness 


OSS Travel Audit 
Supervisor 


The OSS travel audit supervisor will 
review the audit report prepared by 
the travel clerk.  The supervisor will 
review test results and findings for 
completeness.  


 


13 Determine if 
modifications 
are needed 


OSS Travel Audit 
Supervisor 


The OSS travel audit supervisor will 
identify any changes or clarifications 
that need to be made to the audit 
report.  If changes or clarifications are 
needed, the supervisor will notify the 
travel clerk of any necessary 
modifications. 


 


14 Investigate 
and make 
necessary 
modifications 


OSS Travel Clerk The OSS travel clerk will work with 
the supervisor to make any 
modifications to the audit report.   


 


15 Distribute 
audit report 


OSS Travel Audit 
Supervisor 


The OSS travel audit supervisor will 
distribute the audit report to the 
respective agency fiscal office once 
the report is complete. 
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FIN30-40: Post Audit Expense Reports 


Activity 
(Box #) 


Activity Name 
Responsible 


Function 
Responsible 


Role 
Summary Activity Description 


Notes 


16 Receive audit 
report 


Agency Fiscal Office The agency fiscal office will receive 
the audit report from the OSS travel 
audit supervisor. 


 


17 Distribute 
within agency 
as appropriate 


Agency Fiscal Office The agency fiscal office will distribute 
the report within the agency.  
Expense reports that have failed audit 
will be forwarded to appropriate 
agency department to determine 
proper follow-up activities. 


 


18 Perform 
follow-up 
activities 
based on 
findings  


Agency Fiscal Office The agency fiscal office will work with 
the departments to perform the 
appropriate follow-up activities based 
on the report findings.  Follow-up 
activities may include recovering state 
funds through netting future 
payments, garnishments, or 
instructions for the traveler to repay 
the state.  
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Process Impact Summary 
 
The team identified the following impacts as part of the CAT Design Sessions, CRPs, CAT Validation 
Sessions, and ongoing OSS team working sessions:   
 


Configuration Impacts 


 Configuration impact – creating status translate values: “audit complete pass”, “audit complete fail”, 
and “selected for audit”. 


   


Conversion Impacts 


 TBD
1
 


 


Report Impacts      


 TBD
1
 


 


Interface Impacts 


 TBD
1
 


     


Batch Program Impacts 


 TBD
1
 


   


Online Impacts 


 TBD
1
 


 


System Performance Impacts  


 TBD
1
 


   


Security Impacts 


 Individual employee information will be secured to meet State of Ohio data security requirements. 


 Security roles of supervisors, auditors, proxies, and OSS personnel will be configured to view 
necessary employee information of that role, and must meet State of Ohio data security requirements. 


 


Audit Impacts 


 The security for employee information, supervisors, auditors and shared services personnel has to 
be configured and tested to meet State of Ohio data security requirements. The approach 
(configuration) should be approved by OAKS security officer and Auditor of State for SAS70 
considerations. 


 


Technical Impacts 


 TBD
1
 


 


Workflow Impacts 


 TBD
1
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Application Impacts 


 TBD
1
 


 


Policy/Directive Impacts2 


 Determine the allotted time for a traveler to provide the proper documentation for an issue identified 
with an audited travel expense report. 


 Post audit of travel reimbursements will be done based on statistical sampling and/or agency 
requests 


Procedure Impacts 


 TBD
1
 


 


Labor Contract Impacts 


 Allow for repayment of incorrectly submitted expense reports. 


 Travel rates, receipt requirements and rules will have to be standardized across agencies. 
   


OAC (Ohio Administrative Code) Impacts 


 Allow for repayment of incorrectly submitted expense reports. 
 


ORC (Ohio Revised Code) Impacts 


 To allow for garnishments of incorrectly submitted expense reports. 
 


Change Management Impacts 


 Training will be required for agencies to initiate post audits, to interpret audit finding reports, and to 
initiate actions to recover funds as necessary. 


 
Additional impacts, if any, are expected to be discussed prior to the Build phase and will be incorporated 
into this document upon completion. 
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Key Inputs and Outputs   
 
Inputs were not identified during the CRP sessions conducted to date.  However, inputs and outputs of 
the new sub-process flow will continue to be identified and assessed as needed throughout the remainder 
of the Design phase.   
 
 


Inputs  


Description Status Type Source Change 


N/A     


 
 


Outputs 


Description Status Type Source Change 


Post Audit Expense Findings  New Report OSS Travel Clerk No 
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Open Items 
 


CRP-specific Open Items 


 
At the time of submission of the standalone CRP Summary deliverables, the following „open items‟ were 
captured within these deliverables:  
 
The below items that remain open will be resolved as a part of the Design phase by the Technology team 
 


 Business process/Configuration – Splitting of hotel tax from the hotel room rate on the expense line 


 Business process/Configuration – creating the process of netting funds  


 


General Open Items 


 
At the time of submission, the following general „open items‟ were captured within the “Open Items” Log 
maintained by the Finance Process Design Team:  
 


Item 
# 


Priority Description 
Identified 


by 
Date 


Submitted 
Assigned 


Team 
Assigned 


Owner 


185 Design 


If an expense report is paid then fails 
audit, are there implications on the 
encumbrance? Will there be a 
reversal through Expenses or GL? 


    


 
Priority refers to the project phase in which closure or resolution is anticipated of the identified open item.







FIN30-40_Post Audit Expense Reports Draft for Discussion Purposes Only Page 13 of 13 
10/1/2008, 7:40:32 PM  


 


Endnotes 
                                                      
1
 “None” was identified in the corresponding standalone CRP Summary final deliverables submitted to the 


State prior to August 22, 2008; on August 26, 2008, the State requested the “None” be updated to “TBD” 
in this packet.


  


2
 Policy and Directive Impacts are tracked in the “Policy Issue” Log maintained by the Finance Process 


Design Team.  
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Business Process Overview: 
The eSupplier module makes information from Accounts Payable and Purchasing modules available to 
vendors.  


Objective: The eSupplier Conference Room Pilot (CRP) session was conducted to show the delivered 
eSupplier functionality and present the proposed solution for a statewide implementation. This document 
summarizes the results of the CRP session 


Scope:  The goal of the implementation is to allow vendors online access to review schedules, invoices, 
payments, receipt activity and account balances in OAKS. This information will help vendors resolve issues 
before contacting the Ohio Shared Services (OSS). This will maximize the number of first call resolutions and 
reduce the number of calls routed back to agencies for resolution. Participants agreed that implementing 
eSupplier will reduce administrative burden on agencies and expand service to vendors. 


Assumptions: 


 eSupplier will be implemented statewide and will be available for all vendors. 


 The vendors will be given security to the eSupplier inquiry pages only. They will not be provided security 
to update any data in the OAKS system. 


 Delivered eSupplier functionality like Maintaining Vendor Information, Maintaining RFQ Responses, 
Acknowledging Purchase Orders and Creating Advanced Shipping Notices will not be implemented. 


 Vendor performance measuring metrics functionality will not be implemented. 


 Vendors will not be given access to the PeopleSoft delivered eSupplier pagelets, which will enable them 
to customize their OAKS view. All vendors will have the same view. 


 One user at each vendor will be given access to add and maintain new Vendor Users for that particular 
vendor. 


 One Vendor User may have access to multiple vendors. This is usually the case if the vendor has 
subsidiary vendors within OAKS. 


 Agencies that participate in OSS will work with OSS to resolve vendor inquiries if necessary. 


Process Impact Summary: 


Configuration Impacts: 


 Vendor access to “Print PO” needs to be configured. 


 Configure the vendor permission lists and roles required for OAKS eSupplier access. 


 PeopleSoft „Vendor Application Administrator‟ role should be assigned to at least one OAKS support 
person. 


 The Vendor Users have to be set up for all vendors that request access. 


 PeopleSoft „Vendor Application Administrator‟ role must be assigned to at least one external user who 
belongs to each Vendor ID. This external user will be the „External Vendor Application Administrator‟ who 
can create new Vendor Users for the vendor ID assigned to him. 


 Provide the „External Vendor Administrator‟ the roles he can grant to the Vendor User he creates. 


Conversion Impacts:  


 TBD
1
 


Report Impacts: 


 TBD
1
 


Interface Impacts: 


 TBD
1
 


Batch Program Impacts: 
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 CRP eSupplier Summary  
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 TBD
1
 


Online Impacts: 


 The OAKS „Internal Vendor Application Administrator‟ will have access to the delivered „Vendor User‟ and 
„Define Vendor User‟ pages. 


 External Vendor Users will have access to the vendor specific pages associated to their roles. 


System Performance Impacts:  


 The number of concurrent Vendor Users in the system might impact the system performance. 


 The vendor access configuration for print PO might impact the system performance if the REN Server is 
used. 


Security Impacts: 


 New roles and permission lists will be created for external Vendor Users to ensure they can only access 
their own inquiry pages. 


 PeopleSoft „Vendor Application Administrator‟ role should be assigned to at least one OAKS support 
person. 


 PeopleSoft „Vendor Application Administrator‟ role must be assigned to at least one external user who 
belongs to each Vendor ID. This external user will be the „External Vendor Application Administrator‟ who 
can create new Vendor Users for the vendor ID assigned to him. 


 Provide the „External Vendor Administrator‟ the roles he can grant to the Vendor User he creates. 


 A new web server will be configured for vendors to access eSupplier outside the OAKS intranet. 


 The new web server will be configured similar to the OAKS HCM self service web server. 


Audit Impacts: 


 The security for external Vendor Users will be configured and tested to meet State of Ohio data security 
requirements. The approach (configuration) will be approved by OAKS security officer and Auditor of 
State for SAS70 considerations. 


Technical Impacts: 


 A new web server has to be configured for vendors to access eSupplier outside the OAKS intranet. 


 The new web server will be configured similar to the OAKS HCM self service web server. 


Workflow Impacts: 


 TBD
1
 


Application Impacts: 


Data from the following modules will be available for vendors, but there will not be any impact to the OAKS 
internal processes other than vendor inquiries.  


 Accounts Payable 


 Purchasing 


Policy Impacts: 


 OSS Project team should will with OBM and OAKS to develop the new policies. 


Procedure Impacts: 


 Currently all vendor inquiries are fulfilled by OAKS PO/AP users in the agencies. The eSupplier module 
will provide the vendors that opt to use eSupplier, access to review purchase orders, receipts, invoices 
and account balances as seen by OAKS PO/AP users.  
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Labor Contract Impacts: 


 TBD
1
 


Directive Impacts: 


 TBD
1
 


OAC Impacts: 


 TBD
1
 


ORC Impacts: 


 TBD
1
 


Change Management Impacts: 


 The OAKS Internal Vendor Application Administrator(s) will be trained in creating Vendor Users and 
assigning relevant security. This includes providing the Vendor User access to new Vendor ID created 
due an existing OAKS vendor getting a new tax ID. 


 A User manual should be developed for External Vendor Users to use the eSupplier module effectively. 


Major Inputs & Outputs: 


Major Inputs: 


Description Status Type Source Change 


     


     


     


     


     


 


Major Outputs: 


Description Status Type Source Change 


     


     


 


Outstanding Items 


 


 The vendor access configuration to print PO report will be determined. The available options are Ren 
Server and Report Repository.  


 The delivered eSupplier PO review page provide Business Unit value but not the description of the 
Business Unit. Adding the description would be a customization to the delivered page. Determine if 
customization is required to add Business Unit description to eSupplier PO review page. 


 Buyer contact information is not available on the eSupplier PO review page. But the contact information is 
on the dispatched PO which is available to print through eSupplier. Determine if customization is required 
to add buyer contact to eSupplier PO review page. 
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Sub-process Design Overview 
 
ISTV transactions follow distinct processes based on the type of transactions and agencies involved.  
The process to complete ISTV transactions for Goods and Services occurs when an agency buys goods 
and/or services from another agency (e.g. paying for a telecom bill, fleet rental bill, Ohio Penal Industries 
(OPI) bill). Currently, for ISTV Goods and Services, an AR open item


1
 is created by the Selling Agency 


and is matched with a corresponding AP voucher created by the Buying Agency.  
 


Key Assumptions   
 


 This is a statewide initiative. This process is not limited to the agencies participating in Ohio Shared 
Services (OSS). 


 The to-be design for ISTV Goods and Services is supported by the OSS FIN20-20: PO Voucher and 
FIN20-25: Non-PO Voucher processes. This to-be design assumes that agencies participating in 
OSS will use these OSS processes. Agencies not participating in OSS will use the existing State of 
Ohio (SOH) PO and Non-PO Voucher processes.  


 Approximately 90% of ISTVs involve Goods and Services. This enhancement will impact a majority of 
ISTV transactions.  


 The current manual, paper-based ISTV form will be eliminated because the coding information it 
contained will be entered directly in OAKS by both the Buying and Selling Agencies. 


 OAKS is currently building edits, which are system controls, to minimize mismatches between AR 
open items and AP invoices (e.g. AR open item number = AP invoice number, vendor ID = AR 
business unit). The OSS initiative will determine if additional edits are necessary during the Build 
phase.  


 AR open item and AP voucher will link to the same supporting documentation. This will be achieved 
by bringing the documentation link from AR to AP through the custom ISTV interface that will be built 
to support this sub-process (see BTR #56). This will eliminate the need to store supporting 
documentation in multiple locations.  


 ISTV Goods and Services AP invoices will be created via batch interface from AR open items on a 
nightly basis (see Interface Impacts section for further detail).  


 All state agencies will be identified as InterUnit Customers in OAKS. When one state agency bills 
another, all revenue received is from InterUnit Customers and is ISTV related.  


 Buying Agency users may continue to use Blanket POs
2
 that have the coding already established; 


these Blanket POs will automatically populate the coding on the invoice during the voucher build 
process.   


 If the information on the Blanked PO is incorrect the Buying Agency will correct the PO, rather than 
the invoice. The Buying Agency will create a journal voucher if the ISTV transactions are posted to 
the wrong distribution coding due to an incorrect Blanked PO.  


 Buying Agency users will be able to add more than one distribution line to the AP invoice in order to 
distribute invoice amount to multiple coding lines.  


 All distribution lines will be verified in OAKS by the Buying Agency user before the voucher can be 
created. Subsequent voucher approval will be required by the Buying Agency approver in order for 
the payment to be made. 


 Distribution line totals will equal the total invoice amount in order for the invoice to be valid.   
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 Buying Agency users will not be able to change any AP voucher header information (e.g. vendor ID, 
invoice ID, total amount). This will reduce the volume of Payment Predictor mismatches.      


 The AP invoice status will determine if the invoice will be processed during the nightly batch voucher 
build process. Only AP invoices that users have validated within OAKS will be created as vouchers. 


 AP voucher approval will follow the existing workflow process (e.g. OBM will approve all vouchers 
except those with ISTV cross-reference values of DASB, DMHB or DRCB entries).      


 The ISTV Goods and Services process will use existing OAKS ISTV payments and settling processes, 
which is when the pay cycle creates an intrastate deposit and OAKS processes the deposit on behalf 
of the Selling Agency. 


 Any agency interfacing pending items will have access to attach supplementary documentation or will 
submit documentation to the Managed Service Provider (MSP).  


 ODOT will continue processing ISTV transactions using an inbound AP interface (INF02). The 
internal ISTV interface from AR to AP will exclude ODOT transactions (business unit DOT01).          


 For all other agencies using the INF02 file, they will not send ISTV transactions through this file.  
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Key Changes 
 
The new design reflects the following key changes:   
 


1. OAKS will automatically create an AP intrastate invoice when an AR pending item is 
initiated 
This process change will reduce the current volume of mismatches between an AR open item 
and an AP intrastate invoice when Payment Predictor is run in OAKS AR.  Payment Predictor 
matches the invoice ID and dollar amount to the AR open item ID.   
 


2. Reduction of paper-based supporting documentation storage 
The new design will allow for the provision of electronic management and storage of supporting 
documentation that both the Buying and Selling Agencies can access.  
 


3. The elimination of manual ISTV forms 
Prior to OAKS, when the CAS system was in use, ISTV forms were necessary because OBM was 
responsible for the associated data entry and expenses.  In the to-be design, this form will no 
longer be needed because the Selling Agency will enter coding information for the AR pending 
open items and the Buying Agency will enter coding information for AP vouchers directly into 
OAKS based on available supporting documentation.     


 


Key Benefits 
 
The team identified and validated the following benefits during Client Advisory Team (CAT) Design 
Sessions, Conference Room Pilots (CRPs), CAT Validation Sessions, and several ad hoc working 
sessions with the OSS team and CAT members:  
 


 Enables the Buying Agency to receive timely access to the pending AP intrastate invoice. 


 Reduces mismatches between the AR open items and the AP invoice when Payment Predictor runs 
in OAKS AR. 


 Eliminates the need to store support documents in multiple locations. Documentation is currently 
stored at both the Selling and Buying Agencies.  


 Reduces costs associated with printing and storing paper-based supporting documentation by using 
electronic document storage journal attachments.  


 Eliminates the use of paper; e.g. the Department of Administrative Services (DAS) processes 
approximately 3,500 ISTVs monthly, each with paper supporting documentation.  


 Reduces the processing time for each transaction by eliminating the need for the Selling Agency to 
print and match the ISTV form with its corresponding supporting documentation. 


 AP clerks from the Buying Agency will no longer have to create ISTV vouchers in AP.  
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Sub-process Flow   
 
The team developed the following business process flow during CAT Design Sessions and refined it through feedback received during CAT Design Sessions, CRP 
Sessions and CAT Validation Sessions. The technology and software enhancements to support this process are identified in the High-level Activity Narratives 
under the Notes column, and correspond to the Business Technology Requirements and Software Gap Analysis Results sections.  
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High-level Activity Narratives  
 
 


Sub-process Title (FIN40-10):  Process ISTV Transactions for Goods and Services 


Activity 
(Box #) 


Activity Name 
Responsible 


Function 
Responsible 


Role 
Summary Activity 


Description 
Notes 


1 Request for 
goods or services 


Agency Buying Agency Request goods or 
services from the Selling 
Agency by submitting a 
service request form, a 
state purchase order, etc.   
 
Example requests:  


 Car from Fleet 
Management 


 Telephone services 
provided by DAS 
telecommunication  


 Copy services from 
State Printing Copy 
Center 


 Food or drugs from 
Department of Mental 
Health 


 


2 Provide goods or 
services 


Agency Selling 
Agency 


Review the request for 
goods and services to 
ensure request was 
authorized by the 
appropriate person from 
the Buying Agency, and 
that the request follows 
any Selling Agency 
specific procedures. Fulfill 
the goods or services 
request initiated by the 
Buying Agency. 


 


3 Create supporting 
documentation  


Agency Selling 
Agency 


Create invoices reflecting 
the detailed breakdown of 
charges to the Buying 
Agency. Attach service 
request form, if available, 
to the invoice(s). Compile 
all supporting 
documentation required 
to complete the 
transaction.      
 
If a new AR pending item 
is being created as a 
result of an invalid AP 
invoice, new supporting 
documentation may be 
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Sub-process Title (FIN40-10):  Process ISTV Transactions for Goods and Services 


Activity 
(Box #) 


Activity Name 
Responsible 


Function 
Responsible 


Role 
Summary Activity 


Description 
Notes 


required, and a new 
invoice will be created.  


4 Determine if AR 
pending item can 
be uploaded in 
OAKS 


Agency Selling 
Agency 


Determine the method to 
be used to enter the AR 
pending item in OAKS. 
The AR pending item is 
either entered or 
interfaced.  


 


5 Create and store 
file in an OAKS 
staging folder 


Agency Selling Agency Save the file in a 
designated OAKS staging 
folder for OAKS to 
automatically upload. 
 
 


 


6 Agency interface 
file loaded 
 


OAKS OAKS Agency interface file 
loaded into AR pending 
item table. Interface file 
formats (e.g. INF28 and 
INF30) are received from 
another system. 


 


7 Create AR 
pending item data 
entry input sheet 
 


Agency  Selling Agency Create the attributes of 
each AR pending item 
transaction in a 
spreadsheet, including 
invoice number, date, 
amount, etc.   


 


8 Create AR 
pending items 


Agency Selling 
Agency 


Enter the AR pending 
item(s) into OAKS AR. 
Review list of 
transactions entered for 
accuracy and 
correctness. Make 
corrections if necessary.  
Save transactions in 
OAKS to create the AR 
pending items. 


 


9 Image/attach 
supporting 
documentation 


Agency Selling 
Agency 


Image/scan and attach 
the supporting 
documentation based 
upon the business needs 
of the agency. Agencies 
can either:  


 Attach electronic 
supporting 
documentation (e.g. 
invoice) to the AR 
pending or open 
(post- AR update) 


[BTR #56,  
GAP #32] 
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Sub-process Title (FIN40-10):  Process ISTV Transactions for Goods and Services 


Activity 
(Box #) 


Activity Name 
Responsible 


Function 
Responsible 


Role 
Summary Activity 


Description 
Notes 


item  


 Scan supporting 
documentation and 
attach to the AR 
pending/open item  


 Print transaction 
cover sheet and 
supporting 
documentation, and 
send to the MSP (for 
high-volume 
transactions) 


10 Run AR update 
process 


OAKS OAKS The AR Update process 
in OAKS AR runs nightly 
and posts AR pending 
items. The ISTV interface 
will require pending items 
to be in posted status. 
This process updates the 
AR pending item to an 
AR open item.  


 


11 Determine if the 
supporting 
documentation is 
attached 


OAKS OAKS The custom ISTV 
interface only extracts 
open items that have 
supporting documentation 
attached.  
For AR pending items 
created from an interface 
file the documentation 
may not be attached 
immediately, and can be 
attached after the AR 
Update process is run.  


[BTR #57, 
GAP #33] 


12 Generate AP 
invoice via 
custom ISTV 
interface 


OAKS OAKS OAKS automatically 
creates the AP intrastate 
invoice from ISTV AR 
open items which have 
posted in OAKS AR.  


[BTR #57, 
GAP #33] 


13 Review AP 
invoice and 
supporting 
documentation 


Agency Buying 
Agency 


View the supporting 
documentation to 
determine if the AP 
invoice is valid. If goods 
or services are deemed 
unsatisfactory the Buying 
Agency is to adhere to 
the dispute resolution 
process. 


[BTR #56, 
GAP #32] 


14 Determine if AP 
invoice is valid 


Agency Buying 
Agency 


Validate the good or 
service has been 


[BTR #57, 
GAP #33] 
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Sub-process Title (FIN40-10):  Process ISTV Transactions for Goods and Services 


Activity 
(Box #) 


Activity Name 
Responsible 


Function 
Responsible 


Role 
Summary Activity 


Description 
Notes 


received. Review the 
supporting documentation 
on the Quick Invoice 
page to validate the AP 
invoice. 


15 Notify selling 
agency of dispute 
and begin 
resolution 
process 


Agency Buying 
Agency 


Communicate the 
identified invoice issues 
to the Selling Agency (e-
mail, phone, fax, etc.). 


 


16 Create credit 
memo  


Agency Selling 
Agency 


Enter the attributes of 
each transaction: invoice 
number, date, amount, 
etc, into OAKS AR and 
save the transactions to 
create the credit memo.  


 


17 Create a 
maintenance 
worksheet to 
offset invoice 
against credit 
memo 


Agency Selling 
Agency 


Create an OAKS AR 
maintenance worksheet 
containing all open 
invoices. Identify invoices 
to be offset from the 
worksheet – original 
invoices and credit 
memo. Save the 
worksheet in OAKS AR to 
close the invoices. 


 


18 Run AR Update 
process 


OAKS OAKS The AR Update process 
in OAKS runs nightly and 
posts AR open items. The 
worksheet that offsets 
original invoice and credit 
invoice is posted during 
this process. 


 


19 Determine if a PO 
exists 


Agency Buying Agency Determine if a Blanket 
PO exists for the ISTV 
invoice.  


 


20 Create receipt  Agency  Buying Agency Create receipt from 
OAKS PO for the goods 
or services received.  
 
(This step applies to OSS 
participating agencies 
only.) 


 


21 Update 
distribution line 
items in invoice 
page 


Agency Buying 
Agency 


If no PO is associated 
with the expense, enter 
the Buying Agency‟s 
chartfield coding in the 
OAKS Quick Invoice 


[BTR #56,  
GAP #32] 
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Sub-process Title (FIN40-10):  Process ISTV Transactions for Goods and Services 


Activity 
(Box #) 


Activity Name 
Responsible 


Function 
Responsible 


Role 
Summary Activity 


Description 
Notes 


pages (e.g. fund, ALI, 
account, department 
code, program). Add 
multiple AP invoice 
distribution lines, if 
necessary. 
 
If a Blanket PO exists, 
enter the PO information 
on the AP invoice line to 
bring over the distribution 
information.  
 
For both PO and Non-PO 
invoices, mark invoice as 
valid.  


22 Build voucher OAKS OAKS OAKS automatically 
creates AP vouchers 
nightly from invoices in 
the Quick Invoice table 
that are valid (To Build 
status). 


[BTR #56, 
GAP #32] 


23 Determine if 
voucher has build 
errors 


OAKS OAKS OAKS automatically 
determines if the voucher 
build process resulted in 
any built errors by 
checking through the 
minimum required fields 
(e.g. OAKS validates that 
the coding on the invoice 
distribution line is 
complete). If error is 
detected, OAKS will place 
the invoice in error status 
for the Buying Agency to 
take action.  


 


24 Determine if 
voucher is in 
recycle status 


Agency Buying Agency Review the voucher page 
to identify vouchers in 
recycle status after the 
voucher build process is 
run (e.g. recycle status 
results from combo edit 
errors and duplicate 
invoices).  


 


25 Correct voucher 
errors  


Agency Buying Agency Correct the voucher 
errors resulting from 
voucher build that puts 
voucher into recycle 
status.  
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Sub-process Title (FIN40-10):  Process ISTV Transactions for Goods and Services 


Activity 
(Box #) 


Activity Name 
Responsible 


Function 
Responsible 


Role 
Summary Activity 


Description 
Notes 


26 Image/attach 
supporting 
documentation, if 
needed 


Agency Buying 
Agency 


Image/scan and attach 
the supporting 
documentation (e.g. 
packing slip) based upon 
the business needs of the 
agency. Agencies can 
either:  


 Attach electronic 
supporting 
documentation (e.g. 
invoice) to the AR 
open item  


 Scan supporting 
documentation and 
attach to the AR open 
item  


 If the supporting 
documentation is 
high-volume, it can 
be mailed, faxed, or 
e-mailed along with a 
cover sheet to the 
Managed Service 
Provider for 
imagining/attachment 


[BTR #56,  
GAP #32] 


27 Determine if 
voucher is for 
OSS participating 
agency 


OAKS OAKS OAKS automatically 
determines if the voucher 
belongs to an OSS 
participating agency 
based on the AP 
business unit and 
voucher ID. 


 


28 Determine if 
voucher is a PO 
voucher  


OAKS OAKS Existing OAKS AP 
functionality determines if 
the voucher is a PO or 
Non-PO voucher  


 


29 Follow existing 
SOH PO and 
Non-PO 
processes 


Agency Buying Agency Agencies that are not 
participating in OSS will 
follow the existing 
process for SOH PO and 
Non-PO vouchers for 
ISTV approval.  


 


30 Create  intrastate 
deposit 


OAKS OAKS OAKS automatically 
create the intrastate 
deposit for ISTV payment 
made for an agency when 
the payment cycle is run. 
Daily pay cycles are 
scheduled to be run in 
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Sub-process Title (FIN40-10):  Process ISTV Transactions for Goods and Services 


Activity 
(Box #) 


Activity Name 
Responsible 


Function 
Responsible 


Role 
Summary Activity 


Description 
Notes 


batch process.  


31 Transfer deposit 
file  


OAKS OAKS OAKS automatically 
saves the deposit file in 
an OAKS folder for the 
Selling Agency.  


 


32 Upload deposit 
file  


OAKS OAKS OAKS uploads the file on 
behalf of the Selling 
Agency. This is 
completed during the 
nightly batch process.  


 


33 Process intrastate 
deposit 


OAKS OAKS Payment Predictor runs 
to match the invoice ID, 
customer ID, and dollar 
amount to the AR open 
item ID and close the AR 
pending item. 
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Process Impact Summary 
 
The team identified the following impacts as part of the CRPs and ongoing OSS team working sessions:   


 


Configuration Impacts 


 The approval process for Vendor vouchers is based on the AP Origin, which creates a cross 
reference between AR customer address and AP Voucher Origin. This configuration will be used by 
the custom interface program to determine the correct AP Origin (e.g. When the AR Customer 
"DMH01" and Address Location "1" is selected for billing, the interface will identify the AP Voucher 
Origin as "DMH" using the cross reference). 


 Create a cross reference between customer ID and AP business unit. This configuration will be used 
by a custom interface program to determine the correct AP business unit (e.g. When the AR 
Customer "DMH01" is selected for billing, the interface will identify the AP Business Unit  as "DMH01" 
using the cross reference).  


 Create a cross reference between AR business unit and AP vendor ID. This configuration will be used 
by a custom interface program to determine the correct AP vendor ID (e.g. When the AR Business 
Unit "DAS01" is selected to create the pending item, the interface will identify the AP Vendor as 
"DAS01" using the cross reference). 


 


Conversion Impacts 


 TBD – Outstanding ISTV items may need to be converted.  Upon go-live any outstanding ISTV 
invoices should not be entered into OAKS AP because the invoices will be automatically created 
from the AR open items. 


 All Buying Agency customers in OAKS AR should be identified as InterUnit Customers.   
 


Report Impacts      


 TBD – Interface report (high level cross check of data out of AR and data into AP) may be needed 
from OAKS, to validate the success of daily data transfers between interfaces. During the Build phase, 
we will determine if this is needed based upon the detailed design of the interface.  


 TBD – Reconciliation report (e.g. open item invoices) may be needed to reconcile between AR open 
items that are ISTV transactions and AP vouchers that are created in the process.    


 Create approval status query for users to track approval history of the voucher (e.g. approved, denied, 
pending approval).  


 Create a query to show AR items that do not have supporting documentation attached.  
 


Interface Impacts 


 A custom interface will be built from AR to AP. This interface will extract ISTV AR open items that are 
billed to an InterUnit Customer and load them to Quick Invoice tables in AP. All Buying Agencies will 
be marked as InterUnit Customers in OAKS AR. The interface will use the cross reference tables 
configured to populate key fields (e.g. AP business unit, vendor ID, Voucher Origin). 


 During the Build phase, review the interfaces (e.g. INF02), which sends ISTV invoices, among other 
things, to OAKS AP and then create open items in OAKS AR through a backend process. This 
process will continue, and this to-be design needs to exclude AR open items created for ODOT 
business unit DOT01 invoices. The assumption is that ODOT will continue processing in this fashion 
and the internal ISTV interface from AR to AP will exclude ODOT transactions. 


 
     


Batch Program Impacts 
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 The AR to AP ISTV interface that creates AP invoices from AR open items will be run during a nightly 
batch.   


 The Voucher Build batch run control ID needs to be modified to include the ISTV invoices. 
   


Online Impacts 


 OAKS Quick Invoice pages will be used for reviewing and coding ISTV invoices.  


 The Quick Invoice page search criteria will be modified to include Voucher Origin as a search 
field.  


 Invoice header information cannot be modified (e.g. vendor ID, invoice ID, amount, and invoice 
date). This may require an enhancement to the Quick Invoice pages or the proposed OAKS 
customization.  


 Invoice distribution line ISTV Xref field cannot be modified.   


 Online run control page(s) will be added to run the custom interface program.   


 A link needs to be provided on AR Pending Item page, Quick Invoice page, and AP voucher page to 
view the same electronic supporting documentation. The AR Pending Item and Quick Invoice pages 
will require customization. 


 


System Performance Impacts  


 Additional vouchers will be processed through the voucher build, increasing the run time during batch.  


 TBD – There will be possible system impacts for invoices that go into recycle status and are not 
resolved.  


   


Security Impacts 


 Additional access to existing AP roles for AP Quick Invoice pages will provide the security to validate 
and code the ISTV invoice.  


 Batch administration will have new objects to run (e.g. AR interface). 


 New permission list should be created for cross reference configuration pages and assigned to the 
interface administrator role.  
 


Audit Impacts 


 Supporting documentation will be viewed electronically online, rather than the current paper review 
process. If the system were to be unavailable during an audit, auditors would have a delay retrieving 
documents to complete their audit.  


 


Technical Impacts 


 Build custom interface from AR to AP (see Interface Impacts section).  


 Attach and link supporting documentation to AR pending item, Quick Invoice page and AP voucher. 
The AR Pending Item and Quick Invoice pages will require customization.  


 Create new reports as listed under the Reports Impacts section. 


 


Workflow Impacts 


 AP ISTV vouchers will be approved via the same workflow process as all other vouchers. 
 


Application Impacts 


 Create custom cross reference table(s) for providing cross reference between customer ID and AP 
business unit, AP business unit and vendor ID, and customer address and AP Voucher Origin.  


 New pages to be created for maintaining the cross reference tables. 
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Policy/Directive Impacts3 


 ISTV form will no longer be created; therefore policy needs to allow Paying Agency to make 
payments based on electronic supporting documentation. (Policy Issue #38) 


 


Procedure Impacts 


 AP clerk will no longer need to create ISTV vouchers in AP.  


 Agencies will minimize time spent manually matching items that failed Payment Predictor.   


 Selling Agencies will no longer spend time matching ISTV forms to supporting documentation.  


 AR pending items and AP vouchers will contain a link to the electronic supporting documentation.  


 AP clerk will complete/populate voucher distribution line(s) in the Quick Invoice page. 


 Communicate to agencies in procedures manual that payment should be processed within 30 days 
from when the AP voucher is created. 


 The Buying Agency will create a receipt in OAKS PO to support the OAKS three-way matching 
process that matches the receipt, voucher, and purchase order.  


 Supporting documentation required for AR pending item entry transaction will be imaged/scanned 
and then attached to the pending item within OAKS near-time. Supporting documentation must be 
attached to the AR pending item entry prior to Buying Agency approval. Three methods of 
imaging/attachment are available, and the first is preferred:  


 If the documentation is in electronic format, attach to the AR pending item 


 If the documentation is in paper format,  


 Scan, and then attach to AR pending item  


 Fax or mail to the Managed Service Provider (MSP) with a transaction cover 
sheet, for imaging/attachment to the AR pending item 


 If the supporting documentation is high-volume, it can be mailed, faxed, or e-mailed along 
with a cover sheet to the MSP for imagining/attachment 


 


Labor Contract Impacts 


 None, per Betty Johnson.  
   


OAC (Ohio Administrative Code) Impacts 


 None, per Betty Johnson. 
 


ORC (Ohio Revised Code) Impacts 


 None, per Betty Johnson 


 


Change Management Impacts 


 Training for new processes includes:  


 Monitoring Quick Invoice page 


 Procedure to include chartfield entry 


 Disputes resolution 


 Running reports 


 Verifications of interface transactions 


 Inquiry on Quick Invoice tables 


 Attaching and viewing supporting documentation   
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 Creation of receipt for goods and services from OAKS PO 
 
 
Additional impacts, if any, are expected to be discussed prior to the Build phase and will be incorporated 
into this document upon completion. 
 


Key Inputs and Outputs   
 
The team identified the following inputs and outputs during the CRP sessions:  
 
 


Inputs  


Description Status Type Source Change 


Importing AR file to AP New Interface OAKS Yes 


Attaching electronic file – 
supporting documentation 


New TBD TBD Yes 


 


Outputs 


Description Status Type Source Change 


Extract intrastate open items from 
AR 


New Interface System Yes 
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Open Items 


 


CRP-specific Open Items 


 
At the time of final review and submission of this sub-process design, the following „open items‟ were 
captured. These will be resolved as a part of the Build phase by the Technology team:  
 


 The Procure to Pay (P2P) team is designing a custom interface solution for adding new vouchers 
from scanned invoice data for OSS participating agencies. Prior to the Build phase, the proposed 
ISTV interface in this design must be reviewed and validated against the P2P solution. This will allow 
us to confirm the ISTV Quick Invoice design approach set forth in this document. 


 The proposed P2P design uses workflow to notify users that vouchers are available for entry in 
OAKS. This design requires OAKS to set-up each agency to receive workflow. The Quick Invoice 
table does not allow, nor are we advocating, agency workflow set-up; it requires users to monitor 
the Quick Invoice page proactively to identify work items. 


 Design the integration with a Managed Service Provider (MSP) (document management solution) for 
supporting documentation. 


 Utilization of PO to associate with vouchers. The OAKS Quick Invoice pages provide this functionality. 


 Identify any cross reference tables needed for the interface (e.g. customer table, vendor table). Cross 
reference tables are required to identify AP Voucher Origin and may be required to identify AP 
business unit and vendor ID. 


 Identify how to assign Origins. The Customer Address to AP Voucher Origin cross reference may 
potentially provide the solution. 


 Identify how to attach the same supporting documentation to both AR and AP transactions.  


 Identify how to bring over the link to supporting documentation from OAKS AR to OAKS AP in the 
voucher build process.  


 Identify how an agency will be notified that invoices are available to process. The Voucher Source 
field on the OAKS Quick Invoice search page can provide the option to select from a particular 
source (e.g. AR). 


 If using the Quick Invoice, determine if a customization is required to lock down invoice header.  


 As noted in the Key Assumptions, OAKS is currently building edits to minimize mismatches 
between AR open items and AP invoices. During the Build phase it will be determine this OAKS 
customization will satisfy this requirement.   


 Determine how AR open items will be flagged as pulled into the invoice table. All Buying Agency 
customers in OAKS AR should be identified as InterUnit Customers. All AR open items created for 
the InterUnit Customers will be extracted through the custom ISTV interface.  


 For agencies that use the INF02, confirm if they include ISTVs. As noted in the Key Assumptions, our 
assumption is that only ODOT sends ISTVs through this interface.  


 


General Open Items 
 
At the time of submission, no general open items were captured within the “Open Items” Log maintained 
by the Finance Process Design Team.  However, as the Design phase continues and the Build phase 
ensues, the team will continue to identify, document, and track new open items related to this sub-
process.  
 
Item 


# 
Priority Description Identified by 


Date 
Submitted 


Assigned 
Team 


Assigned 
Owner 


N/A N/A N/A N/A N/A N/A N/A 


 
Priority refers to the project phase in which closure or resolution is anticipated of the identified open item.
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Endnotes 
 
                                                      
1
 An open item is a receivable entered in OAKS AR and posted by the AR Update process. A pending item is a 


receivable item entered in OAKS AR and not posted.  
2
 Blanket POs are POs with pre-established coding that are used for creating vouchers. The Quick Invoice page 


populates tables that are referenced during the nightly voucher build batch process, which automatically populates 
the coding from the Blanket POs onto the voucher. 
3
 Policy and Directive Impacts are tracked in the “Policy Issue” Log maintained by the Finance Process Design Team.  
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,����/�$� Enabling Technologies and PeopleSoft 
Integration
Journal Supporting documentation 
documents will be sent to MSP or will be 
uploaded from PeopleSoft System 
depending on volume and size of the 
documents.
Managed Service Provider will scan, image 
and store Journal Supporting documentation, 
and send data file to OSS to be interfaced 
into PeopleSoft system.
Data file from MSP will be Interfaced into 
PeopleSoft system.
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),,��%������ ��+�1H Enabling Technologies and PeopleSoft 
Integration
ISTV Supporting documentation will be sent 
to MSP or will be uploaded from PeopleSoft 
System depending on volume and size of the 
documents.
Managed Service Provider will scan, image 
and store ISTV Supporting documentation, 
and send data file to OSS to be interfaced 
into PeopleSoft system.
Data file from MSP will be Interfaced into 
PeopleSoft system
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Provide ability to automate the loading of 
scanned invoices from the managed service 
provider in to OAKS. 


),,��%������ Enabling Technologies and PeopleSoft 
Integration
Invoices  will be sent to MSP or will be 
uploaded from PeopleSoft System 
depending on volume and size of the 
documents.
Managed Service Provider will scan, image, 
store and/or OCR Invoices, and send data 
file to OSS to be interfaced into PeopleSoft 
system.
Data file from MSP will be Interfaced into 
PeopleSoft system. 
The design decision on this gap is 
dependant on the capability of the managed 
service provider to provide a file in the 
format we need.
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),,��%������ Enabling Technologies and PeopleSoft 
Integration
Packing Slips and Supporting documentation 
will be sent to MSP or will be uploaded from 
PeopleSoft System depending on volume 
and size of the documents.
Managed Service Provider will scan, image 
and store Packing Slips and Supporting 
documentation, and send data file to OSS to 
be interfaced into PeopleSoft system.
Data file from MSP will be Interfaced into 
PeopleSoft system


IH �����) �	
���1 ����������"#���� ��$�


������������


��������� *������������#��!���"���!��$����������/( ,�����$��#�%�����������������$�������


�!�������%�$��!#���������/����.���������$����


����� ��$�(���������������!��������������#�%��%�


��$�� ��$(


�.����"���������� ��$������������$�������


�!�������%�$��!#���������������$���$��������$�


������������������(


,����/�$� Enabling Technologies and PeopleSoft 
Integration
Receipts and Supporting documentation will 
be sent to MSP or will be uploaded from 
PeopleSoft System depending on volume 
and size of the documents.
Managed Service Provider will scan, image 
and store Receipts and Supporting 
documentation, and send data file to OSS to 
be interfaced into PeopleSoft system.
Data file from MSP will be Interfaced into 
PeopleSoft system
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,����/�$� Enabling Technologies and PeopleSoft 
Integration
Vendor Inquiries Supporting documentation 
will be sent to MSP or will be uploaded from 
PeopleSoft System depending on volume 
and size of the documents.
Managed Service Provider will scan, image 
and store Vendor Inquiries Supporting 
documentation, and send data file to OSS to 
be interfaced into PeopleSoft system.
Data file from MSP will be Interfaced into 
PeopleSoft system.
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Sub-process Design Overview 
 
This design reflects the issuance of 1099 forms to various vendors to capture income generated from 
work performed for the State of Ohio.  The Office of Budget and Management (OBM) currently handles 
this sub-process centrally. 
 
The OSS project team used existing documentation and held conversations with current process owners 
to compile and validate this information.  This sub-process was not involved in the Client Advisory Team 
(CAT) Design Sessions, the CAT Conference Room Pilots (CRPs) Sessions, or the CAT Validation 
Sessions. 
.    
 


Key Assumptions 
 


 The process is currently centralized at OBM and will be migrated to the OSS in the future 


 The 1099 file will be submitted to the IRS no later than the published deadline for tax submissions  


 All corrected 1099’s are currently created manually 


 OBM will create the change form, noted in this document as the ”change form”, for agencies to submit 
for 1099 corrections 


 1099 change forms will be imaged and attached to the vendor’s file. Supporting documentation 
required for 1099 forms will be imaged/scanned and then attached to the vendor’s file within OAKS. 
Three methods of imaging/attachment are available, and the first is preferred:  


a. If the documentation is in electronic format, attach to the vendor’s file 


b. If the documentation is in paper format  


 Scan, and then attach to vendor’s file 


 Fax or mail to the MSP with a transaction cover sheet, for imaging/attachment to 
the vendor’s file 


c. If the supporting documentation is high-volume, it can be mailed, faxed, or e-mailed along 
with a cover sheet to the MSP for imaging/attachment 


 


Key Changes 
 
The new design reflects the following key changes:  
 


1. The OSS will handle all tasks related to the issuance of 1099 forms 
OSS will perform all administrative activities involved with the issuance of 1099 forms. 


 
2. OSS or a MSP will manage documents  


All documentation will be stored electronically in one central location. 
 


3. OSS will maintain all amendments to 1099 forms 
Agencies will have to submit a change form to the OSS to amend the 1099 information. 
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Key Benefit 
 
The OSS project team identified and validated the following key benefits during the Design phase through 
several ad hoc working sessions with the OSS project team members and CAT members:  
 


 Improves access to supporting documentation via imaging and attaching documents for all vendor 
1099 information 
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Sub-process Flow   
The team developed the following sub-process flow from existing documentation on the current process at OBM and through validation with key process owners. 
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High-level Activity Narratives  
Sub- > 


FIN20-70: Process 1099 Forms 


Activity 
(Box #) 


Activity 
Name 


Responsible 
Function 


Responsible 
Role 


Summary Activity Narrative Notes 


1 Generate 
Possible 
Issuance 
report 


OSS 1099 Clerk The OSS 1099 clerk will generate 
the Possible Issuance report 
showing information that will be 
sent to the IRS in the annual 
filing. 


 


2 Send report 
to agencies 


OSS 1099 Clerk The OSS 1099 clerk will send the 
report to the agencies.  The 
agencies will have an opportunity 
to correct any information on the 
1099 form before the OSS 
submits the file to the IRS.    


 


3 Determine if 
1099 
changes 
needed 


Agency OSS Contact The agency OSS contact will 
review the Possible Issuance 
report and identify if any changes 
are needed to the information on 
the report. 


 


4 Update 
vendor or 
voucher 
information 
(in OAKS) 


Agency OSS Contact The agency OSS contact will 
update the vendor or voucher 
information as necessary in 
OAKS.  


 


5 Generate 
Actual 
Issuance 
report 


OSS 1099 Clerk The OSS 1099 clerk will generate 
the Actual Issuance report.  
Agencies must make their 
changes in OAKS to the vendor 
or voucher information before this 
report is generated.  If agencies 
wait to make any changes to the 
vendor or voucher information, 
the changes will not be reflected 
in the report, and they must 
submit a 1099 change form to the 
OSS. 


 


6 Submit 
diskette with 
file for 
printing 


OSS 1099 Clerk The OSS 1099 clerk will prepare 
a diskette containing all 1099 
files, and submit to State Printing 
for printing and mailing. 


 


7 Print 1099 
forms and 
mail to 
vendors 


State Printing State Printing State Printing will print all files on 
the diskette and mail each 1099 
form to the respective vendor. 


 


8 Receive 
1099 form 


Vendor Vendor The vendors will receive their 
1099 form in the mail. 


 


9 Determine if Vendor Vendor The vendor will review the 1099  







FIN20-70_Process 1099 Forms Draft for Discussion Purposes Only Page 6 of 12 
10/1/2008, 7:45:36 PM  


FIN20-70: Process 1099 Forms 


Activity 
(Box #) 


Activity 
Name 


Responsible 
Function 


Responsible 
Role 


Summary Activity Narrative Notes 


1099 
changes are 
needed 


form, and identify if any changes 
are needed.   


10 Contact OSS 
with required 
changes 


Vendor Vendor If changes are needed to the 
1099 form, the vendor will contact 
the OSS.  Vendors will be able to 
contact the OSS via e-mail, fax, 
phone, or mail. 


 


11 Send report 
to agencies 


OSS 1099 Clerk The OSS 1099 clerk will send the 
Actual Issuance report to the 
agencies. 


 


12 Determine if 
1099 
changes 
needed 


Agency OSS Contact The agency OSS contact will 
review the Actual Issuance report 
and identify if any changes are 
needed.   


 


13 Submit 
change form 
to OSS 


Agency OSS Contact If changes are needed to the 
Actual Issuance report, the 
agency OSS contact will complete 
and submit a change form to the 
OSS for processing. 


 


14 Receive and 
image 
change form 


OSS 1099 Clerk The OSS 1099 clerk will receive 
the change form from the agency.  
The clerk will scan and attach the 
image of the change form to the 
vendor’s file.  The scanned image 
will be uploaded to the MSP’s 
server. 


[BTR #78, 
Gap #104, 
#114] 


15 Receive 
changes and 
update 1099 
form with all 
edits 


OSS 1099 Clerk The OSS 1099 clerk will receive 
the requested changes from both 
the agency and vendor.  The 
clerk will make all updates to the 
1099 form. 


 


16 Resubmit 
1099 form to 
vendor 


OSS 1099 Clerk Once all changes are 
incorporated into the 1099 form, 
the OSS 1099 clerk will resubmit 
the form to the vendor. 


 


17 Generate 
1099 
balance 


OSS 1099 Clerk The OSS 1099 clerk will generate 
the 1099 balance for each 
vendor. 


 


18 Submit the 
file for 
electronic 
filing to IRS 


OSS 1099 Clerk The OSS 1099 clerk will submit a 
1099 electronic file to the IRS. 


 


19 Determine if 
changes are 
needed to 


Agency OSS Contact Once the 1099 electronic file is 
sent to the IRS, the agency OSS 
contact can identify any changes 
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FIN20-70: Process 1099 Forms 


Activity 
(Box #) 


Activity 
Name 


Responsible 
Function 


Responsible 
Role 


Summary Activity Narrative Notes 


IRS filing that need to be made.   


20 Determine if 
there were 
errors in 
receiving 
1099 file 


IRS IRS The IRS will identify if any errors 
were involved in receiving the 
1099 electronic file.  


21 Notify OSS 
of invalid 
submission 


IRS IRS If there were errors with the IRS 
electronic filing, the IRS will notify 
the OSS of an invalid submission. 


 


22 Determine if 
1099 
changes are 
needed 


Vendor Vendor The vendor will review the 1099 
form, and identify if any changes 
are needed. 


 


23 Contact OSS 
with required 
changes 


Vendor Vendor If there are additional changes to 
be made to the 1099 form, the 
vendor will contact the OSS with 
the required changes. 


 


24 Submit 
change 
correction 
form to OSS 


Agency OSS Contact The agency OSS contact will 
submit a change correction form 
to the OSS containing necessary 
updates to the 1099 form. 


 


25 Receive and 
image 
change 
correction 
form 


OSS 1099 Clerk The OSS 1099 clerk will receive 
the change correction form from 
the agency.  The clerk will scan 
and create an image of the form 
for audit purposes.  The clerk will 
be able to upload the image to 
the MSP’s server and attach to 
the vendor’s file. 


 


26 Receive 
changes and 
update 1099 
form with all 
edits 


OSS 1099 Clerk The OSS 1099 clerk will receive 
the requested changes from both 
the agency and vendor.  The 
clerk will make all updates to the 
1099 form. 


 


27 Resubmit 
1099 form to 
vendor 


OSS 1099 Clerk The OSS 1099 clerk will send the 
corrected 1099 form to the 
vendor.  The clerk will continue to 
make edits and send the 
corrected form to the vendor until 
the vendor is satisfied the 
information is correct. 


 


28 Resubmit file 
to IRS 


OSS 1099 Clerk The OSS 1099 clerk will resubmit 
the corrected 1099 electronic file 
to the IRS.  The clerk will continue 
to make changes and/or 
adjustments to the file and 
resubmit until the IRS has a valid 
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FIN20-70: Process 1099 Forms 


Activity 
(Box #) 


Activity 
Name 


Responsible 
Function 


Responsible 
Role 


Summary Activity Narrative Notes 


submission. 


 


Process Impact Summary 
 


Configuration Impacts 


  New keywords will be added for vendor conversations to track vendor updates for maintenance and 
1099 information.  


   


Conversion Impacts 


 TBD
1
 


 


Report Impacts      


 TBD
1
 


 


Interface Impacts 


 TBD
1
 


 


Batch Program Impacts 


 TBD
1
 


   


Online Impacts 


 The ability to upload attachments will be added to vendor conversations to track vendor updates and 
1099 updates. 


 


System Performance Impacts  


 TBD
1
 


 


Security Impacts 


 Increased access to vendor conversations.  
 


Audit Impacts 


 TBD
1
 


 


Technical Impacts 


 TBD
1
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Workflow Impacts 


 TBD
1
 


 


Application Impacts 


 TBD
1
 


 


Policy/Directive Impacts2 


 OSS will accept legible scanned documentation as originals for processing purposes 
 


Procedure Impacts 


 TBD
1
 


 


Labor Contract Impacts 


 TBD
1
 


 


OAC (Ohio Administrative Code) Impacts 


 TBD
1
 


 


ORC (Ohio Revised Code) Impacts 


 TBD
1
 


 


Change Management Impacts 


 TBD
1
 


 
Impacts, if any, are expected to be discussed prior to the Build phase and will be incorporated into this 
document upon completion. 


Key Inputs and Outputs   
 
The following inputs and outputs were identified during the CRP sessions conducted to date.  Additional 
inputs and outputs of the new sub-process flow will continue to be identified and assessed as needed 
throughout the remainder of the Design phase. 
 


Inputs  


Description Status Type Source Change 


N/A N/A N/A N/A N/A 


 


Outputs 


Description Status Type Source Change 


Paper copies of 1099 forms sent to each 
vendor 


Existing Paper OAKS No 


1099 electronic file sent to the IRS Existing Electronic OAKS No 
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Open Items 


 


CRP-specific Open Items 


 
No CRP-specific Open Items exist at this stage of the Design Phase. However, Open Items will continue 
to be identified and assessed as needed throughout the remainder of the Design Phase and should be 
resolved prior to the build phase.   


 


General Open Items 


 
At the time of submission, the following general open items were captured within the “Open Items” Log 
maintained by the Finance Process Design Team:  
 
 
Item 


# 
Priority Description Identified by 


Date 
Submitted 


Assigned 
Team 


Assigned 
Owner 


177 Build 


Determine if all 1099 forms can be processed 
within OAKS.  Currently they have the 
capability to use 2 of the 4 required forms 
within OAKS.  They have to use a 3rd party 
software for two of the 1099 forms. 


    


179 Build 


Currently OAKS will not allow a corrected 
1099 with a balance of $0.00.  Should this 
type of balance be required, someone has to 
manually enter the information.  Can this be 
changed so the manual process is no longer 
required? 


    


 
Priority refers to the project phase in which closure or resolution is anticipated of the identified open item.  
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1
 “None” was identified in the corresponding standalone CRP Summary final deliverables submitted to the 


State prior to August 22, 2008; on August 26, 2008, the State requested the “None” be updated to “TBD” 
in this packet.


 
 


2
 Policy and Directive Impacts are tracked in the “Policy Issue” Log maintained by the Finance Process 


Design Team. 
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Sub-process Design Overview 
 
ISTV transactions follow distinct processes based on the type of transactions and agencies involved.  
The process to complete ISTV transactions for Goods and Services is detailed in sub-process design 
FIN40-10, and occurs when an agency buys goods and/or services from another agency.  Currently, for 
ISTV Goods and Services, an AR open item is created by the Selling Agency and is matched with a 
corresponding AP voucher created by the Buying Agency.  
 
The process to complete ISTV transactions for the distribution of revenue from one agency to another is 
detailed in this sub-process design, and is referred to henceforth as an ISTV Pass Through Revenue 
transaction. In this transaction the revenue is initially recorded by the Paying Agency using an AR direct 
journal, which is a method of applying payment in AR that does not correspond to an AR open item. 
Today, this money is transferred using an AP voucher and then the agency receiving the revenue records 
the receipt of revenue using a direct journal. This sub-process design continues to use the AR direct 
journal for the initial revenue receipt, and replaces the current AP and AR transactions with a manual 
intrastate


1 journal entry. This sub-process design supports Federal grants that are advances, and does 
not support Federal grants that require reimbursements.  


 
The “Paying Agency” refers to the agency that originally receives the revenue and disburses the revenue 
to another agency. The “Receiving Agency” refers to the agency that receives the revenue from the 
Paying Agency. Because revenue must be deposited within 48 hours, it is initially deposited with the 
Paying Agency, and then transferred to the Receiving Agency.  
 


Key Assumptions   
 


 This is a statewide initiative. This process is not limited to the agencies participating in Ohio Shared 
Services (OSS). 


 This sub-process design supports Federal grants that are advances, and does not support Federal 
grants that require reimbursements.  


 The following scenarios reflect examples where this sub-process design will be used:  


 Scenario 1 - Sale of item by DAS State Surplus (e.g. state vehicle) 


 Scenario 2 – State revenue received and transferred to an agency for a particular 
program 


 Scenario 3 - Legislative ISTV cash transfers 


 For transactions using this to-be process, the Paying Agency will be provided with the coding 
information in advance of journal creation.  


 For the sale of items by DAS State Surplus, a process will be established for field personnel in the 
Receiving Agency to obtain proper journal line coding to provide to the Paying Agency, including:  


 Receiving Agency field personnel will continue to complete the Item Turn-in Document.   


 The current Item Turn-in Document form needs to be updated for statewide use to 
include the Account, Fund, and Department chartfields.  


 Receiving Agency field personnel will provide the required journal entry chartfield codes 
(Account, Fund, Department) for each item for which revenue is expected.  Procedures 
for when proper coding is not provided on the Item Turn-in Document, must be 
established (as noted in the Process Impacts Summary Procedure Impacts section). 
Options include:  
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 The Paying Agency returns the document to the Receiving Agency to be 
completed. While this will delay the journal entry process and consequently the 
receipt of revenue, it has no impact on the timing of the sale of the item.  


 If an agency leaves fund of origin blank on the Item Turn-in Document, the item 
is coded as GRF-funded and no refund is provided to the Receiving Agency, per 
current State Surplus policy. 


 There will be one Paying and one Receiving Agency per journal; however, journals can contain more 
than one coding line for the Receiving Agency.   


 All journal entries will use the ISTV cross reference (Xref) chartfield (if related to an ISTV). 


 Users will be provided with access to the Online Journal Entry page to attach supporting 
documentation and to submit journal entries.  


 Journals will continue to be edited via the Online Batch page or via scheduled batch every two hours.  


Key Changes 
 
The new design reflects the following key changes:   
 


1. Revenue transfer will be processed through an intrastate journal 
The ISTV Pass Through Revenue sub-process design will be processed in OAKS using a 
General Ledger (GL) journal entry with an automated workflow approval process. Currently a 
voucher is entered into AP and then a corresponding direct journal in AR is entered to complete a 
transaction.  


 
2. Reduction of paper-based supporting documentation storage 


The new design will allow for the provision of electronic management and storage of supporting 
documentation. 
 


3. The elimination of manual ISTV forms 
Prior to OAKS, when the CAS system was in use, the ISTV forms were necessary because OBM 
was responsible for the associated data entry and expenses. If an ISTV form is currently used by 
an agency for Pass Through Revenue, this will no longer be needed because Paying Agencies 
will obtain and enter journal coding information directly into OAKS for both sides of the journal 
entry.    


 


Key Benefits 
 
The team identified and validated the following benefits during Client Advisory Team (CAT) Design 
Sessions, Conference Room Pilots (CRPs), CAT Validation Sessions, and several ad hoc working 
sessions with the Ohio Shared Services (OSS) team and CAT members:  
 


 Streamlines the transfer of Pass Through Revenue using intrastate journal entry in OAKS GL, and 
automated journal approval through the journal entry workflow.   


 Reduces costs associated with paper-based supporting documentation by using electronic 
document storage journal attachments. Currently, documentation is stored at both the Paying and 
Receiving Agencies; for example, the Department of Administrative Services (DAS) processes 
approximately 3,500 ISTVs monthly, each with paper supporting documentation, which will no longer 
be needed.  


 Provides timely receipt of revenue to the Receiving Agency as a result of the Paying Agency 
obtaining complete journal entry coding information prior to entering the journal. 
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Sub-process Flow   
 
The team developed the following business process flow during CAT Design Sessions and refined it through feedback received during CAT Design Sessions, CRP 
Sessions and CAT Validation Sessions. The technology and software enhancements to support this process are identified in the High-level Activity Narratives 
under the Notes column, and correspond to the Business Technology Requirements and Software Gap Analysis Results sections.  
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High-level Activity Narratives  
 
 


Sub-process Title (FIN40-15):  Process ISTV Journal Transactions for Pass Through Revenue 


Activity 
(Box #) 


Activity Name 
Responsible 


Function 
Responsible 


Role 
Summary Activity 


Description 
Notes 


1 Provide correct 
chartfield coding 
information for 
DAS/State 
Surplus 


Agency Receiving 
Agency 


For the sale of an item, 
the Receiving Agency will 
provide the Paying 
Agency with the correct 
chartfield coding 
information for each 
instance where revenue 
is expected. The Account, 
Fund and Department are 
the minimum chartfield 
requirements.  


The Item 
Turn-in 
Document 
form will need 
to be updated 
to include 
Account, 
Fund and 
Department 
chartfields 
(see Key 
Assumptions). 


2 Receive and 
deposit revenue 
with the 
Treasurer of 
State 


Agency Paying 
Agency 


Agencies receive funds 
on behalf of another 
agency, and this money 
is deposited with the 
Treasurer of State.  
 
Examples: 


 State Surplus sells a 
vehicle for another 
agency. 


 Tax revenue is 
generally distributed 
directly to the 
Receiving Agency, 
but if the coding or 
agency is 
unidentified, the tax 
revenue is deposited 
with the Department 
of Taxation, the 
correct information is 
obtained, and the 
revenue is then 
transferred to the 
correct agency. 


 The legislature 
approves a cash 
transfer that 
mandates the use of 
an ISTV to complete 
the transfer.  


 “Other” includes all 
other transactions 
using this process.   
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Sub-process Title (FIN40-15):  Process ISTV Journal Transactions for Pass Through Revenue 


Activity 
(Box #) 


Activity Name 
Responsible 


Function 
Responsible 


Role 
Summary Activity 


Description 
Notes 


3 Enter direct 


journal in AR 


Agency Paying Agency Enter direct journal in 
OAKS to record revenue 
received.  


 


4 Determine if 


receiving agency 


is due revenue 


Agency Paying 
Agency 


Create and review 
internal report identifying 
revenue due to the 
Receiving Agency.


2
  


 


5 Retain revenue in 
paying agency 
fund 


Agency Paying 
Agency 


No further action is 
needed if the Receiving 
Agency is not due 
revenue. The revenue is 
retained by the Paying 
Agency.  


 


6 Compile 
supporting 
documentation 


Agency Paying 
Agency 


Compile all supporting 
documentation (e.g. 
forms, reports) required 
for the journal entry 
transaction.  
 
Examples:  


 State Surplus will 
receive the coding 
information from the 
Item Turn-in 
Document. 


 Department of 
Taxation will need 
coding information if 
the revenue is not 
directly distributed to 
the Receiving Agency 
and it is unidentified. 


 Legislative cash 
transfers will provide 
coding for each 
transfer. 


 


7 Create, upload or 
correct journal 
entry 


Agency Paying 
Agency 


Enter a new journal entry, 
create an online journal 
entry (OBM, OAKS and 
JFS only) or upload 
journal spreadsheet into 
OAKS with both revenue 
and disbursement 
chartfield coding.  
 
To correct journal entries, 
if the journal was entered 
online, correct it online. If 
the journal was uploaded 


[BTR #54, 
GAP #34] 







FIN40-15_ISTV-Pass Through Revenue          Draft for Discussion Purposes Only Page 8 of 17 
10/1/2008, 7:25:24 PM  
 


Sub-process Title (FIN40-15):  Process ISTV Journal Transactions for Pass Through Revenue 


Activity 
(Box #) 


Activity Name 
Responsible 


Function 
Responsible 


Role 
Summary Activity 


Description 
Notes 


via spreadsheet, update 
spreadsheet and re-
upload. 
 
The Paying Agency will 
use the Receiving 
Agency‟s journal header 
source when entering the 
journal in order to route 
the journal to the 
appropriate agency. The 
journal header source is a 
field on the journal 
header page representing 
the agency where the 
revenue is due. 
 
The journal ID will contain 
a prefix (e.g. IST) and the 
ISTV cross-reference 
(Xref) field will be 
populated so that the 
journal is readily identified 
as an intrastate journal.  
The ISTV Xref code 
entered is the three-
character agency code of 
the Receiving Agency 
(e.g., "AGR", "COM", 
etc.), except when the 
Receiving Agency is 
DAS, DRC or DMH.  
Then the ISTV Xref code 
has an B at the end (e.g. 
DASB).  


8 Run journal edit 
and budget check 


Agency Paying Agency Run journal edit and 
budget check process 
after the journal entry is 
created. This process 
validates that the journal 
passes the edit and the 
budget check. The 
budget check validates 
that the Paying Agency 
has sufficient 
appropriation (budget) 
and cash to process 
payments to the 
Receiving Agency.  
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Sub-process Title (FIN40-15):  Process ISTV Journal Transactions for Pass Through Revenue 


Activity 
(Box #) 


Activity Name 
Responsible 


Function 
Responsible 


Role 
Summary Activity 


Description 
Notes 


9 Determine if 
journal passed 
edit and budget 
check 


Agency Paying Agency Receive a journal status 
error in OAKS if either 
edit fails.  


 


10 Identify errors  Agency Paying Agency Identify error. If the error 
is due to Receiving 
Agency coding line 
communicate with the 
Receiving Agency to 
resolve the error, if 
needed.   


 


11 Image/attach 
supporting 
documentation  


Agency Paying 
Agency 


Image/scan and attach 
the supporting 
documentation based 
upon the business needs 
of the agency (the first 
option is preferred). 
Agencies can either:  


 Attach electronic 
supporting 
documentation to 
journal  


 Scan supporting 
documentation and 
attach to journal  


 Print transaction 
cover sheet and 
supporting 
documentation, and 
send to the MSP (for 
high-volume 
transactions) 


[BTR #26,  
GAP #96] 
 
 


12 Submit journal 
entry for approval 


Agency Paying 
Agency 


Approve journal and 
submit journal entry in 
OAKS, which will 
automatically route 
journal to the Receiving 
Agency worklist for 
approval.  


[BTR #54, 
GAP #34] 


13 Retrieve worklist Agency Receiving 
Agency 


Review the list of journals 
pending approval in the 
worklist. 


 


14 Review journal 
and supporting 
documentation 


Agency Receiving 
Agency 


Select journal and review 
the revenue coding 
information and the 
supporting 
documentation.  


 


15 Determine if Agency Receiving Determine if the journal  
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Sub-process Title (FIN40-15):  Process ISTV Journal Transactions for Pass Through Revenue 


Activity 
(Box #) 


Activity Name 
Responsible 


Function 
Responsible 


Role 
Summary Activity 


Description 
Notes 


journal entry is 
approved 


Agency entry is approved.  


16 Determine if 
denied or 
recycled 


Agency Receiving 
Agency 


If the journal entry is not 
approved, determine if it 
is to be denied or 
recycled.  


 


17 Recycle, submit 
journal and send 
e-mail 


Agency Receiving 
Agency 


Select action of recycle 
on approval page, add 
comments in the 
comments field to explain 
the reason for recycle, 
and then submit journal. 
OAKS automatically 
sends an e-mail to the 
Paying Agency initiator 
which includes the 
comments that explain 
the reason for recycle. 


[BTR #54, 
GAP #34] 


18 Deny, submit 
journal and send 
e-mail 


Agency Receiving 
Agency 


Select action of deny on 
approval page, add 
comments in the 
comments field to explain 
the reason for denial, and 
then submit journal. 
OAKS automatically 
sends an e-mail to the 
Paying Agency initiator 
which includes the 
comments that explain 
the reason for denial. 


[BTR #54, 
GAP #34] 


19 Send e-mail to 
delete 


Agency Receiving 
Agency 


Send e-mail to delete 
journal, if needed.  


 


20 Submit journal 
entry for approval 


Agency Receiving 
Agency 


Approve journal and 
submit journal entry in 
OAKS, which will 
automatically route 
journal for approval. 


 


21 Retrieve worklist OBM State 
Accounting 


Review the list of journals 
pending approval in the 
worklist. 


 


22 Review journal 
and supporting 
documentation  


OBM State 
Accounting 


Select journal and 
validate the accounting, 
policy, and legal authority 
of the transaction.  


 


23 Determine if 
journal entry is 
approved 


OBM State 
Accounting 


Determine if the journal 
entry is approved. 
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Sub-process Title (FIN40-15):  Process ISTV Journal Transactions for Pass Through Revenue 


Activity 
(Box #) 


Activity Name 
Responsible 


Function 
Responsible 


Role 
Summary Activity 


Description 
Notes 


24 Post journal entry OBM State 
Accounting 


Post journal entry.   


25 Deny journal OBM State 
Accounting 


Deny, add comments and 
submit journal. A denial 
e-mail will be sent 
automatically from OAKS 
to the Paying and 
Receiving Agencies with 
comments indicating the 
reason for denial. The 
Paying and Receiving 
Agencies need to 
determine if they want to 
create a new journal prior 
If either agency requires 
having backup 
documentation of the 
transaction or supporting 
documentation, the 
agency should print this 
material before OBM 
deletes the journal. 


[BTR #54, 
GAP #34] 
 


26 Delete journal OBM State 
Accounting 


Delete incorrect journal 
from OAKS after a 
correction journal has 
been coded, approved 
and posted, if necessary. 
If journal record backup 
information is needed, it 
must be tracked offline. 
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Process Impact Summary 
 
The team identified the following impacts as part of the CRPs and ongoing OSS team working sessions:   


 


Configuration Impacts 


 A source value will be added to the source table for each agency and will be used for journal approval 
workflow routing. The agency journal source list is included in Journal Workflow Design Packet.   


   


Conversion Impacts 


 Minimal – Because the current process can still be completed after this design is implemented, all 
outstanding items at the time of go-live will be able to be completed. The impact will be immaterial 
due to the limited number of transactions using this process.  


 


Report Impacts      


 TBD – Will review during the Build phase if the current OAKS Cash Management Report and Detail 
Transaction Report for ISTV transactions will be sufficient for the process, or if new reports should be 
created.  


 Create approval status query for users to track approval history (e.g. approved, denied, posted).  
 


Interface Impacts 


 TBD – There are agencies that receive outbound vouchers that could be impacted by the new 
process, thereby resulting in new interface needs for the impacted agencies. Follow-up is underway 
to understand the extent of this impact. This is being tracked as a CRP Open Item; the open item is to 
determine whether an outbound journal file needs to be recreated to replace the ISTV Pass Through 
Revenue vouchers in the existing INF25 file (see Open Item section).  


     


Batch Program Impacts 


 TBD – Batch may be impacted if it is determined that an interface is required as referenced in the 
Interface Impacts section above.  
   


Online Impacts 


Existing OAKS functionality will be used: 


 The journal edit process creates the “due to” and “due from” fund balancing lines for intrastate 
journals. 


 The Journal Entry page will be used to submit journals.   


 Spreadsheet uploads will be used to enter journals by most users.  


 Journal edit will be run from the online batch page by OBM or by scheduled batch every 2 hours.     
 


System Performance Impacts  


 Electronic journal supporting documentation may impact system performance. This transaction will 
be recommended to the Enabling Technologies team for inclusion in the transaction suite that will be 
performance tested. 


   


Security Impacts 
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 Security will remain the same in that the same people will have access to enter journals online, 
upload journals via spreadsheet upload, and edit journals.  Select people from OBM will have access 
to post journals.    


 Users may need additional roles added (e.g., a user may become a journal processor). PeopleSoft 
application security design will occur just after the start of the Build phase, with one of the first 
deliverables being a Roles & Responsibilities Matrix. Roles to support this process flow will be 
included in that deliverable. 


 Provide all users with submit journal access on the Journal Entry page.  


 Provide approvers with write access to the Approver page so they can approve, deny, recycle, etc. 
and add comments.  
 


Audit Impacts 


 OPRID (a.k.a. user ID) can be used to identify who entered the journal online or through journal 
upload spreadsheet. 


 Workflow will track the approval history online (e.g. date/time stamp of approval and approver 
OPRID). 


 Supporting documentation will be viewed electronically online, rather than the current paper review 
process. If the system were to be unavailable during an audit, auditors would have a delay in 
retrieving documents to complete their audit.  


 


Technical Impacts 


 The only Technical Impact identified to date is the potential Interface Impact listed above.  
 


Workflow Impacts 


Journal workflow design and set-up is addressed in the Journal Workflow Design Packet. Below are two 
ISTV Pass Through Revenue specific workflow impacts: 


 Intrastate journals will be routed to the Receiving Agency for the 1st step of review and approval then 
routed to OBM for the 2nd step of review and approval.  


 Receiving Agency‟s source will be entered on the journal header page and will be used to route the 
journal to the Receiving Agency‟s supervisors for approval. 


 


Application Impacts 


 Additional online journal entries and spreadsheet uploads will be entered into the General Ledger 
(GL) in the to-be design, as compared to the current process where Pass Through transactions are 
entered into AR and AP. This will result in a reduced number of transactions entered into AR and AP.  
Transactions currently occur on a daily and monthly basis (e.g. DAS State Surplus will enter journals 
monthly and Department of Taxation will enter journals daily). 


 


Policy/Directive Impacts3 


 Create a new procedure that informs all agencies on the new process to complete ISTV Pass 
Through Revenue transactions (Policy Issue #24). Procedures to include guidance on discontinuance 
of ISTV forms and use of electronic supporting documentation (Policy Issue #38).  


 Revise policy and communicate business processes that allow Pass Through Revenue intrastate 
journals to be manually created and adjusted in OAKS GL (Policy Issue #37).  


 Create a policy requiring a timeframe to perform intrastate journals to transfer revenue from the date 
of receipt or deposit (Policy Issue #51).  


 


Procedure Impacts 


 Supporting documentation required for journal entry transaction will be imaged/scanned and then 
attached to the journal entry within OAKS real-time. Supporting documentation must be attached to 
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the journal entry prior to Receiving Agency approval. Three methods of imaging/attachment are 
available, and the first is preferred:  


 If the documentation is in electronic format, attach to the journal  


 If the documentation is in paper format,  


 Scan, and then attach to journal  


 Fax or mail to the Managed Service Provider (MSP) with a transaction cover 
sheet, for imaging/attachment to the journal   


 If the supporting documentation is high-volume, it can be mailed, faxed, or e-mailed along 
with a cover sheet to the Managed Service Provider for imagining/attachment 


 The Item Turn-in Documents and forms will need to be updated to include fields for Fund, Department 
and Account chartfield coding, and all required chartfields must be included on the Item Turn-in 
Document.  


 The new procedure will impact all agencies that receive Pass Through Revenue. An intrastate journal 
will be created by the Paying Agency to move the cash from one fund to another. These intrastate 
journals will be approved by the Receiving Agency and then approved by OBM. 


 The Paying Agency will enter the Receiving Agency source code on the journal header page.   


 The Paying Agency will no longer need to create an ISTV voucher in AP and the Receiving Agency 
will no longer need to create a direct journal in AR.  


 Field personnel to contact their Agency Fiscal Office to obtain journal coding information to include on 
the Item Turn-in Document form.  


 Establish procedures in the event that Paying Agency receives forms that are missing coding 
information or have incorrect coding information. 


 Establish procedures that communicate that there will be one Paying and one Receiving Agency per 
journal and that journals can contain more than one coding line.  


 Establish procedures for the number of days a denied journal entry and its supporting documentation 
will be available to agencies prior to OBM deletion of the journal.  


 Establish procedures that the correction journal includes the original journal‟s ID and date so that it 
can be deleted once the correction journal is posted.  


 


Labor Contract Impacts 


 None, per Betty Johnson.  
   


OAC (Ohio Administrative Code) Impacts 


 No impact: OAC 126-3-01 Prompt Payment Rule – refers to payments based on invoices, and there 
will not be any invoices or payments in this process.   


 


ORC (Ohio Revised Code) Impacts 


 ORC 131-34 Transfer Between Funds or Between State Agencies – ORC currently reads as follows:  
“(A) No moneys shall be transferred between funds or between state agencies on an 
intrastate transfer voucher, or by any other procedure, unless such a transfer is a 
payment for goods or services or unless such a transfer is required or authorized by law.” 


Need to determine if “transfer is required” covers the proposed process. If not, then ORC revision 
is necessary (Policy Issue #50). 
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Change Management Impacts 


 Establish a process for the Receiving Agency to complete the Item Turn-in Document. This document 
must include all required journal chartfield coding. The correct journal coding is needed from the 
Receiving Agency to complete the intrastate journal in GL. 


 Workflow will be used to notify the Receiving Agency of money owed. The current notification letter 
and list of refundable items are to be attached to the journal entry as supporting documentation and 
the letter will no longer be mailed to the Receiving Agency.   


Additional impacts, if any, are expected to be discussed prior to the Build phase and will be incorporated 
into this document upon completion. 
 
 
 


Key Inputs and Outputs   
 
The team identified the following inputs and outputs during the CRP sessions:  
 


Inputs  


Description Status Type Source Change 


Enter Intrastate Journals New to some Online or 
Spreadsheet 
upload 


GL Processor Yes 


Submit journal via journal line 
page 


New Online Initiator or 
Approver 


Yes 


Attaching electronic file – 
supporting documentation 


New TBD TBD Yes 


 


Outputs 


Description Status Type Source Change 


Worklist item New Workflow GL Processor 
or Approver 


Yes 
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Open Items 


 


CRP-specific Open Items 


 
At the time of final review and submission of this sub-process design, the following „open items‟ were 
captured:  
 


These will be resolved as a part of the Build phase by the Technology team:  


 Design the integration with a Managed Service Provider (MSP) for supporting documentation. 


 Journals should not be routed for approval until supporting documentation is attached. Until the 
documentation is provided and scanned by the MSP, the journal should not be routed to the 
Receiving Agency‟s worklist until the link to the supporting documentation is available on the journal 
entry (e.g. initiator submits for approval, sends documentation to MSP, document is linked, and then 
item is automatically routed to worklist).  


 Determine how Receiving Agency will be prohibited from adjusting a journal entry created by the 
Paying Agency by reproducing the upload spreadsheet and overriding the existing journal.  


 


Resolution is in progress and should be resolved prior to the Build phase.   


 Determine if a journal file needs to be created to replace the ISTV Pass Through Revenue 
transactions in the INF25 outbound voucher file. 


 Determine if there are design impacts to be considered as a result of journals containing more than 
one coding line for the Receiving Agency.   


 


General Open Items 


 
At the time of submission, no general open items were captured within the “Open Items” Log maintained 
by the Finance Process Design Team.  However, as the Design phase continues and the Build phase 
ensues, the team will continue to identify, document, and track new open items related to this sub-
process.  
 
 


Item 
# 


Priority Description 
Identified 


by 
Date 


Submitted 
Assigned 


Team 
Assigned 


Owner 
N/A N/A N/A N/A N/A N/A N/A 


 
Priority refers to the project phase in which closure or resolution is anticipated of the identified open item.
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Endnotes 
                                                      
1
 OAKS refers to an intrastate journal as an intraunit journal, meaning between funds and within one business unit. 


The State of Ohio and OAKS refer to this as an intrastate journal.    
2
 DAS has a report, the notification and items sold list, from their FoxPro database application. This report uses pre-


defined revenue calculation criteria to determine revenue amount to be disbursed to the Receiving Agency. This 
amount owed to the Receiving Agency is equal to the sum of all non-GRF items sold with a unit price greater than 
$500 less a handling fee of $125 on each item sold.  
3
 Policy and Directive Impacts are tracked in the “Policy Issue” Log maintained by the Finance Process Design Team.  
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Supplement Six 
 


Design Phase 
Deliverables 


 
 


Note: This Supplement is provided as a PDF 
Package containing multiple documents wrapped 
into one PDF. 


 
You can print the documents individually or together.  


1. Open the PDF package. You can select the cover sheet and print it on a different printer or paper stock.  


2. Choose File > Print, and then choose one of the following commands:  


Option Description 


Print Current 
Document 


Prints the open PDF. 


Print All 
Documents 


Prints all the PDFs in the package. 


Print Selected 
Documents 


Prints some of the PDFs in the package. (This option is 


available only when multiple files are selected in the list 


of component documents.) 


4. Choose applicable printing options, and click OK.  


Documents are printed in the order they appear in the package. 
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Sub-process Design Overview 
 
The Enter and Maintain Chart of Accounts sub-process encompasses the process for requesting a new 
ChartField value. This process describes how to update an existing value, review and approve ChartField 
requests, and communicate the changes to all accountable parties. 
 


Key Assumptions   
 


 There are no changes to the current process, technology, roles and responsibilities. 


 The guidelines for completing and obtaining agency supervisor approval for an OAKS ChartField 
Value Change Request form (Change Request Form) varies from agency to agency.  The detailed 
agency procedures are not captured in this document.     


 The request actions are: Add (A), Inactivate (I) and Change (C).   


 All Change Request Forms are sent to Office of Budget and Management (OBM). Completed forms 
are submitted via e-mail to OBM.ChartField@obm.state.oh.us. 


 All Change Request Forms (Excel and PDF versions) are available on OBM’s web-site: 
http://www.obm.ohio.gov/form/OAKS.asp.   


 Resources in OBM update all ChartFields and their corresponding trees (if a tree exists) except for 
the Department and Program ChartFields; these are updated by the Ohio Administrative Knowledge 
System (OAKS) team. 


 If a tree change occurs, the following updates may be required:  


 Agencies update reports as needed with the new ChartField value(s).    


 Agencies update their subsystem mapping. Data is extracted for each ChartField table 
daily by OAKS. No mapping is done in OAKS.  


 OAKS General Ledger (GL) team updates Combo Edit rules, groups and tables. 


 Account, Fund and ALI ChartField values are assigned by OBM.  All other values are assigned by the 
agency using the Change Request Form and follow appropriate naming conventions.     


 A valid Fund ChartField number is assigned to Fund requests, but is not entered into 
OAKS until the Legal Authority has been obtained.   


 Requests to add or update Program ChartFields are discussed with respective OBM Budget Analysts 
prior to completing the Change Request Form.     


 New ChartField values are added with an effective date of 01/01/1901.   


 A new effective dated row is added when making a change to an existing value (e.g. inactivate 
account 423501 by adding a row with an effect date of 8/1/2007).   


 All ChartField values, with the exception of Department, are migrated daily from OAKS FIN to OAKS 
Human Capital Management (HCM).      


 Agencies have the ability to define combo codes in OAKS. To associate a new value with a Combo 
Code (rule), the agency is to indicate this in the “Combo Code” column on the Department ChartField 
Value Change Form. The new value is entered by OAKS, forwarded to Department of Administrative 
Services (DAS) Human Resources Division (HRD) who enters the update into HCM. Agencies can 
then use them for Combo Codes.  


 


 


 


 


 


 



mailto:OBM.Chartfield@obm.state.oh.us

http://www.obm.ohio.gov/form/OAKS.asp
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ChartField Maintenance Needs and Responsibility Table  


# OAKS 
ChartFields 


Required/ 
Optional 


Budget 
Approval 


Agency 
Approval 


Legal 
Authority 
Approval 


Approved & 
Tables 


Updated in 
OAKS By 


Tree Maint-
enance 


Communication 


1 Fund Required   No  No  Yes  OBM Yes - OBM  E-mail/Phone 


2 Account Required   No  No  No  OBM Yes - OBM  FIN Weekly 
News Letter 


3 Appropriation 
Line Item 
(ALI) 


Required   No  No  Yes  OBM Yes - OBM  E-mail/Phone 


4 Department Required   No  Yes  No  OAKS – 
Caroline 
Retherford 


Yes - OAKS E-mail/Phone 


5 Program Required   Yes  Yes  No  OAKS – 
Erica 
Thomas 


Yes - OAKS  E-mail/Phone 


6 Grant/Project Optional   No  Yes  No  OBM NA  E-mail/Phone 


7 Service 
Location 


Optional   No  Yes  No  OBM NA  E-mail/Phone 


8 Reporting Optional   No  Yes  No  OBM NA  E-mail/Phone 


9 Agency Use Optional   No  Yes  No  OBM NA  E-mail/Phone 


10 Project Optional   No  Yes  No  OBM NA  E-mail/Phone 


11 ISTV Cross 
Ref 


Optional   No  Yes  No  OBM Yes   E-mail/Phone 


12 Budget Ref Optional   No  Yes  No  OBM NA  E-mail/Phone 


 


 


Key Changes 
 
This sub-process design reflects the current process; there are no design changes herein.  
 


Key Benefits 
 
The team identified and validated the following benefits during discussion with OBM state accounting 
resources and several ad hoc working sessions with the OSS team:  
 


 Provides clear documentation of the end-to-end Chart of Accounts process. 


 Documents the internal control for ChartField Maintenance, including segregating the responsibilities 
for the review, approval and update of the Chart of Accounts.  
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Sub-process Flow   
The team developed the following business process flow during several ad hoc working sessions with the Technical and OSS team and refined it through feedback 
received during discussion with OBM state accounting resources.  There are no technology and software enhancements to support this process. 
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Request 
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31


27


28


29
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High-level Activity Narratives  
 


Sub-process Title (FIN50-10):  Enter and Maintain Chart of Accounts 


Activity 
(Box #) 


Activity Name 
Responsible 
Function 


Responsible 
Role 


Summary Activity Description Notes 


1 Request new 
ChartField or 
change to 
current 
ChartField 


Requestor Agency 
Personnel 
 
Legislative 
Budget 
Office (LBO) 
 
OBM 
Budget 
Analyst 


The need for a new ChartField value or 
change in an existing ChartField value is 
identified by an agency, OBM Budget 
Analyst, or Legislative Budget Office 
(LBO) staff member. 
 
Agency GL Processors coordinate the 
Department ChartField with their Human 
Resource Division.   
 
Each agency has internal procedures for 
preparing and approving requests within 
their agency.   


 


2 Determine if 
ChartField 
request type is 
Program 


Requestor Agency 
Personnel 
 
Legislative 
Budget 
Office (LBO) 
 
OBM 
Budget 
Analyst 


Determine if ChartField request type is for 
Program ChartField. 


 


3 Communicate 
with OBM 
Budget Analyst 


Requestor Agency 
Personnel 
 
OBM 
Budget 
Analyst 


Program ChartField requests are 
reviewed with the respective OBM Budget 
Analyst to determine if the request is valid 
and appropriate.  
 


 


4 Complete/update 


form and submit 


for supervisor 


approval 


 


Requestor Agency 
Personnel 
 
Legislative 
Budget 
Office (LBO) 
 
OBM 
Budget 
Analyst 


State agency personnel will access the 
OBM website to download and complete 
the appropriate ChartField Request Form. 
Once the appropriate form is completed, it 
is submitted to the agency ChartField 
owner for approval.    
 
All ChartField Value forms (Excel and 
PDF versions) can be found on OBM’s 
web-site: 
http://www.obm.ohio.gov/forms/OAKS.asp 
 
The forms include:  
1. Agency Use – CF Value Change 


Request Form  
2. Budget Reference – CF Value 


Change Request Form  
3. Construction Project – CF Value 
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Sub-process Title (FIN50-10):  Enter and Maintain Chart of Accounts 


Activity 
(Box #) 


Activity Name 
Responsible 
Function 


Responsible 
Role 


Summary Activity Description Notes 


Change Request Form  
4. Department – CF Value Change 


Request Form  
5. Non-Construction Project – CF Value 


Change Request Form  
6. Program – CF Value Change 


Request Form  
7. Reporting – CF Value Change 


Request Form  
8. Service Location – CF Change 


Request Form  


5 Determine if 
request is 
approved 


Agency 
ChartField 
Owner 
(Agency 
Approver) 


Agency 
Supervisor 


The agency ChartField owner is 
responsible for reviewing and approving 
the ChartField Request Form.  These 
persons will review the form to ensure 
that the request conforms to the agency 
ChartField coding structure, and then will 
approve or deny the request as required. 


 


6 Submit request 
to OBM e-mail 
address 


Requestor 
or Agency 
Supervisor 


Agency 
Supervisor 


Once completed and approved, the 
Agency ChartField Owner will submit the 
ChartField Request Form(s) by e-mail to 
obm.ChartField@obm.state.oh.us. 


 


7 Communicate 
reason and 
required action 


Agency Agency 
Supervisor 


Communicate to requestor needed 
changes for resubmission or reason for 
denial.   


 


8 Resolve issues Agency Agency 
Personnel 
 
Legislative 
Budget 
Office (LBO) 
 
OBM 
Budget 
Analyst 


If form is to be corrected make the 
needed corrections and resubmit for 
approval. 
 
If request has been denied no further 
action is required.   


 


9 Determine type 
of ChartField 
request 


OBM OBM GL 
Manager 


Determine the ChartField table is to be 
updated.  If Program or Department, OBM 
forwards form to OAKS for review and 
maintenance. 


 


10 Review request 
form  


OAKS OAKS Team Form is reviewed for completeness and 
valid values by the OAKS personnel.  


 


11 Determine if 
request is 
approved 


OAKS OAKS Team Determine if request is approved.  


12 Add/update 
ChartField  


OAKS OAKS Team New ChartField values will be added with 
an effective date of 01/01/1901.   
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Sub-process Title (FIN50-10):  Enter and Maintain Chart of Accounts 


Activity 
(Box #) 


Activity Name 
Responsible 
Function 


Responsible 
Role 


Summary Activity Description Notes 


If request is to update a value, insert a 
new row, and then: change the 
description, activate or inactivate the 
ChartField.   


13 Communicate 
changes to 
requestor 


OAKS OAKS Team  Notify the requestor that the request has 
been completed and which changes have 
been made. 


 


14 Update trees if 
needed 


OAKS OAKS Team For the Department/Program ChartField, 
access the Department/Program tree and 
review to confirm that the new or moved 
ChartField value falls within a range on 
the current tree. If the ChartField falls 
within the range no action is taken. If the 
value is out of range with the Parent 
Node, the tree is updated with the new 
Department/Program value.  
 
Once the value is updated, the change 
request and updated Department Excel 
tree value are filed. A copy of the OAKS 
ChartField Request Form is returned to 
the requesting agency and to the OAKS 
Human Capital Management (HCM) 
team.   


 


15 Notify requestor 
and HCM Team 
of completed 
request(s) and 
tree change(s) 


OAKS OAKS Team OAKS team communicates any changes 
(add, activate/inactivate, or change 
description) to the OAKS HCM Team. The 
HCM team makes updates to the OAKS 
HCM system.  


 


16 Provide 
information to 
synchronize 
other systems 


OAKS OAKS Team Subsystem personnel update the HCM 
system as needed (e.g. HCM). 
 


 


17 Communicate 


reason and 


required action  


OAKS OAKS Team Communicate to requestor needed 
changes for resubmission or reason for 
denial.   


 


18 Assign a fund 
number 


OBM OBM/OSS 
GL Manager 


A valid fund number is assigned for the 
fund requests. The new fund will not be 
entered into OAKS until the Legal 
Authority (House or Senate Bill or the 
Controlling Board) is obtained.   


 


19 Determine if 


legal authority 


obtained 


 


OBM OBM/OSS 
GL Manager 


Determine if the fund has obtained Legal 
Authority.   
 
Once obtained, OBM sends the request 
form to OBM Financial Reporting so they 
can complete their respective section on 
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Sub-process Title (FIN50-10):  Enter and Maintain Chart of Accounts 


Activity 
(Box #) 


Activity Name 
Responsible 
Function 


Responsible 
Role 


Summary Activity Description Notes 


the form.   


20 Retain fund 
number on file 


OBM OBM/OSS 
GL Manager 


OBM will retain fund number for 
reference.     


 


21 Review request 
form  


OBM OBM/OSS 
GL Manager 


Review form for validity and 
completeness.  


 


22 Determine if 
request is 
approved 


OBM OBM/OSS 
GL Manager 


Determine if request is approved.  


23 Communicate 
reason and 
required action  


OBM OBM/OSS 
GL Manager 


OBM contacts the requestor to 
communicate the reason for denial and 
required actions (e.g. changes needed, 
resubmission). 


 


24 Add/update 
ChartField 


OBM GL 
Processor 


New ChartField values will be added with 
an effective date of 01/01/1901.   
 
If request is to update a value, insert a 
new row and change the description, and 
activate or inactivate the ChartField.   


 


25 Communicate  
changes to 
requestor 


OBM GL 
Processor 


Notify the requestor that the request has 
been completed and which changes have 
been made. 


 


26 Update trees if 
needed 


OBM/OSS GL 
Processor 


Update tree, if necessary.   


27 Determine if 


report, combo 


rule or mapping 


change is 


required 


OBM/OSS GL 
Processor 


Determine if a report, combo code (rule) 
or mapping change is required. A new or 
edited value may require updates to 
related configuration data in OAKS which 
involves additional steps to be taken by 
the Agency and/or OAKS. 


 


28 Provide 


information to 


update queries 


and reports 


OBM/OSS GL 
Processor 


It is the responsibility of agencies to 
update queries and/or reports with new 
ChartField values.    


 


29 Provide 


information to 


update combo 


edits  


OBM/OSS GL 
Processor 


Combo Edit rules, groups and tables are 
maintained by OAKS GL team. The 
OAKS team makes the required changes. 


 


30 Provide 
information to 
update mapping 


OBM/OSS GL 
Processor 


An extract for each ChartField table is 
created daily and is available (e.g. 
PS_GL_ACCOUNT_TBL OAKS file name 
INFGL015BOBM01000.dat). Agency may 
use interface to complete mapping within 
their subsystems. No mapping is done in 
OAKS. 
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Sub-process Title (FIN50-10):  Enter and Maintain Chart of Accounts 


Activity 
(Box #) 


Activity Name 
Responsible 
Function 


Responsible 
Role 


Summary Activity Description Notes 


31 Communicate 


Account 


ChartField 


changes  


OBM/OSS GL 
Processor 


If the ChartField change is for an 
Account, it is communicated to all 
agencies because Account is used 
globally. This change is communicated in 
the FIN Weekly Newsletter, to the agency 
Chief Fiscal Officers, and to the OBM 
website, as appropriate.  
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Process Impact Summary 
 
This sub-process was not involved in the CAT CRP Sessions.  The team identified the following impacts 
as part of discussion with OBM resources and ongoing OSS team working sessions:   


 


Configuration Impacts 


 None identified.  
   


Conversion Impacts 


 None identified.  
 


Report Impacts      


 None identified. 
 


Interface Impacts 


 None identified. 
     


Batch Program Impacts 


 None identified.  
   


Online Impacts 


 ChartField changes are made on the ChartField Value pages in OAKS.    


 


System Performance Impacts  


 None identified. 
   


Security Impacts 


 None identified.  
 


Audit Impacts 


 This sub-process design provides end-to-end documentation of this process.  
 


Technical Impacts 


 None identified.  
 


Workflow Impacts 


 None identified.  
 


Application Impacts 


 None identified.  
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Policy/Directive Impacts1 


 ORC Chapter 126 defines and grants OBM the responsibility to keep and maintain all accounting 
records for the State of Ohio. Section 126.21 defines the duties of the Director of Budget and 
Management and authorizes OBM to maintain the accounting system, establish appropriate 
accounting procedures for the State, and to verify its integrity. If the responsibility for this process 
transfers to OSS, determine if the ORC must be updated.  


 


Procedure Impacts 


 None identified.  


 


Labor Contract Impacts 


 None identified.  
   


OAC (Ohio Administrative Code) Impacts 


 None identified. 
 


ORC (Ohio Revised Code) Impacts 


There are no impacts to these ORC sections; these rules govern the Chart of Accounts process:  


 Section 127.14 – the Controlling Board approves and authorizes the creation of new funds. The 
General Assembly also creates new funds by legislative acts.   


 Section 131.32 – authorizes OBM to classify the funds of the State and the custodial funds of the 
Treasurer of State for external reporting purposes. 


    


Change Management Impacts 


 None identified.  
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Key Inputs and Outputs   
 
Inputs and outputs were not identified during the CRP sessions conducted to date.  However, inputs and outputs of the new sub-process flow will 
continue to be identified and assessed as needed throughout the remainder of the Design phase.   
 
 


Inputs  


Description Status Type Source Change 


Add or change ChartField Values 
via  ChartField Values pages 


Existing Online  OAKS Team 
or OBM GL 
Processor 


No 


 


Outputs 


Description Status Type Source Change 


Daily ChartField Extract Existing Extract  OAKS No 
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Open Items 


 


CRP-specific Open Items 


 
There are no CRP Open Items for this process.  


 


General Open Items 


 


 Determine if this process will be moved to OSS.  
 
 
At the time of submission, no general open items were captured within the “Open Items” Log maintained by the Finance Process Design Team.  
However, as the Design phase continues and the Build phase ensues, the team will continue to identify, document, and track new open items 
related to this sub-process.  
 
 


Item 
# 


Priority Description 
Identified 


by 
Date 


Submitted 
Assigned 


Team 
Assigned 


Owner 
N/A N/A N/A N/A N/A N/A N/A 


 
Priority refers to the project phase in which closure or resolution is anticipated of the identified open item.  


                                                      
1
 Policy and Directive Impacts are tracked in the “Policy Issue” Log maintained by the Finance Process Design Team.  
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Sub-process Design Overview 
 
This design reflects a centralized process the OSS (Ohio Shared Services) will undertake after 
implementation.  Controls are in place to ensure funds are deposited into correct accounts.  If there are 
routing errors, the OSS will work either the employee or vendor to resolve the errors.  A file is sent to the 
Treasurer’s office to identify the amount of funds paid out in both warrants and EFT for cash management 
tracking. 
 
This sub-process was not included for the CAT (Client Advisory Team) design, validation, or CRP 
(Conference Room Pilot) sessions. 
 


Key Assumptions   
 


 The process is currently centralized within OBM and will be migrated to OSS during 


implementation. 


Key Changes 
 
The new design reflects the following key changes:   
 


1. OSS will assume the activities of this sub-process 
The OSS will handle the activities associated with this design that was formerly conducted by 
OBM. 


 


Key Benefits 
 
The OSS project team identified and validated the following key benefit during the Design Phase through 
several ad hoc working sessions with OSS project team members and CAT members:  
 


 Service Level Agreements (SLAs) will be in effect at the OSS to ensure a timely occurrence of the 
pay cycle and reporting mechanisms 
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Sub-process Flow   
 
The team developed the following business process flow from existing documentation on the current process at OBM and in validation with the process owners.   


State 


Printing


Vendor


OSS – 


Payment 


Issuance 


Clerk Issued EFT 


or warrant?


EFT


FIN20-20: 


Process PO 


Vouchers


Warrant


 Receive 


payment 


confirmation 


receipt
OAKS


FIN30-30: 


Process Travel 


Reimburse-


ment 


Transactions


FIN20-25: 


Process Non-


PO Vouchers


Routing 


errors?


Treasury 


Team


Yes


No


 Make 


corrections to 


existing entry 


and resubmit


 Pay cycle 


runs (2pm 


daily)


 Determine if 


payment 


issued EFT 


or warrant


 Notify 


treasurer of 


total warrant 


amount


Issue warrant


 Determine if 


payment 


successful
OAKS


Resolve 


errors with 


vendor


 Analyze and 


resolve 


issues


 Make 


corrections to 


bank account 


information


OBM/OSS 


– Payment 


Issuance 


Supervisor


3 Notify 


treasurer of 


cash needs


 Issue file to 


State Printing 


of warrants to 


issue


 Payment 


instructions 


received


FIN20-35: 


Process 


Payment Card 


Transactions


 Prepare 


memo for 


Treasurer’s 


office


Employee


Key Bank


 Transfer 


funds to Key 


Bank 


 Issue EFT 


funds


Vendors or 


employees?


A


Vendors


Resolve 


errors with 


employee


Employee


A


End


 Make 


corrections to 


existing entry 


and resubmit


 Analyze and 


resolve 


issues


 Make 


corrections to 


bank account 


information


 Generate 


payment file


A


 Determine if 


errors with 


employee or 


vendor
OAKS


1 2 3


4


5


116 12


13


14 18


22


7


8


9 10


17 16 15


192021
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High-level Activity Narratives  
 


Sub-process Title TBD> 


Activity 
(Box #) 


Activity Name 
Responsible 


Function 
Responsible 


Role 


1 
Pay cycle runs 
(2 pm daily) 


OSS 
Payment 
Issuance 
Clerk 


2 Determine if 
payments 
issued EFT or 
warrant 


OSS 
Payment 
Issuance 
Clerk 


3 Notify treasurer 
of total warrant 
amount 


OSS 
Payment 
Issuance 
Clerk 


4 Issue file to 
State Printing of 
warrants to 
issue 


OSS 
Payment 
Issuance 
Clerk 


5 
Issue warrant 


State 
Printing 


State 
Printing 


6 
Notify treasurer 
of cash needs 


OSS 
Payment 
Issuance 
Clerk 


7 Prepare memo 
for Treasurer’s 
office 


OBM/OSS 
Payments 
Issuance 
Supervisor 


8 Transfer funds 
to Key Bank 


Treasury 
Team 


Treasury 
Team 


9 Payment 
instructions 
received 


Key Bank Key Bank 


10 Issue EFT funds Key Bank Key Bank 


11 
Generate 
payment file 


OSS 
Payment 
Issuance 
Clerk 


12 Determine if 
payment 
successful 


OSS 
Payment 
Issuance 
Clerk 


13 Determine if 
errors with 
employee or 
vendor 


OSS 
Payment 
Issuance 
Clerk 


14 
Resolve errors 
with employee 


OBM/OSS 
Payments 
Issuance 
Supervisor 
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Activity 
(Box #) 


Activity Name 
Responsible 


Function 
Responsible 


Role 


15 Make 
corrections to 
bank account 
information 


Employee Employee 


16 Analyze and 
resolve issues 


Employee Employee 


17 Make 
corrections to 
existing entry 
and resubmit 


Employee Employee 


18 
Resolve errors 
with vendor 


OBM/OSS 
Payments 
Issuance 
Supervisor 


19 Make 
corrections to 
bank account 
information 


Vendor Vendor 


20 Analyze and 
resolve issues 


Vendor Vendor 


21 Make 
corrections to 
existing entry 
and resubmit 


Vendor Vendor 


22 Receive 
payment 
confirmation 
receipt 


Treasury 
Team 


Treasury 
Team 


 
 


Open Items 


 


CRP-specific Open Items 


 
At the time of submission, this sub-process did not involve a CRP; therefore no CRP-specific Open Items 
exist at this stage of the Design Phase. However, Open Items will continue to be identified and assessed 
as needed throughout the remainder of the Design Phase and should be resolved prior to the build phase. 
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General Open Items 


 
At the time of submission, no general open items were captured within the “Open Items” Log maintained 
by the Finance Process Design Team.  However, any emerging open items identified after the core 
development and submission of this packet will be captured on a regular basis in the “Open Items” Log 
maintained by the Finance Process Design Team. 
 


Item 
# 


Priority
1i
 Description Identified by 


Date 
Submitted 


Assigned 
Team 


Assigned 
Owner 


N/A N/A N/A N/A N/A N/A N/A 
1
 Priority refers to the project phase in which closure or resolution is anticipated of the identified open item.  
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Endnotes 
                                                      
1 
“None” was identified in the corresponding standalone CRP Summary final deliverables submitted to the 


State prior to August 22, 2008; on August 26, 2008, the State requested the “None” be updated to “TBD” 
in this packet.


 


2 
Policy and Directive Impacts are tracked in the “Policy Issue” Log maintained by the Finance Process 


Design Team
.
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Sub-process Design Overview 
 
This design reflects the journal approval workflow that will be rolled out to all agencies and will be used 
for all online and upload journals.  As a result of this design, all online and upload journals will be 
automatically routed for approval. Most agencies will have a two level approval process:  the first level will 
be an Agency Supervisor Approver and the second level will be an Office of Budget and Management 
(OBM) Approver.   


Key Assumptions   
 


 This is a statewide initiative. This process is not limited to the agencies participating in Ohio Shared 
Services (OSS). 


 Journal workflow will be used for the Actuals ledger (General Ledger) only.  


 All online and spreadsheet upload journals will require approval regardless of amount.  


 The journal source (a required field on the Journal Header page) will be used to route the journal 
entry to the appropriate agency approver. 


 Each approver will be associated with one or more journal sources.  


 For Intrastate Transfer Voucher (ISTV) intraunit
1
 journals, the Receiving Agency source will be 


entered to route journal for approval.     


 Two levels of approval will be created for journals created within an agency.  The first level of 
approval will be an Agency Supervisor Approver and the second level will be an OBM Approver.  Only 
OBM will have one level of approval, since OBM is both the initiator and approver level.  


 Each agency will have one or more journal approvers. If the agency has only one Agency Supervisor 
Approver, who is also the journal initiator, this person will be able to approve their own journal. If the 
agency has multiple approvers the initiator will not approve their own journal. The size of the agency 
and their approval needs will determine if one or many approvers will be required. 


 Journal approvers will select their preferred journal notification preference – e-mail and/or worklist. 
Journal approver user preferences will be set-up during implementation, and if no preference is 
chosen, both options will be selected as the default option.  


 User preferences may be used for users who enter online journals to default a journal source on the 
journal header page. The user‟s preference page allows defaults to be entered by user ID for 
commonly used fields and processing options (e.g. business unit, ledger or source).  


 The User ID who uploads the spreadsheet will be the initiators User ID on the approval history.   


 The “Programmatic” workflow worklist design option will be used to customize the worklist 
functionality for this design. The Programmatic design requires the journal approval process to be 
complete before a journal is removed from the worklist. Using Programmatic design, the journal can 
only be marked worked with customized PeopleCode (the programming language used in the 
development of PeopleSoft applications).   


 All workflow timeout processing will be disabled (e.g. items will remain in worklist until worked).   


 Procedures will be communicated on the process to allow a user that is not the original initiator to 
update a previously uploaded spreadsheet in OAKS that contains error(s).   


 Worklist items can be reassigned (both current and new items) to prevent pending work items from 
remaining unprocessed due to an approver being unavailable (e.g. vacation). A user with security 
access may: 


 Direct routings for a certain role user to an alternate role user for a range of time.   


 Reassign pending work for a role user.  When reassigning work, existing worklist entries will be 
transferred to the specified user‟s worklist.   


 All sub-system journals will be pre-approval in OAKS General Ledger (GL) (e.g. AP and AR journals).   


 Access to delete denied journals is limited to select OBM staff. OBM staff will provide agencies time 
to print backup documentation of the transaction (e.g. retain spreadsheet as backup), or supporting 
documentation, prior to deleting the journal.  
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 Supporting documentation required for journal entry transactions will be imaged/scanned and then 
attached to the journal entry within OAKS.  


 Supporting documentation must be attached to the journal entry prior to journal routing. 


 Supporting documentation sent to the Managed Service Provider (MSP) will be attached to the 
journal; once attached, submitted journals will be routed for approval.  


 Journal workflow will be maintained and monitored by an OAKS workflow administrator.         


 Users will be provided with access to attach supporting documentation and submit journal entries for 
approval to the Online Journal Entry page.   


 Journals will continue to be edited via the Online Batch page or via scheduled batch every two hours.  


 Payroll journals with a low volume of errors (e.g. < 30 lines) will be corrected online by OBM. Payroll 
journals with a high volume of errors (e.g. > 30 lines) will be denied.  Payroll journals will remain in the 
system until the correction journal has been posted; once posted OBM will delete the original journal.   


 Security Administrator will communicate to the Workflow Administrator any user updates which 
impact journal approval routing.  


 Existing OAKS functionality to be used: 


 The journal edit process creates the “due to” and “due from” fund balancing lines for 
intrastate journals. 


 Spreadsheet uploads will be used to enter journals by most users.  


 Journal edit will be run from the online batch page by OBM or by scheduled batch every 2 
hours.    


 Method of imaging and attaching documentation will be determined on an agency by agency and may 
take the form of: 


 Imaging and attaching documentation at agency location 


 Faxing documents to OSS for imaging and attaching  


 Mailing documents to OSS for imaging and attaching  
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Key Changes 
 
The new design reflects the following key changes:   
 


1. Supporting documentation will be viewed online rather than in hard copies   
Supporting documentation will be linked to journals for review at anytime.    
 


2. Paper-based supporting documentation storage will be reduced 
The new design will allow for the provision of electronic management and storage of supporting 
documentation. 
 


3. Journal approvals will be completed online and approval history will be tracked   
All journals will be approved, recycled or denied online.  


 Approve: Journals with an online Approved status may be posted.    


 Recycle:  Once a recycled journal has been submitted, an automated e-mail will be sent 
to the prior approver level(s) with a subject line “Journal to be recycled”.  E-mail will 
contain the journal ID, business unit and date (e.g. Recycle journal ISTV0001 for Unit 
STATE and Date 2008-09-18). E-mail notification will contain comments on the 
corrections needed.       


 Deny: Once a journal has been denied it cannot be posted. An e-mail notification will be 
sent to the prior approver level(s) with comments explaining the reason for the denial.    


 


Key Benefits 
 
The team identified and validated the following benefits during Client Advisory Team (CAT) Design 
Sessions, Conference Room Pilots (CRPs), and several ad hoc working sessions with the OSS team and 
CAT members:  
 


 Streamlines the approval of online and spreadsheet journals using automated journal approval 
workflow.  


 Provides a consistent, transparent and accountable approval process across all agencies.    


 Eliminates the need to navigate through the system to approval journals.  A worklist item will be 
added to the approver‟s worklist. Worklist items are available for users to directly access the pages, 
complete required actions, marking items as complete.     


 Provides the ability to format or filter the list of items, assign a priority to each item, and view 
additional details within the worklist. 


 Reduces cost associated with paper-based supporting documentation by using electronic document 
storage journal attachments.  


 Provides an Approval Instance log to view the history of a work item as it passes through the 
approval steps.    


 Allows for viewing journal approval history on the journal approval page. This includes the approval 
steps and path, with the status and applicable date/time stamp and user ID for the various activities 
in the approval process.  


 Delivers standard Workflow status reports are available to run as needed.   







FIN50-26_Journal Approval Workflow_v4_9252008.doc       Draft for Discussion Purposes Only Page 6 of 16 
10/1/2008,7:24:55 PM 


Sub-process Flow   
The team developed the following business process flow during Conference Room Pilots (CRP) Sessions and CAT Validation Sessions. The technology and 
software enhancements to support this process are identified in the High-level Activity Narratives under the Notes column, and correspond to the Business 
Technology Requirements and Software Gap Analysis Results sections.  
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High-level Activity Narratives  
 
 


Sub-process Title (FIN50-26):  Journal Approval Workflow  


Activity 
(Box #) 


Activity Name 
Responsible 


Function 
Responsible 


Role 
Summary Activity 


Description 
Notes 


1 Create, upload or 
correct journal 
entry 


Agency GL Processor Create new online journal 
entry (OBM, OAKS and 
JFS only), upload journal 
spreadsheet or correct 
journal.   
 
To correct journals 
entered online use the 
online pages to make the 
corrections. To correct 
uploaded journals, update 
spreadsheet and re-
upload. 
 
The agency‟s journal 
source will be entered on 
the journal header page.  
This source will be used 
to route the journal to the 
respective agency 
approver.   
 
If approver recycles a 
journal, refer to automated 
e-mail for correction 
details.   


[BTR #54, 
GAP #34] 
 
 


2 Run journal edit 
and budget check  


Agency GL Processor  Run the journal edit and 
budget check process. 
This process validates 
that the journal is valid 
and that sufficient 
appropriation (budget) is 
available.  


 


3 Determine if 
journal passed 
edit and budget 
check 


Agency GL Processor Determine if journal 
passed edit and budget 
check. 


 


4 Identify errors  Agency GL Processor If journal did not pass edit 
or budget check, identify 
reason for error. 
 
Errors are indicated on 
the journal line and error 
tab and can be viewed via 
query or inquiry page.   
 


See 
Procedure 
Impacts for 
steps 
needed to 
correct 
errors.  
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Sub-process Title (FIN50-26):  Journal Approval Workflow  


Activity 
(Box #) 


Activity Name 
Responsible 


Function 
Responsible 


Role 
Summary Activity 


Description 
Notes 


Reports are available to 
determine which budget 
ledger is in error.   


5 Image/attach 
supporting 
documentation  


Agency GL Processor Image/scan and attach 
the supporting 
documentation based 
upon the business needs 
of the agency  
Agencies can either:  


 Attach electronic 
supporting 
documentation to 
journal  


 Scan supporting 
documentation and 
attach to journal.  
Create transaction 
cover sheet for 
supporting 
documentation, and 
send to the MSP 


Attachment should be 
available prior to approval 
routing.  


[BTR #26,  
GAP #96] 
 
 


6 Submit journal 
entry for approval 


Agency GL Processor Submit Journal on the 
Journal Lines page.  This 
will automatically route the 
journal to the Agency 
Supervisor by generating 
a worklist item for 
approval. 


[BTR #54, 
GAP #34] 
 
[BTR #80, 
GAP #112] 


7 Retrieve worklist Agency Agency 
Supervisor 
Approver 


Review the list of journals 
pending approval. 
Worklists are prioritized 
lists of the work items that 
a user (or group of user) 
has to act upon.  
 
Journals will be removed 
from the worklist when the 
journal has been 
submitted by an approver 
(e.g. approved, recycled 
or denied).   


 


8 Review journal 
entry and 
supporting 
documentation 


Agency Agency 
Supervisor 
Approver 


Select journal from 
worklist and check validity 
of the journal line coding 
and supporting 
documentation.  
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Sub-process Title (FIN50-26):  Journal Approval Workflow  


Activity 
(Box #) 


Activity Name 
Responsible 


Function 
Responsible 


Role 
Summary Activity 


Description 
Notes 


9 Determine if 
journal entry is 
approved 


Agency Agency 
Supervisor 
Approver 


Determine if the journal 
entry will be approved.  


 


10 Submit journal 
entry for approval 


Agency Agency 
Supervisor 
Approver 


Approve journal and 
submit entry. This 
automatically routes the 
journal to OBM‟s worklist. 


[BTR #80, 
GAP #112] 


11 Determine if 


denied or 


recycled 


Agency Agency 
Supervisor 
Approver 


Determine if the journal 
entry needs to be denied 
or recycled. 


 


12 Recycle, submit 


journal and send 


e-mail 


  


Agency Agency 
Supervisor 
Approver 


Recycle journal, add 
comments if needed 
explaining the recycle 
reason and submit entry.   
 
A recycle e-mail will be 
sent automatically from 
OAKS to the GL 
Processor with comments 
indicating the reason for 
the recycle. 


[BTR #54, 
GAP #34] 
 
See 
Configuration 
Impacts  
 
 


13 Deny, submit 
journal and e-mail  
 
 


Agency Agency 
Supervisor 
Approver 


Deny journal, add 
comments if needed 
explaining the denial 
reason and submit entry.   
 
A deny e-mail will be sent 
automatically from OAKS 
to the GL Processor with 
comments indicating the 
reason for the denial.   
 
If the agency needs the 
backup supporting 
documentation attached 
to the journal, the agency 
should print this material 
before OBM deletes the 
journal.   
 
A denied journal cannot 
be posted.  


[BTR #54, 
GAP #34] 


14 Send e-mail  to 
delete  


Agency Agency 
Supervisor 
Approver 


Send e-mail to OBM 
manually to delete the 
journal in OAKS. 


 


15 Retrieve worklist OBM OBM Approver Review the list of journals 
pending approval in the 
worklist.  
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Sub-process Title (FIN50-26):  Journal Approval Workflow  


Activity 
(Box #) 


Activity Name 
Responsible 


Function 
Responsible 


Role 
Summary Activity 


Description 
Notes 


16 Review journal 
and supporting 
documentation  


OBM OBM Approver Reviews validity of the 
journal line coding, 
supporting documentation 
and the legality and policy 
impact of the transaction.  


 


17 Determine if 
journal entry is 
approved 


OBM OBM Approver Determine if the journal 
entry is approved. 
 
Once a journal is  
approved, it is marked to 
post. 


 


18 Post journal entry OBM OBM Approver Post journal entry 
manually.   


 


19 Determine if 


denied or 


recycled 


OBM OBM Approver Determine if the journal 
entry needs to be denied 
or recycled. 


 


20 Recycle, submit 


journal and send 


e-mail 


 


OBM OBM Approver Recycle journal, add 
comments if needed 
explaining the recycle 
reason and submit entry.  
 
A recycle e-mail will be 
sent automatically from 
OAKS to the GL 
Processor and Agency 
Approvers with comments 
indicating the reason for 
the recycle.  


[BTR #80, 
GAP #112]  
 
 


21 Deny, submit 


journal and send 


e-mail 


 


OBM OBM Approver Deny journal, add 
comments if needed 
explaining the denial 
reason and submit entry  
 
A deny e-mail will be sent 
automatically from OAKS 
to the GL Processor and 
Agency Approvers with 
comments indicating the 
reason for the denial.   


Number of 
days prior to 
OBM 
deletion is 
TBD and 
noted as a 
Procedure 
Impact.  


22 Delete journal OBM State 
Accounting 


Delete journal in OAKS. 
Only journals that have 
not yet been posted can 
be deleted. OAKS retains 
no audit trail of the 
deletion journals. If journal 
record backup information 
is needed, it must be 
tracked offline. 
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Sub-process Title (FIN50-26):  Journal Approval Workflow  


Activity 
(Box #) 


Activity Name 
Responsible 


Function 
Responsible 


Role 
Summary Activity 


Description 
Notes 


 
Payroll journals with 
errors will not be deleted 
until the correction journal 
has been posted.  


Process Impact Summary 
 
The team identified the following impacts as part of the CRPs and ongoing OSS team working sessions:   


 


Configuration Impacts 


 Turn on PeopleSoft workflow for worklists and e-mails. 


 Configure Journal Approval Rule Set to use Route Control.  Route Controls establish the criteria for 
the path of how a journal moves through the system for approval.  


 Create Route Control type of source. 


 Create a Route Control Profile for every source. 


 Map sources to Agency and OBM approvers in PeopleSoft.  


 Attach Route Control Profile for a source to the approver‟s role.    


 Set Journal Approval Worklist Attributes in PeopleSoft Application Designer for Timeout.   


 Activate the Journal Approval Activity in PeopleSoft Application Designer. 


 Set-up User Preferences with the correct source for user‟s that enter journals online. 


 Add additional source values to the journal source table for each agency, which will be used for 
approval workflow routing. 


 Enable the Programmatic option to mark journal „worked‟ on the worklist (e.g. item should be 
removed from the worklist once the approval action has been selected and journal submitted.   


 Configure Security User Profile for OBM, OAKS and JFS users to allow for worklist or email 
notification.   All other users will receive an e-mail notification.   


 Enhance the approval page “Comments for denial e-mail” field to support recycle comments and 
reconfigure notification e-mail for recycle to include these comments.    
 


Conversion Impacts 


 None identified. 
 


Report Impacts      


 Workflow Administrator Reports will be run as needed, e.g.:          


 Worklist Average Reports, which reports on average processing time for all business processes 
for a given list of users, grouping them by business process and worklist.  


 Worklist Totals – count of work items by status. 


 Create approval status query for users to track approval history (e.g. approved, denied and posted).  
 


Interface Impacts 


 None identified. 
     


Batch Program Impacts 


 None identified.  
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Online Impacts 


 The Online Journal Approval page will be activated (as delivered).  


 Journal approver(s) will have the ability to change the Approval Action field to recycle, deny, approve 
and add comments on the Approval page. 


 The Journal Lines page will be used by GL Processor and Approver to submit a journal for approval.   
   


System Performance Impacts  


 Attaching documentation to journals may impact system performance.   
 


Security Impacts 


 Approvers must be attached to sources they can approve. This is done in PeopleSoft security by 
attaching a Route Control Profile source to an approver‟s role and defining the source. 


 Provide all GL Processors and Approvers with submit journals access on the Journal Lines page.  


 Provide approvers with read/write access to the Approver page to approve, deny or recycle journal 
and add comments.  


 Users may need to be granted additional roles (e.g. a user may become a journal processor). 
PeopleSoft application security design, including roles and responsibilities matrix, will be defined 
during the Build phase.  


 Provide user access to attach and view attached documentation.   


 


Audit Impacts 


 Workflow will track the approval history online (e.g. date/time stamp of approval and approver user 
ID). 


 Journal supporting documentation may be viewed electronically, 


 


Technical Impacts 


 Recycle and deny e-mails are sent to the prior level as delivered (e.g. if OBM recycles or denies an e-
mail will be sent to the Agency Approver).  A customization is required to send e-mails notification to 
the journal inititiator. 


 Enable access to Submit Journal and process on the journal lines page while keeping the rest of the 
page grayed out to most users.         


 Ability to attaché supporting documentation to the journal. 
.   
 


Workflow Impacts 


 When a Journal Entry is created, edited and valid, the user will submit the journal for approval. A 
worklist item will be added into an approver‟s worklist, and an e-mail will be sent. 


 When an approver denies or recycles a journal entry, an e-mail will be sent to the journal initiator 
and/or approver of the journal entry, indicating the journal was denied or recycled. 


 Journal approval history will be tracked, including status, date/time stamp and user ID for the various 
activities in the approval process. 


 Number of approvers for each agency will be determined based on agency needs.   


 Supporting documentation must be attached before a journal is routed to an approver‟s worklist.  
 


Application Impacts 


 Customize the Journal Header to allow users to attach supporting documents to the journal 
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 Workflow Configuration.   
 


Policy/Directive Impacts 


 Create a new procedure that informs all agencies on the new process to complete GL Journal entries. 
Procedure to include guidance on the use of electronic supporting documentation.   
 


Procedure Impacts 


 The new procedure will impact all agency personnel who enter and/or approve GL journals. 


 Currently journals are approved within the agencies manually and tracked in the system by User ID.   
Going forward journal will use workflow to automatically route journals to an agency approver, then to 
OBM for approval.  


 GL Processors will submit journal for approval.  


 Approvers will monitor their worklists and approve/recycle/deny journals in a timely manner.      


 Supporting documentation required for journal entry transaction will be imaged/scanned and then 
attached to the journal entry within OAKS. Supporting documentation must be attached to the journal 
entry prior to Agency approval. Three methods of imaging/attachment are available, and the first is 
preferred:  


o If the documentation is in electronic format, attach to the journal  


o If the documentation is in paper format, scan, and then attach to journal  


o If the supporting documentation is high-volume, it can be mailed, faxed, or e-mailed along 
with a cover sheet to the MSP for imagining/attachment 


 For security updates that impacts journal workflow process, establish process in which Security 
Administrator communicates updates to the Workflow Administrator  


 Establish procedures for the number of days a denied journal entry and its supporting documentation 
will be available to agencies prior to OBM deletion of the journal.  


 


Labor Contract Impacts 


 None identified.  
   


OAC (Ohio Administrative Code) Impacts 


 None identified.  
 


ORC (Ohio Revised Code) Impacts 


 None identified.  


 


Change Management Impacts 


 Training on new process to submit and approve journals.  


 Training on attaching and viewing supporting documentation. 
. 
 


Key Inputs and Outputs   
 
The team identified the following inputs and outputs during the Conference Room Pilot (CRP) sessions:  
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Inputs  


Description Status Type Source Change 


Submit journal via journal line 
page 


New Online  GL Processor  
or Approver 


Yes 


Attaching electronic file – 
supporting documentation 


New TBD GL Processor 
or Approver 


Yes 


 


Outputs 


Description Status Type Source Change 


Worklist item  New Workflow Approver Yes 


E-mail New Workflow  GL Processor  
or Approver 


Yes 
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Open Items 


 


CRP-specific Open Items 


 
At the time of final review and submission of the sub-process design the following „open items‟ were 
captured within these deliverables:  
 


These will be resolved as a part of the Build phase by the Technology team:  


 Design the integration with a MSP (document management solution) for supporting documentation. 


 


Resolution is in progress and should be resolved prior to the Build phase.   


 Journals should not be routed for approval until supporting documentation is attached. When 
documentation is provided to the MSP, the journal should not be routed to the approver‟s worklist until 
the link to the supporting documentation is available on the journal entry (e.g. initiator submits for 
approval, sends documentation to MSP, document is linked, and then item is automatically routed to 
worklist).  


 Determine who the agency approvers will be for each agency. 


 Determine the number of sources needed for each agency.   


 Determine how the following process is currently set-up and if this statement is correct: journal has 
been budget checked the process calls the budget checking module, which reverses the budget 
entries. 


 


General Open Items 


 
At the time of submission, no general open items were captured within the “Open Items” Log maintained 
by the Finance Sub-process Design Team.  However, as the Design phase continues and the Build 
phase ensues, the team will continue to identify, document, and track new open items related to this sub-
process.  
 


Item 
# 


Priority Description 
Identified 


by 
Date 


Submitted 
Assigned 


Team 
Assigned 


Owner 
N/A N/A N/A N/A N/A N/A N/A 
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Endnotes 
 


                                                      
1
 OAKS refers to an intrastate journal as an intraunit journal, meaning between funds and within one business unit. 


The State of Ohio and OAKS refer to this as an intrastate journal.    
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Sub-process Design Overview 
 
Managing the inbound reimbursement requests sub-process encompasses activities included in 
preparing, performing, and requesting reimbursement for travel incurred in conducting state business.  
The sub-process runs in a bi-weekly cycle. 
 
After travelers receive pre-approval for travel per agency policy, they incur travel expenses and enter the 
expenses into the OAKS Travel Module.  The travel module configuration will notify the user if receipts 
are required for any transactions in the expense report and submit necessary receipts to Ohio Shared 
Services (OSS) in a pre-coded envelope.  Agencies will determine whether or not they require 
configuration of the Travel module to route reimbursement transactions to the fiscal office for coding prior 
to disbursement.  For agencies that elect to have a fiscal office review, the traveler‟s expense report will 
be routed to their fiscal office and, after coding is applied, will be submitted to OSS for processing.  For 
agencies electing to bypass fiscal office coding prior to disbursement reports submitted by travelers will 
be directly routed to OSS and reports can be used by the fiscal office to correct coding of transactions 
after disbursement, as necessary.  
 


Key Assumptions   
 


 Travel pre-approval will continue to be maintained by the agency following current agency procedures  


 Travel policies will be standardized across all agencies 


 Agencies will have the option to continue to create Accounts Payable (AP) vouchers to process travel 
reimbursement, but the process of using vouchers for travel reimbursement will not be supported by 
the OSS  


 


Key Changes 
 
The new design reflects the following key changes:   
 


1. Traveler or proxy will enter expenses online directly into OAKS travel module 
Access to a computer will be required to initiate expense reimbursements online into OAKS.  
Travelers can also be assigned a proxy to have access to the system to enter expenses on the 
traveler‟s behalf. 


 
2. Remote access will be granted to OAKS travel module 


Travelers will have the ability to enter expense reports remotely via online access to OAKS.  This 
will enable employees to enter expenses whenever and wherever they have internet access 
(including at travel locations). 
 


3. Receipts will be submitted directly to OSS 
For expenses requiring receipts, the traveler will use a pre-addressed envelope to send receipts 
directly to OSS.  This change will only apply to agencies utilizing the OAKS travel module. 


 
4. Supervisor approval for travel expense reports will not be required 


Travel expense reports will no longer require agency supervisor approval prior to being scheduled 
for payment.   
 


5. Travel expense reimbursement policy will be standardized  
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The policy regarding travel expense reimbursements will be standardized across all agencies. 
Exceptions to the travel policy will no longer be granted. 
 


6. Agencies using the OAKS travel module will be required to utilize the OSS 
If agencies choose to use the new travel module, travel expense reports and travel 
reimbursement payments will be processed through the OSS. 
 


7. The custom travel page in OAKS will be removed 
The agencies currently using the custom travel page in OAKS will have to use the new OAKS 
travel module, as this custom page will be removed.  OAKS can only support one travel module. 


 
8. OBM will no longer pre-audit all travel expense reports 


Agencies will no longer have to make duplicate copies of all travel expense reports and 
corresponding receipts for OBM pre-audit approval.   
 
 


Key Benefits 
 
The team identified and validated the following benefits during Client Advisory Team (CAT) Design 
Sessions, Conference Room Pilots (CRP) Sessions, CAT Validation Sessions, and several ad hoc 
working sessions with the OSS team, CFOs, and CAT members:  
 


 Travelers will have remote access to travel module 


 Reduced manual effort to create and submit expense reports 


 Travel expense reports and corresponding receipts will no longer be maintained at each agency  


 Elimination of manual hand-offs 


 Reduced administrative burden on agency fiscal office personnel  


 Reduced opportunity for duplicate travel expense report submissions 
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Sub-process Flow 
 
The team developed the following business process flow during CAT Design Sessions and refined it through feedback received during CAT Design Sessions, CRP 
Sessions and CAT Validation Sessions. The technology and software enhancements to support this process are identified in the High-level Activity Narratives 
under the Notes column, and correspond to the Business Technology Requirements and Software Gap Analysis Results sections.  
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High-level Activity Narratives 


FIN30-10: Manage Inbound Reimbursement Requests 


Activity 
(Box #) 


Activity Name 
Responsible 


Function 
Responsible 


Role 
Summary Activity Description 


Notes 


1 Request travel 
pre-approval 


Agency Traveler 
(or proxy) 


The agency traveler or proxy will 
request travel pre-approval from the 
agency supervisor, following current 
agency procedure. 


 


2 Determine if 
travel request 
approved 


Agency Supervisor The agency supervisor will approve or 
deny the traveler‟s request for travel, 
following current agency procedure.   


 


3 Notify traveler 
of denied 
travel request 


Agency Supervisor The agency supervisor will notify the 
traveler of the denied travel request, 
following current agency procedure. 


 


4 Travel request 
approval 
received 


Agency Traveler 
(or proxy) 


If the agency supervisor approves the 
traveler‟s request, the traveler or 
proxy will receive the pre-approval 
following current agency procedure. 


 


5 Travel  
expenses 
incurred 


Agency  Traveler  The traveler will incur travel expenses 
when conducting pre-approved state 
business. 


 


6 Enter travel 
expense 
report details 


Agency Traveler 
(or proxy) 


After the travel expenses have been 
incurred, the traveler or proxy will 
enter the travel expense report details 
into the OAKS travel module.  Each 
expense item will be an individual line 
item within OAKS. The traveler or 
proxy can save the report and enter 
additional expense line items at a 
later time before submitting, if 
necessary. 


 


7 Submit travel 
expense 
report 


Agency Traveler 
(or proxy) 


The traveler or proxy will submit the 
travel expense report once all 
expenses are entered in the OAKS 
travel module.   


 


8 Determine if 
receipts are 
required 


OAKS OAKS After the traveler or proxy submits the 
travel expense report, OAKS will 
automatically determine if receipts are 
required for the expense line items on 
the expense report, based on 
standard Travel policy.  OAKS will 
notify the traveler or proxy with details 
of what expense line items require 
receipts via a pop-up message. 
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FIN30-10: Manage Inbound Reimbursement Requests 


Activity 
(Box #) 


Activity Name 
Responsible 


Function 
Responsible 


Role 
Summary Activity Description 


Notes 


9 Mail receipts 
in pre-
addressed 
envelope to 
OSS 


Agency Traveler 
(or proxy) 


If receipts are required for the travel 
expense report, the traveler or proxy 
will put the required receipts in a pre-
addressed envelope.  The traveler or 
proxy will write the travel expense 
report number and the traveler‟s 
employee number on the envelope 
and send to the OSS. 


 


10 Determine if 
fiscal coding 
review 
required 


OAKS OAKS OAKS will automatically identify if the 
travel expense report should be 
routed to the agency fiscal office 
based on the traveler‟s business unit.  
If the travel expense report does not 
require fiscal review, OAKS will 
automatically schedule the travel 
expense report for payment. 


 


11 Route travel 
expense 
report to fiscal 


OAKS OAKS If agency fiscal coding review is 
required, OAKS will automatically 
route the travel expense report to the 
agency fiscal office. 


 


12 Review 
coding and 
modify if 
necessary 


Agency Fiscal Office The agency fiscal office will review 
travel expense reports and add or 
modify account coding where 
necessary.  Each travel expense line 
account coding will be pre-populated 
based on HCM combo code.  The 
fiscal office may modify the account 
coding or add additional chartfields to 
each individual expense line item. 


Gap 
#93, 
BTR 
#18 
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Process Impact Summary 
 
The team identified the following impacts as part of the CAT Design Sessions, CRPs, CAT Validation 
Sessions, and ongoing OSS team working sessions:   
 


Configuration Impacts 


 Configuration of expense module will be required. 


 Removal or concealing of various fields not used by state will be required. 


 Bank account tab or block bank account data except last 4 digits under employee information will 
have to be concealed. 


   


Conversion Impacts 


 A conversion of all employees from the current HCM database will be required. 
 


Report Impacts      


 TBD
1
 


 


Interface Impacts 


 An ongoing interface will be required to ensure the employee data is kept current with the HCM 
database. 


     


Batch Program Impacts 


   TBD
1
 


 


Online Impacts 


 The customized travel page previously implemented will need to be removed.  
 


System Performance Impacts  


 TBD
1
 


   


Security Impacts 


 Individual employee information will be secured to meet State of Ohio data security requirements. 


 Security roles of supervisors, auditors, proxies, and OSS personnel will be configured to view 
necessary employee information of that role, and must meet State of Ohio data security requirements. 


 


Audit Impacts 


 The security for employee information, supervisors, auditors and shared services personnel has to 
be configured and tested to meet State of Ohio data security requirements. The approach 
(configuration) should be approved by OAKS security officer and Auditor of State for SAS70 
considerations. 


 


Technical Impacts 


 TBD
1
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Workflow Impacts 


 Workflow will need to be configured to allow the routing of travel expense reports, if necessary, for 
agency fiscal office review.   


 


Application Impacts 


 TBD
1
 


 


Policy/Directive Impacts2 


 Travel rates, receipt requirements and rules will have to be standardized across agencies. 
 


Procedure Impacts 


 TBD
1
 


 


Labor Contract Impacts 


 TBD
1
 


   


OAC (Ohio Administrative Code) Impacts 


 TBD
1
 


 


ORC (Ohio Revised Code) Impacts 


 TBD
1
 


 


Change Management Impacts  


 Training will be significant on how to use the OAKS travel module, the new travel policy, and 
submitting proper documentation to the OSS.  
 


Additional impacts, if any, are expected to be discussed prior to the Build phase and will be incorporated 
into this document upon completion. 
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Key Inputs and Outputs   
 
The following inputs and outputs were identified during the team working sessions. Additional inputs and 
outputs of the new sub-process flow will continue to be identified and assessed as needed throughout the 
remainder of the Design phase.   
 
 


Inputs  


Description Status Type Source Change 


New interface to maintain HCM employee 
data within the OAKS travel module 


New Interface HCM Yes 


 
 


Outputs 


Description Status Type Source Change 


None were identified at this time     


 
 


Open Items 
 


CRP-specific Open Items 


 
At the time of submission of the standalone CRP Summary deliverables, the following „open items‟ were 
captured:  
 
The below items that remain open will be resolved as a part of the Design phase by the Technology team 
 


 Business process – frequency of updating information from HCM. 


 Business process/Configuration – Email notification to creator of expense report (proxy or employee) 
of any audit issues. 


 Batch process – determine whether to add expense processing to an existing pay cycle or create a 
new pay cycle. 


 


General Open Items 


 
At the time of submission, the following general „open items‟ were captured within the “Open Items” Log 
maintained by the Finance Process Design Team:  
 


Item 
# 


Priority Description 
Identified 


by 
Date 


Submitted 
Assigned 


Team 
Assigned 


Owner 


130 Design 
If the travel expense fails post-audit, 
what is the process to address 
instances like those? 


    


165 Design 


Determine how traveler will provide 
proof that he/she pre-approved for 
conference, special or out of state 
travel. 


    


166 Design 
Teri to contact John Hoey to 
coordinate if the INF03 file for 
commerce/liquor control can contain 
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Item 
# 


Priority Description 
Identified 


by 
Date 


Submitted 
Assigned 


Team 
Assigned 


Owner 
information out of the travel module 


 
Priority refers to the project phase in which closure or resolution is anticipated of the identified open item.







FIN30-10_Manage Inbound Reimbursement RequestsDraft for Discussion Purposes Only Page 13 of 13 
10/1/2008, 7:39:38 PM  


 


Endnotes 
                                                      
1
 “None” was identified in the corresponding standalone CRP Summary final deliverables submitted to the 


State prior to August 22, 2008; on August 26, 2008, the State requested the “None” be updated to “TBD” 
in this packet.


  


2
 Policy and Directive Impacts are tracked in the “Policy Issue” Log maintained by the Finance Process 


Design Team.  
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Sub-process Design Overview 
 
The process travel reimbursement transactions sub-process encompasses activities completed after a 
travel expense report is submitted and commences with reimbursing the expenses.  The sub-process 
runs on a bi-weekly pay cycle. 
 
The process is initiated when expense reports are submitted in OAKS to the Ohio Shared Services (OSS) 
from either the agency fiscal office or directly from the traveler.  For expense reports requiring receipts, 
the traveler or proxy will send the receipt envelope to the OSS.  The OSS will match the receipt envelope 
to the expense report in OAKS and mark the status of receipts as „received‟.   The agency fiscal offices, 
supervisors, and OSS travel clerk will receive travel reports from OAKS for all expense reports to be 
disbursed in the coming pay cycle.  Supervisors can request expense reports to be held from 
disbursement and investigated as necessary.  For expense reports where issues are found, the traveler 
or agency will be notified and steps for resolution will be communicated.  When issues are resolved, the 
expense report will be scheduled for disbursement in the next pay cycle.  
 


Key Assumptions   
 


 Expense reports requiring receipts will not be reimbursed until receipts have been marked received 
by the OSS 


 Travel policies will be standardized across all agencies 


Key Changes 
 
The new design reflects the following key changes:   
 


1. OSS will pre-audit based on set criteria 
Pre-audit of expense reports will only occur when pre-defined criteria are met. OSS will conduct 
the pre-audit (based on threshold limits, flagged employees, # of reports submitted within a period, 
etc) and notify the traveler of any disputes/errors as well as the steps required for resolution. 


 
2. Supervisor approval for travel expense reports will not be required 


Travel expense reports will no longer require agency supervisor approval prior to being scheduled 
for payment.    
 


3. OBM will no longer pre-audit all travel expense reports 
Agencies will no longer have to make duplicate copies of all travel expense reports and 
corresponding receipts for OBM pre-audit approval.    


 
4. Travel expense reimbursements will only be paid via electronic funds transfer (EFT) 


All employees will receive travel reimbursements via EFT to their HCM bank account on file. 
 


5. Travel expenses will be reimbursed on a bi-weekly cycle 
The travel expense reports will be reimbursed to coincide with the bi-weekly HCM pay cycle.  
Travel expense reports that are on hold, in dispute, or receipts not received will not be scheduled 
for payment until issues are resolved. 
 


6. Agencies using the OAKS travel module will be required to utilize the OSS 
If agencies choose to use the new travel module, travel expense reports and travel 
reimbursement payments will be processed through the OSS. 
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7. Agencies will no longer have to create AP vouchers to reimburse travel expenses 
The new OAKS travel module eliminates the need to create vouchers in the AP module or create 
employees as vendors to process payments for travel expenses.  


 


Key Benefits 
 
The team identified and validated the following benefits during Client Advisory Team (CAT) Design 
Sessions, CRP Sessions, CAT Validation Sessions, and several ad hoc working sessions with the OSS 
team and CAT members:  
 


 More efficient, automated processing of travel expense reimbursements 


 Timely management reporting to give supervisors, fiscal office, and the OSS travel clerk time to 
review and conduct necessary activities prior to disbursement 


 Accountability for travel reimbursements shifted from fiscal office to traveler and supervisor 


 Reduced administrative burden on agency fiscal office personnel  


 Reduced opportunity for duplicate travel expense report submissions 


 Travel expense reports and corresponding receipts will no longer be maintained at each agency 


 Provides visibility into the status of travel expense reimbursements for travelers  


 Reduced cost in the elimination of creating and mailing physical warrants 
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Sub-process Flow 
The team developed the following business process flow during CAT Design Sessions and refined it through feedback received during CAT Design Sessions and 
CAT Validation Sessions. The technology and software enhancements to support this process are identified in the High-level Activity Narratives under the Notes 
column, and correspond to the Business Technology Requirements and Software Gap Analysis Results sections.  
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High-level Activity Narratives 
 


FIN30-30: Process Travel Reimbursement Transactions 


Activity 
(Box #) 


Activity Name 
Responsible 


Function 
Responsible 


Role 
Summary Activity 


Description 
Notes 


1 Receive and 
forward 
receipt 
envelope 


OSS Mailroom 
Clerk 


The OSS mailroom clerk will 
receive the receipt envelope 
and forward to the OSS travel 
clerk for processing. 


 


2 Match receipt 
envelop to 
expense 
report 


OSS Travel Clerk The OSS travel clerk will search 
in OAKS for the expense report 
number or the employee ID 
listed on the receipt envelope.   


 


3 Determine if 
receipt 
envelope 
matched to 
expense 
report 


OSS Travel Clerk The OSS travel clerk will verify 
that the expense report number 
and employee ID on the receipt 
envelope match to the expense 
report number and employee ID 
in OAKS.   


 


4 Mark receipts 
received 


OSS Travel Clerk When there is a successful 
match of information, the OSS 
travel clerk will mark the 
expense report as “Receipts 
Received”, in OAKS, file the 
envelope, and save the report. 


 


5 Perform 
budget check 
at travel 
period end 


OAKS OAKS OAKS will automatically 
perform budget check at the 
end of every bi-weekly travel 
period for any unpaid reports 
marked “Receipts Received” 
and “Receipts not Required.”   


 


6 Run pay cycle OAKS OAKS OAKS will automatically run pay 
cycle on all expense reports 
that have gone through budget 
check.  This is a preliminary 
pay cycle to generate reports 
and will not produce any 
payments. 


 


7 Generate 
travel reports 


OAKS OAKS OAKS will automatically 
generate the following four 
reports:  


 Travel Detailed Transaction 
Report 


 Travel Appropriations 
Management Report 


 Travel Budget Error Report 


 Travel Aging Report 
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FIN30-30: Process Travel Reimbursement Transactions 


Activity 
(Box #) 


Activity Name 
Responsible 


Function 
Responsible 


Role 
Summary Activity 


Description 
Notes 


8 Receive travel 
detailed 
transaction 
report 


Agency Supervisor The agency supervisor will 
receive the travel detailed 
transaction report for any 
expense reports submitted by 
their employees that have been 
processed through budget 
check. 


 


9 Conduct 
expense 
review 


Agency Supervisor The agency supervisor will 
review travel detailed 
transaction report and check for 
appropriateness of each 
expense line item. 


 


10 Determine if 
issues exist 
with expense 
report 


Agency Supervisor The agency supervisor will 
determine if any of the expense 
line items are inappropriate.  
Action will be taken only if 
issues are identified. 


 


11 Notify OSS of 
issues 


Agency Supervisor When issues are identified, the 
agency supervisor will notify the 
OSS and request the expense 
report be put on hold. 


 


12 Receive travel 
budget error 
and travel 
appropriations 
management 
reports 


Agency Fiscal Office The agency fiscal office will 
receive the travel 
appropriations management 
report to help identify funding 
needs and will indicate the 
need for federal draw downs.  
The travel budget error report 
will be generated when there 
are expense reports that have 
failed budget check.  Agencies 
will receive reports for their 
respective business unit. 


 


13 Review 
report(s) and 
correct any 
budget or 
account 
coding issues 


Agency Fiscal Office The agency fiscal office will 
identify and correct any budget 
and/or account coding issues.   


 


14 Receive travel 
aging report 


OSS Travel Clerk The OSS travel clerk will 
receive the travel aging report 
to identify all expense reports 
that have not been processed 
from previous travel periods. 
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FIN30-30: Process Travel Reimbursement Transactions 


Activity 
(Box #) 


Activity Name 
Responsible 


Function 
Responsible 


Role 
Summary Activity 


Description 
Notes 


15 Reset Pay 
Cycle 


OSS Travel Clerk The OSS travel clerk will reset 
the pay cycle for the travel 
period.  The pay cycle must be 
reset to give enough time for 
agencies to review the travel 
reports, prepare for federal 
draw downs, and the OSS to 
conduct pre-audit activities. 


 


16 Determine if 
expense 
report meets 
pre-audit 
criteria 


OAKS OAKS OAKS will automatically flag 
those expense report selected 
for pre-audit based on the 
following criteria:  


 Any expense report 
submitted over $1000.00 


 Multiple expense reports 
submitted by an employee 
within the same travel 
period 


 Manually flagged 
employees  


 


17 Conduct pre-
audit of 
expense 
reports 


OSS Travel Clerk The OSS travel clerk will pre-
audit flagged expense reports 
to check for accuracy and 
adherence to the State of Ohio 
travel policy.  The pre-audit will 
include matching the submitted 
expense receipt to the 
corresponding line item, 
adherence to policy, and 
duplicate expense reports. 


 


18 Determine if 
issues exist 
with expense 
report 


OSS Travel Clerk The OSS travel clerk will 
determine if there are issues 
with the expense report based 
on completing the pre-audit.  


 


19 Place expense 
report 
payment on 
hold 


OSS Travel Clerk The OSS travel clerk will put 
the expense report payment on 
hold if expense report fails pre-
audit or the OSS is notified by 
the agency supervisor. 


 


20 Investigate 
the expense 
report issue 


OSS Travel Clerk The OSS travel clerk will 
investigate the issue with each 
expense report.  Issues could 
include expense reports placed 
in a hold status or expense 
reports missing a required 
receipt envelope. 
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FIN30-30: Process Travel Reimbursement Transactions 


Activity 
(Box #) 


Activity Name 
Responsible 


Function 
Responsible 


Role 
Summary Activity 


Description 
Notes 


21 Determine if 
OSS can 
resolve issue 


OSS Travel Clerk The OSS travel clerk will 
determine if the expense report 
issue can be resolved within the 
OSS, or if agency and/or 
traveler input is needed.  Those 
issues resolved within the OSS 
will be picked up in the next 
scheduled budget check.   


 


22 Work with 
appropriate 
contact to 
resolve issue 


Agency Traveler It the OSS travel clerk cannot 
resolve the issue within the 
OSS, the clerk will work with 
the traveler, proxy, or agency to 
resolve the issue.  Once the 
issue has been resolved, the 
expense report will be picked 
up in the next scheduled budget 
check.  


 


23 Perform 
budget check 


OAKS OAKS OAKS will automatically 
perform budget check.   


 


24 Determine if 
budget issues 
exists 


OAKS OAKS Expense reports that 
successfully pass budget check 
will be scheduled for payment.  
All expense reports that fail 
budget checking prior to 
disbursement will not be paid in 
the upcoming pay cycle.  The 
failed expense report will go 
into the next travel expense 
review cycle.  
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Process Impact Summary 
 
The team identified the following impacts as part of the CAT Design Sessions, CRPs, CAT Validation 
Sessions, and ongoing OSS team working sessions:   
 


Configuration Impacts 


 TBD
11


 
   


Conversion Impacts 


 TBD
1
 


 


Report Impacts      


 Travel Detailed Transaction Report – report that will illustrate all travel expense reports submitted by 
employee during the current travel period. 


 Travel Appropriations Management Report – agencies had a concern on how they will know ahead of 
time to request federal funds to pay the travel expense reimbursement. 


 Travel Budget Error Report – report shows travel expense reports that are in budget error status.   


 Travel Aging Report – report illustrating the travel expense reports that have not been processed 
because of unresolved issues from prior travel periods.  


 


Interface Impacts 


 TBD
1
 


     


Batch Program Impacts 


 Adding an expense payment processing step to Pay Cycle will be required. The disbursement 
schedule will be bi-weekly to coincide with payroll disbursement. 


   


Online Impacts 


 TBD
1
 


 


System Performance Impacts  


 Individual employee information will be secured to meet State of Ohio data security requirements. 


 Security roles of supervisors, auditors, proxies, and OSS personnel will be configured to view 
necessary employee information of that role, and must meet State of Ohio data security requirements. 


 


Audit Impacts 


 The security for employee information, supervisors, auditors and shared services personnel has to 
be configured and tested to meet State of Ohio data security requirements. The approach 
(configuration) should be approved by OAKS security officer and Auditor of State for SAS70 
considerations. 


 


Technical Impacts 


 TBD
1
 


 


Workflow Impacts 
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 TBD
1
 


 


Application Impacts 


 Creation of new Pay Cycle or step insertion into current Pay Cycle process will be determined.  
 


Policy/Directive Impacts2 


 Limit the number of bank accounts that the state will maintain for an employee. 
 


Procedure Impacts 


 TBD
1
 


 


Labor Contract Impacts 


 Travel rates, receipt requirements and rules will have to be standardized across agencies. 
   


Directive Impacts 


 TBD
1
   


 


OAC (Ohio Administrative Code) Impacts 


 Travel expense reports will no longer require agency supervisor approval prior to being scheduled for 
payment.    


 Frequency of expense payments will coincide with payroll. 
 


ORC (Ohio Revised Code) Impacts 


 TBD
1
 


 


Change Management Impacts 


 Training will be significant on how to use the OAKS travel module, the new travel policy, and 
submitting proper documentation to the OSS.  


 Training will be needed for the agency supervisors and fiscal office to understand the new 
management reports. 
 


Additional impacts, if any, are expected to be discussed prior to the Build phase and will be incorporated 
into this document upon completion. 
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Key Inputs and Outputs   
 
Inputs and outputs were not identified during the CRP sessions conducted to date.  However, inputs and 
outputs of the new sub-process flow will continue to be identified and assessed as needed throughout the 
remainder of the Design phase.   
 
 


Inputs  


Description Status Type Source Change 


N/A     


 
 


Outputs 


Description Status Type Source Change 


N/A     
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Open Items 
 


CRP-specific Open Items 


 
At the time of submission of the standalone CRP Summary deliverables, the following „open items‟ were 
captured within these deliverables:  
 
The below items that remain open will be resolved as a part of the Design phase by the Technology team 
 


 Business process – If the supervisor finds an issue with the expense report before disbursement, 
what will be the process for editing or correcting the expense report? 


 Business process/Configuration – Email notification to creator of expense report (proxy or employee) 
of any pre-audit issues. 


 Detailed reporting requirements will be gathered for the design of the travel detailed transaction, 
travel appropriations management, travel budget error, and travel aging reports. Additional details to 
be captured in coordination with the R2R team. 


 


General Open Items 


 
At the time of submission, no general open items were captured within the “Open Items” Log maintained 
by the Finance Process Design Team.  However, as the Design phase continues and the Build phase 
ensues, the team will continue to identify, document, and track new open items related to this sub-
process. 
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Endnotes 
                                                      
1
 “None” was identified in the corresponding standalone CRP Summary final deliverables submitted to the 


State prior to August 22, 2008; on August 26, 2008, the State requested the “None” be updated to “TBD” 
in this packet.


  


2
 Policy and Directive Impacts are tracked in the “Policy Issue” Log maintained by the Finance Process 


Design Team 
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Sub-process Design Overview 
 
The perform accounting period close process encompasses the activities necessary for completion prior 
to the close of the current month and opening of the next month in the General Ledger (GL). This assures 
proper accounting of fiscal activities. Once OBM publishes the month-end close schedule this process is 
initiated. (The month-end close schedule lists completion dates for these activities.) 
 
The first step is to complete the period end adjustments. Once completed the participating agencies notify 
Ohio Shared Services (OSS).The next step is for OSS to run inquiries to identify the status of the 
transactions (error, exception or not posted) in the purchasing, accounts payable (AP), accounts 
receivable (AR), billing (BI) and GL modules. Then OSS communicates and works with each agency to 
remedy the identified transactions. 
 
One week prior to the calendar month end OSS monitors the financial modules through online inquiries. 
The following types of transactions are identified with each module: 
 


 Purchasing module inquiry identifies transactions in sourcing, threshold and budget error statuses. 


 Within the AP module, OSS reviews and corrects vouchers with entry statuses of:  recycle; single pay 
interface error; match exceptions; pending approval; budget check exceptions; and threshold 
exceeded. 


 AR module inquiries are run to ascertain that all revenue is recognized in the correct period.  Specific 
items that will be identified within AR module inquiries include:  unprocessed billings; unprocessed 
billing interface transactions; pending items with errors or in a not posted status; pending payment 
groups with errors or not posted; and direct journal deposits with coding errors before and after 
approvals. 


 BI module inquiries are executed to ensure all revenue is recognized in the correct period.  Specific 
items identified through inquiries will include unprocessed billings and unprocessed billing interface 
transactions. 


 Inquiries in the GL module include reviewing all journals to confirm they were edited, budget checked, 
and posted, as well as checks of allotment budgets to validate availability of funds. 


 
When all transactions for participating agencies are addressed, OSS notifies OBM that the current month 
can be closed and the subsequent period opened. 


Key Assumptions   
 


 Clear date and personnel accountabilities for period close activities will be identified between each 
agency and the OSS to facilitate meeting the OBM state-wide close schedule requirements. 


 OSS identifies AP sub-ledger transaction errors and items not posted and OSS AP retains the 
responsibility for making adjustments to remedy errors in the AP module. 


 For all modules except AP, at OSS participating agencies, OSS monitors transactions and 
communicates errors to each OSS participating agency; however, agencies retain the responsibility to 
make adjustments to sub-ledgers or enter adjusting journal entries to remedy errors. 


 OBM promotes the use of Purchase Orders (POs) and the 3-way matching to enable a more efficient 
vouchering process. 


 The asset management module is out of scope for the development of this process. 


 As additional OAKS modules are implemented, the State evaluates the inclusion of activities specific 
to the new module in the perform accounting close process.
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Key Changes 


The new design reflects the following key changes:   
 


1. Compliance with OBM designed month-end close process 
OBM is enhancing the monthly close process to include closing the GL by the 5


th
 day of the 


subsequent month and a clean-up of the financial modules.  OSS will assist participating 
agencies through monitoring and addressing transactions that are not posted or in error. 
 


2. Increased frequency of resolving transactions that are not posted or in error 
Transactions in an error or not posted status will be addressed on a timelier basis.  Addressing 
transactions more frequently improves financial data used to make business decisions and 
reduces the number of transactions to clear at year-end, reducing the time required to perform 
the annual close. 
 


3. Reduce non-core, mission related activities occurring at the agencies 
Identifying and resolving AP transactions errors will be performed in the OSS by a group 
performing the same activities for multiple agencies.  As additional processes and associated 
modules are moved to the OSS, additional savings can be realized. 


Key Benefits 
 
The team identified and validated the following benefits during Client Advisory Team (CAT) Design 
Sessions, CAT Validation Sessions, and several ad hoc working sessions with the Ohio Shared Services 
(OSS) team and CAT members:  
 


 Establishes clear leadership and accountability for complying with OBM month-end close process 


 Increases financial transparency to improve forecasting the use of assets and managing of liabilities 


 Reduces the time vouchers are in error or in a not posted status 


 Improves decision-making through improved timeliness and quality of financial data 


 Increases availability of timely financial data thereby improving the capability to manage risk 


 Contributes to an efficient and timely fiscal year-end process by reducing the number of transactions 
in error or in a not posted status 


 Leverages knowledge gained from performing period close activities across agencies to proactively 
address issues and develop best practice approaches to the period close 
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Sub-process Flow 
 
The team developed the following business process flow during CAT Design Sessions and refined it through feedback received during CAT Design Sessions and 
CAT Validation Sessions. The technology and software enhancements to support this process are identified in the High-level Activity Narratives under the Notes 
column, and correspond to the Business Technology Requirements and Software Gap Analysis Results sections.  
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High-level Activity Narratives 
 


FIN50-40: Perform Accounting Period Close 


Activity 
(Box #) 


Activity Name 
Responsible 


Function 
Responsible 


Role 
Summary Activity Description 


Notes 


1 Establish 
close 
schedule  


OBM State 
Accounting 


OBM establishes the state-wide close 
schedule. The current GL month will 
close by the 5


th
 business day of the 


following month. 


GAP 
#211 


2 Publish close 
schedule 


OBM State 
Accounting 


OBM will publish the GL closing 
schedule to all agencies. 


 


3 Prepare 
period end 
adjustments 


Agency Fiscal Office As necessary, agencies prepare and 
enter period end adjustments into 
OAKS by the last business day of the 
month. 
 
Example of a period end adjustment: 


 Recording AP liabilities 


 


4 Communicate 
completion of 
period end 
adjustments 


Agency Fiscal Office As necessary, OSS participating 
agencies notify OSS that period end 
adjustments have been completed. 


 


5 Run online 
month-end 
fiscal module 
inquiries into 
OAKS 


OSS GL 
Processor 


The OSS GL processor runs online 
month-end inquiries for each agency 
and financial module to identify 
transactions with status of error or  
not posted.  Specific listing of online 
inquiries to run is found in the 
“FINJA092 Job Aid:  Financials 
Agency Month-End Checklist.”  The 
modules included in the job aid are: 
 


 Accounts Payable 


 Purchase Orders 


 Accounts Receivable 


 Billing 


 General Ledger 


 


6 Retain agency 
online inquiry 


OSS GL 
Processor 


Upon running the inquiries, the OSS 
GL processor will retain the results of 
the online inquiries which identify 
transactions with status of error or 
pending. 


 


7 Review 
agency online 
inquiry results 


OSS GL 
Processor 


The OSS GL processor will review the 
result of each online inquiry by 
agency and financial module. 
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FIN50-40: Perform Accounting Period Close 


Activity 
(Box #) 


Activity Name 
Responsible 


Function 
Responsible 


Role 
Summary Activity Description 


Notes 


8 Determine if 
agency online 
inquiry 
identifies need 
for  
adjustments 


OSS GL 
Processor 


Upon review of the inquiry, the OSS 
GL processor will determine if any 
transactions require adjustments to 
properly account for activities. 


 


9 Determine if 
adjustment is 
in AP or other 
module 


OSS GL 
Processor 


The OSS GL processor will determine 
if the adjustments are related to AP 
transactions or others. All AP 
adjustments required will be made by 
the OSS.  All other adjustments will 
be handled at the agency level.  Other 
modules that may need adjustments 
include:  AR, BI, PO, GL. 


 


10 Communicate 
transactions 
identified on 
online inquiry 
to agency 


OSS GL 
Processor 


For AR, BI, PO, and GL transactions 
that require adjustments, the OSS GL 
processor will communicate via email 
to the agency fiscal office to inform 
the agency of items needing action. 


 


11 Review online 
inquiry and 
research 
resolution 


Agency Fiscal Office Agency fiscal office reviews inquiries 
received from OSS and research 
resolutions for transaction errors and 
exceptions. 


 


12 Resolve 


transaction 


error 


Agency Fiscal Office Agency fiscal office will address all 
transactions with status of error or not 
posted. 


 


13 Communicate 


transaction 


resolutions 


Agency Fiscal Office Agency fiscal office communicates via 
email to inform OSS that all 
transactions have been addressed 
and resolved. 


 


14 Communicate 
AP online 
inquiry 
transactions 


OSS GL 
Processor 


The OSS GL processor 
communicates the online AP inquiry 
transaction errors to the OSS AP 
clerk for review, investigation and 
resolution. 


 


15 Review online 
AP inquiry 
and research 
resolution 


OSS AP Clerk The OSS AP clerk reviews the 
transaction errors and researches the 
potential resolutions. 


 


16 Resolve AP 
transaction 
error 


OSS AP Clerk The OSS AP clerk resolves the AP 
transaction errors based on the 
research completed within the AP 
module and discussions with agency 
contacts as necessary. 
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FIN50-40: Perform Accounting Period Close 


Activity 
(Box #) 


Activity Name 
Responsible 


Function 
Responsible 


Role 
Summary Activity Description 


Notes 


17 Communicate 
transaction 
resolutions 


OSS AP Clerk The AP clerk communicates to the 
OSS via email that the AP transaction 
errors and exceptions have been 
addressed and resolved. 


 


18 Adjustments 
not required 


OSS GL 
Processor 


The OSS GL processor will verify that 
no adjustments are required 


 


19 Notify period 
can be closed 


OSS GL 
Processor 


The GL processor will notify OBM that 
the current month GL module can be 
closed and the next month can be 
opened. 


 


20 Close period 
by specifying 
open period 
range 


State 
Accounting 


State 
Accounting 


State Accounting will perform the 
operation in OAKS to close the 
current month and open the next 
month for posting transactions. 
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Process Impact Summary 
 
The team identified the following impacts as part of the CAT Design Sessions, CAT Validation Sessions 
and ongoing OSS team working sessions:   
 


Configuration Impacts 


 None 
   


Conversion Impacts 


 None 
 


Report Impacts      


 None 
 


Interface Impacts 


 None 
     


Batch Program Impacts 


 None 
   


Online Impacts 


 None 
 


System Performance Impacts  


 None 
   


Security Impacts 


 None 
 


Audit Impacts 


 None 
 


Technical Impacts 


 None 
 


Workflow Impacts 


 None 
 


Application Impacts 


 None 
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Policy/Directive Impacts1 


 The new procedure and guidelines will provide guidance to all agencies in performing the month-end 
close. 


 


Procedure Impacts 


 New GL closing procedures will need to be developed to assist OSS; agency and OBM employees to 
understand their roles and responsibilities. 


 


Labor Contract Impacts 


 None  
   


OAC (Ohio Administrative Code) Impacts 


 None 
 


ORC (Ohio Revised Code) Impacts 


 None 
 


Change Management Impacts 


 Communications, training and tools addressing coordination between OSS and agencies regarding 
adjustments resulting from the closing process.    


 
Additional impacts, if any, are expected to be discussed prior to the Build phase and will be incorporated 
into this document upon completion. 
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Key Inputs and Outputs   
 
Inputs and outputs were not identified during the CRP sessions conducted to date.  However, inputs and 
outputs of the new sub-process flow will continue to be identified and assessed as needed throughout the 
remainder of the Design phase.   
 
 


Inputs  


Description Status Type Source Change 


N/A N/A N/A N/A N/A 


 
 


Outputs 


Description Status Type Source Change 


N/A N/A N/A N/A N/A 
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Open Items 
 


General Open Items 


 
At the time of submission, the following general „open items‟ were captured within the “Open Items” Log 
maintained by the Finance Process Design Team:  
 


Item 
# 


Priority Description 
Identified 


by 
Date 


Submitted 
Assigned 


Team 
Assigned 


Owner 
211 Build Identification of period close gaps in 


guidelines, policies and procedures. 
OSS will outline guidelines, policies 
and procedures required to conduct 
period close for participating 
agencies 


    


 
Priority refers to the project phase in which closure or resolution is anticipated of the  


                                                      
1
 Policy and Directive Impacts are tracked in the “Policy Issue” Log maintained by the Finance Process Design Team.  
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Conversion Approach  
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(�������*5��	����)��������5��������������4���%�������(��5����� ��)�


• '���$4������������� �������(�����*����������%��:������������4�!����������������������4�
�����������3��(�������(������)�


• '���$4����������(������������$����������������5��������5�������
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�����$��*���������������$�����4����	����������&�� ���������*�%������ ���(�������������:�����
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Conversion Dry Run Tests 
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Requirements 
�


Technical Infrastructure Requirements 
7������������((��(������4�(��(�������������(��$��*����������� �������$��*������3�������������


�$�����������4��4���*��������(����$�	���������������$���������������������5�����(���������


�������5���������������&�� ���������*)�����$����%����������������*(�������%����5����;������


54����������&�� ���������*��


PeopleSoft Infrastructure 


Workstation Installs 
• #�*�������:��(���$�%����$������������������������/������$�����*�������� �������
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������*������������(��$��*����������:�)�


Conversion Database Access and Sizing 
• �����&�� ���������*�*�*5����%���������$���������������5�����������������������


*���(�����������������!�/6"������*���������5�������%����54��������(����$���4���*�


��*������������������	��N���/)�
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��������5������������������������7����$������&�� ���������*�*�*5���)�
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����)���
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����**������(���������� ���*����$�����)�
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• #�;������$�������������$������������5��������*����������5����*(������%������;�����)�
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����5������)�


• �������� ���������;����*���������������$�����������*�%����� ����������������$������


�������������� �����������5���)�


PeopleSoft ID and Privileges 


• ?��������������������5����������������(����$��7���$��������&�� ���������*�*�*5����
������5������*���� ������������ ���$4���� ����������)�


Access to Program, Log, and Trace Files 
• �����&�� ���������*�*�*5����%������������������������� ��(�����*	����	�����������
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Integration Infrastructure 
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Conversion Tools 
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Exhibit 7:  Conversion Tools 
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Conversion Management Process 
�


Coordination Points with Other Teams 
�


������ ��������$$����%����5����(��������(���������(����������*�����5���������$��)�����


$����%���������������$�������������(�����	�%������� ��5����������$�����������)��7$�����������


������������������ ����������(�	����������*��*�4���������5��������������������)�
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• &�������	�������	��G��4���;���������(����$��$��������������(��������$����������


��5����*����5��(�(�������54��������$�������������*�(���������������������$���� ������


���������������(����$������5���)��������(����$������ ����������(������������4����


���$������������5����5�����(�(�������������������$�������)�������%������������5��


�����5��������5��%�������������&�� ���������*������������$�������������*�����������


%�������5����%����5��(�(�������54�%��������*)�


�


�������� �������� ������������(�� �����54��������$�������������*����������$��*������


��������������������������%��:���5����5��%�������������4���������*�������������


���(����$����������*����)���@��������$�������$�*�������4�%�������������4��������������


���(����$���4���*	�����$�������������*��%����(�� ��������������������������������


�����%��:���5���)����������&�� ���������*�%����5�����(����5���$����������������


(�4�����������%��:���5�������������������������%��:������(�� �����54�����$����������


���*�)�


�


7����������	���4�������������������(����$������ �������$����� ������$�����4��$�����


��5����5�����(�(�������54�������� �������(���������������5����**����������������


�����&�� ���������*�54��������$�������������*��������������������(��(��� ����������
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23�*(�����$�*���$�����������;���������� �������������������������$�����
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• �������	
�'���������	��G���������&�� ���������*���������������������������((����


���*����$���4�*��������������((�����������(����$���� ����*����)��23�*(�����$�������


*��������������� �������������������������%���5������������3���%������;������	�


(�� �����������������������(����$���� ����*����	�*������������������4	�(��$��*����


5��:�(�	��*��������������������������5���(����	�(��$��*����*����������5��%����


��$$�����������������$������((��������	�������$���������������(����$���� ����*����%����
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Resource Requirements 
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Assumptions 
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APPENDIX A: Conversion Lessons Learned from 
OAKS Financials Implementation 


Opportunities for Improvement to Leverage for this next round of 
Conversions 
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APPENDIX B: Mock Conversion Strategy 


Mock Conversion Testing Introduction 
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�


�������:������$����:��$�������*��:���� �������������4�����%�����������4�5��:�������������5�����


���:�����(������


�


���������	�����(�
���������)����
�����*�)��(�+����,�


�
�


�) ���C6������:��G�2� ����*�������(�������	������#� ��%	����������#� ��%	����)�

) 23������?������:��G�#���� ��6����4��������23�����������&����%��:�?����	�&���:(�����
,) ���������5�����:��G����(��������6�������������5���	�&���:(�����
.) ���(����$��6���������:��G�23���������(����$��&�� �������6�������������*�	�
&���:(�����


�) #����������������:��G�#���#� ��%�������*�#�%�&�����	�#� ��%�2�����6���	�
&���:(�����







Ohio Shared Services Project                              
Conversion Plan (Approach) 


  



�� �
�


0) '������������:��G�#���#� ��%�/������'��������������(��	�6���2�����	������*����
#����������	�7�����$4������&�����(�������	�&���:(�����


�) �������'���$����������:��G�&�*(����6����4�������(����$��������-�������������	�
&���:(�����


�) ���������$����������:��G������&����C�(����� �����	�������*�&�������
+) #� ��%�G���**���D��#� ��%�/��:��������#������	���������D��&�����������?�3���


 	�	�5	
��	�����2�'��������������	���


�


7��������$������������ �������������*�������$��*������������� �������(�����*������������������


�����4�����������������������*�((�����(���$�����������������������4������ ���(������ ����������


����(��)������������������������(���������������	����������&�� ���������*�%����(�������%����


����?����������$�������������*������������������ ��������������(���$���������$����������


(�����*����������(����*�54�$����������*�����)���������������$������������(���������


�


�) 7�����$4��������(����$����5�������������$������ �������$��*����������*�((����
�(���$���������������*(�����������$��*������4�%���������������������(����$����5����



) 7�����$4���������$��3(�������������������� ���$4�����������5���(�(���������� ������� ����
�����������(������������������� ���$4������������������$� ������������$������


,) 7�����$4���������$�����������������������������3��������������5���(�(���������� ������
 ���$4������;�����4�������������4�


.) 7�����$4���������$���������*����������*(��������������� ��������������*������ ���
�


7�������������((���������$$�����$� ���$4������������*���������������� ��������������*������ ��	���


������$������������!(����"�%����5����������$����������� �����������)�����������������*������5�����


��(��������� ���$������������$�����1��������4(�)���


�


���������(�����*������������������������� ��%����((�� ���54�����?����������$����������


�����	����������&�� ���������*�%����(����������%������86������������(�����*����(������$�����


 ����������(������)����������%��$����������������������(����5���*������$����3�������������


��*(����������������������������������4���������������;����*����������������� ��������������(��)��


���������������*��:���� ������	������������ ���������������������%����5��������$��������


�������������(�����*�)�


�


 �
�����������������#�������5������ 	�	�,��������=�	�������


�


����5����� ���$����������� ��������(����$��(����������������*��:���� ���������������������


 ���$4������������$�����������������4���(������$�������� ������������)��������� ���������$��*�


��������������*�((�����(���$���������%��������5���:������������������4��3(�������������


���(����$���((����������� ��)��%��(��*��4�������$����� ������%����5���3��������������*(�����


������


�


�) ������*����������������((�������������(������(�(�����$���������$�����$����������������
������������ ���$4�����������������������������%����(�������)�



) ������*���������� �����(�������������������� ����������)���
�


 	�	�5	
��	�����2�'���	���������
�=����������#����


�


/����(���������*�4�5��������������������3��������������� ������������(������$���� �������


�������)��@���%��������**��4��$�����������(������������5��������


�







Ohio Shared Services Project                              
Conversion Plan (Approach) 


  



+� �
�


• 6����������*�&����������2������G�������������������������(�� ��������������$���4�


�����(�����*��3��(�����������������)��?��*�������� ����������(���(���� �	����������


������ ��%������ ���$4����������������������������$��*����������4������$�����3�����������


(��(���4������������������(����$���������������$4���4�������(������)�


• '��������������(��#�(�����G������������������*�������(�����(��������$��*�����


 ��������������(��)������������������� ��%��$����������������������������������������3����


%������������������ ���$4��������������4)�


• ?�����'�����&������G������������������ ������������(�����%������*(���������$�����


��*5����$�������������$�����(��������������� �����5��%�������������4�������3������$�����


��������(������� ����������(����$����5���)�


• 7��� �����������2��*���������'���$��������G������������(��������$����������*������


 ������������(����������� ��%����������*(���������� ��������������*������ ���


��$��*������$��*�����������$�������$��������������)�


• ������������#� ��%��G������������(��������$���������������������(����$���((���������


����(��������(� �������(�����$��������$����������*������������$���� ������)������


���(������$��*������������$�����������������4)�


• #�(����#� ��%��G������������(��������$������������(�����$��*������4�������*(������


������$��*���������������(�������������;�� ��������$��*����������������(����$��


�((������������ ���$4������������4��$�������� ������)�


• 23���������$�����������G������������(��������$�����������4�������$����(������������


���$��*������3������������������*(�������%������������)�


�


���7�&������������������2�����
��=��������


�


2����*��:���� �������%������ ������5�������������$�������;������4��$� ��������������(��������%����


5���3����������������3(������(��������	�%��������������$��� �������P��$�����(����3�������


����(���������/��:�?���)���������������������� ��*��:���� ������	����� ��������������(���%����


5����$���������$������� �����������%����5���������������5����������;�����)�


�


�








 CRM Customer Relationship Management
Common application to log, route/escalate, record resolution, and report all customer inquiries that are received by phone, e-mail, post mail and fax.


 KM 
Knowledge Management
Technologies that support the creation, storage, search and retrieval of operational procedures, policies, training materials, and assets needed for the shared 
services and agency staff. 


 ACD 
Automated Call Distribution
System that accepts and routes incoming calls according to call routing instructions. It plays recorded greetings and delay messages, provides prompting, routes to 
an IVR or an available agent according to routing instructions for that call.  


 CTI 
Computer Telephony Integration 
System that integrates telephony resources with customer data through computer networks by utilizing software applications. It enables an agent to receive a 
customer call and customer data simultaneously to better service the customer. 


ENABLING TECHNOLOGY BUSINESS TECHNOLOGY REQUIREMENTS OVERVIEW


Overview
The document contains the Business Technology Requirements for the Enabling Technologies for the Ohio Shared Services Project. The Enabling Technologies in 
scope for the Go Live in July 2009 are defined below as are the assumptions associated with the Business Technology Requirements.


Definition of Enabling Technologies


 IVR 
Interactive Voice Response
Interactive telephony system that automates the routing of calls, allowing callers to enter and receive information by combining pre-recorded messages with 
information gathered from traditional computing systems.


 Imaging and 
Document 


Management 


Imaging
Scanning and indexing of paper documents upon receipt in the SSC to reduce paper flow from the process which eases workflow and approvals. 
Document Management
Computer system or set of computer programs that creates an electronic image for long-term retention, retrieval and back-up. The system automatically purges 
archives of aged records based on legal and regulatory requirements.
Imaging and / or Document Management activities will be performed by a Managed Services Provider.


 Workflow Workflow
Automated routing and follow-up based on pre-determined approval hierarchies and authorization. 


No. Assumption Description
1 The Business Technology Requirements were developed only for the enabling technologies in scope the July 2009 Go Live date. 
2 The CRM solution must have the Knowledge Management capabilities outlined in the KM BTRs. No separate Knowledge Management System will be considered.
3 The ACD, IVR, CTI BTRs were developed for the scenario that these enabling technologies are procured.
4 The BTRs for Imaging and / or Document Management were developed for a Managed Services Provider solution.
5 The Workflow BTRs were developed in case an external workflow will be procured to support the routing of documents. Peoplesoft Workflow BTRs were not included 


in this document. As of the time of this document, Peoplesoft workflow is the solution.
6 Customers are grouped into internal customers (agencies and employees) and vendors.
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ENABLING TECHNOLOGY BUSINESS TECHNOLOGY REQUIREMENTS APPROACH


Reviewed Existing 
Documentation


Reviewed Existing 
Documentation


• Reviewed existing 
leading practices and 
industry standards


• Leveraged the team’s 
shared services and 
contact center 
experience


• Gathered and reviewed 
existing State of Ohio 
documents (e.g. 
Business Case, RFP 


Developed  
ET BTRs


Developed  
ET BTRs


• Developed ET BTRs
based on the following:
- Shared services and 
industry standards
- Team’s shared 
services and contact 
center experience
- Process OSS flows
- Meetings with OSSP 
leadership 
- Input from Finance, 


Validated 
ET BTRs
Validated 
ET BTRs


• Validate CRM and IVR 
requirements with SSDI 
team


• Reviewed ET BTRs with  
Technology team 


• Incorporated feedback 
from Technology team


• Conducted reviews with 
the Finance, SSDI, 
Change teams


Reviewed Existing 
Documentation


Reviewed Existing 
Documentation


• Reviewed existing 
leading practices and 
industry standards


• Leveraged the team’s 
shared services and 
contact center 
experience


• Gathered and reviewed 
existing State of Ohio 
documents (e.g. 
Business Case, RFP 


Developed  
ET BTRs


Developed  
ET BTRs


• Developed ET BTRs
based on the following:
- Shared services and 
industry standards
- Team’s shared 
services and contact 
center experience
- Process OSS flows
- Meetings with OSSP 
leadership 
- Input from Finance, 


Validated 
ET BTRs
Validated 
ET BTRs


• Validate CRM and IVR 
requirements with SSDI 
team


• Reviewed ET BTRs with  
Technology team 


• Incorporated feedback 
from Technology team


• Conducted reviews with 
the Finance, SSDI, 
Change teams


Business Case, RFP 
response)


• Conducted vendor 
analysis and capabilities 
assessment


• Reviewed OSS process 
flows


- Input from Finance, 
Change, SSDI teams
- Meeting with Oracle for 
CRM/KM BTRs


Business Case, RFP 
response)


• Conducted vendor 
analysis and capabilities 
assessment


• Reviewed OSS process 
flows


- Input from Finance, 
Change, SSDI teams
- Meeting with Oracle for 
CRM/KM BTRs
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Req. No. Requirement Description
Requirement 


Type
Requirement 


Category
Priority (High, 
Medium, Low)


Impacted 
Application


ET.CRM.1 Ability for providing real-time notification to the agent on receipt of a new contact (e.g. email, phone, fax) OSS multiple 
contact channels


Behavioral / User 
Interface


Case Information High


ET.CRM.2 System must track all email correspondence with the case to provide the agent a consolidated view of all the activities 
related to the case


Behavioral / User 
Interface


Case Information High


ET.CRM.3 Ability for the agent to display list of ONLY function specific values in different fields (e.g. categories, status) to the agent Behavioral / User 
Interface


Case Information Medium


ET.CRM.4 Ability to display the audit trail (including before and after values) for certain predefined data elements on a particular 
case. This must be accessible by agents who have access to the case


Behavioral / User 
Interface


Case Information High


ET.CRM.5 Ability for agent to view a summary list of notes and/or attachments in chronological order associated with a case Behavioral / User 
Interface


Case Management Medium


ET.CRM.6 Ability for agent to start customer interaction and store the case after successful identification of the customer Behavioral / User 
Interface


Customer 
Identification


High


ET.CRM.7 System must provide spell check functionality for all free form text fields Behavioral / User 
Interface


Case Information Low


ET.CRM.8 Ability to create a case to address a customer’s inquiry Behavioral / User 
Interface


Case Management High


ET.CRM.9 Ability for the agent to navigate to the relevant screen based on customer needs Behavioral / User 
Interface


Case Management High


CRM CASE MANAGEMENT BUSINESS TECHNOLOGY REQUIREMENTS


Interface
ET.CRM.10 Ability for the agent to attach documents in multiple formats (e.g. Excel, Word, PDF, PowerPoint) to a case Behavioral / User 


Interface
Case Management High


ET.CRM.11 Ability for the administrator to add multiple logical groups (e.g. contact center agent tiers, transaction processors, agency 
acquisition/process expansion specialists); information must be data driven requiring configuration


Behavioral / User 
Interface


Groups & 
Membership


High


ET.CRM.12 Ability to display individuals linked to a particular logical group (e.g. contact center agent tiers, transaction processors, 
agency acquisition/process expansion specialists) rather than all the agents in a function


Behavioral / User 
Interface


Groups & 
Membership


High


ET.CRM.13 Ability to provide a common queue/inbox for all cases assigned to a particular logical group (e.g. contact center agent 
tiers, transaction processors, agency acquisition/process expansion specialists)


Behavioral / User 
Interface


Groups & 
Membership


High


ET.CRM.14 Ability to provide a common queue/inbox for all cases assigned to a particular agent Behavioral / User 
Interface


Groups & 
Membership


High


ET.CRM.15 Ability to provide the agents with a common queue for all cases assigned to them and all work items routed to them (e.g. 
via workflow)


Behavioral / User 
Interface


Queue Management Medium


ET.CRM.16 Ability to display an agent call guide, a script utilized by call center agents during a call that leads the agent through a call, 
for each screen


Behavioral / User 
Interface


Scripts High


ET.CRM.17 Ability to integrate with a portal in the future using single sign on, not requiring the internal customer to log in multiple 
times to view cases


Behavioral / User 
Interface


Self Service Medium


ET.CRM.18 Ability to define and monitor different types of Service Level Agreement (SLA) metrics (e.g. time to accept, time to 
resolve, time to escalate, customer analytics)


Behavioral / User 
Interface


SLA Management High


ET.CRM.19 Ability for an administrator to define and manage business rules and thresholds for SLA metric notifications Behavioral / User 
Interface


SLA Management High


ET.CRM.20 Ability for the agent to assign a primary owner (group and individual) for the case and also assign ownership of individual 
activities within a case to different groups and individuals within the group


Data / Core 
Functionality


Activity Management High


ET.CRM.21 Ability to capture the status of each case (e.g. in progress, action required, completed) Data / Core 
Functionality


Activity Management High


ET.CRM.22 System must allow for all individual notes to be flagged and hidden from case management view only self service. A 
flagged note must not be visible to the customer on the case (this includes the person who reported the case and the 
person affected by the case, if different)


Data / Core 
Functionality


Activity Management Medium
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Req. No. Requirement Description
Requirement 


Type
Requirement 


Category
Priority (High, 
Medium, Low)


Impacted 
Application


CRM CASE MANAGEMENT BUSINESS TECHNOLOGY REQUIREMENTS


ET.CRM.23 Solution must provide ability to include multiple activities/notes pertaining to the work performed on a case Data / Core 
Functionality


Activity Management High


ET.CRM.24 Ability to set and send ad-hoc reminders on a case. E.g. if the case owner needs to call the customer at a later point in 
time he/she can set a personal reminder on the case. The system would notify the owner at the appropriate time based 
on their preferred notification mechanism (email, page, etc.)


Data / Core 
Functionality


Activity Management Low


ET.CRM.25 Ability for agent to analyze and view data about customer's interaction history over time Data / Core 
Functionality


Case Information Medium


ET.CRM.26 System must generate a unique ID for every customer contact/case Data / Core 
Functionality


Case Information High


ET.CRM.27 Ability for the agent to categorize the caller's case based on a multi level format (e.g. category and sub category, 2 levels 
minimum)


Data / Core 
Functionality


Case Information High


ET.CRM.28 Ability for the agent to identify the source of the contact (e.g. phone, fax, email, mail, walk-in) Data / Core 
Functionality


Case Information High


ET.CRM.29 Ability for the agent to capture the status of a case through its life cycle Data / Core 
Functionality


Case Information High


ET.CRM.30 Ability to automatically generate and track key dates pertaining to the case (e.g. date created, date closed, date 
modified).  


Data / Core 
Functionality


Case Information High


ET.CRM.31 Ability for an agent to reopen a closed case within a predefined configured threshold Data / Core 
Functionality


Case Information High
Functionality


ET.CRM.32 Ability to enter free text as part of the resolution or select a pre-defined solution from the knowledgebase Data / Core 
Functionality


Case Information High


ET.CRM.33 System must allow the agent and managers to review cases by selecting a date range Data / Core 
Functionality


Case Information High


ET.CRM.34 Ability for an agent to make outbound calls to customers (e.g. seek additional information, communicate case resolution) Data / Core 
Functionality


Case Management Medium


ET.CRM.35 Ability to have key data of authenticated customer to view on the application screen through a screen-pop (e.g. vendor ID, 
employee ID, contact information)


Data / Core 
Functionality


Customer 
Identification


Medium


ET.CRM.36 Ability for agent to search for an existing customer based on existing parameters (e.g. vendor ID, invoice #, PO #, 
account #, employee ID)


Data / Core 
Functionality


Customer 
Identification


High


ET.CRM.37 Ability for agent to authenticate the customer identity based on defined parameters (e.g. vendor ID, invoice #, PO #, 
account #, employee ID) **


Data / Core 
Functionality


Customer 
Identification


High


ET.CRM.38 Ability to have key customer information on every screen during the call (e.g. employee ID, vendor ID, tax ID, account #, 
name, contact phone, email address)


Data / Core 
Functionality


Customer 
Information


High


ET.CRM.39 Ability for agent to view a list of all contacts within the application with the option of sorting Data / Core 
Functionality


Customer 
Information


Medium


ET.CRM.40 Ability to display employee information (e.g. contact information, employee ID, agency name) Data / Core 
Functionality


Customer 
Information


High
Peoplesoft


ET.CRM.41 Ability to display vendor information from vendor master (e.g. vendor name, vendor ID, contact information, tax ID) Data / Core 
Functionality


Customer 
Information


High
Peoplesoft


ET.CRM.42 Ability to view and change customer profile (e.g. account name, address, email, phone) Data / Core 
Functionality


Customer 
Information


High


ET.CRM.43 Ability to store information specific to a customer profile and display this information when a new case is opened for the 
customer


Data / Core 
Functionality


Customer 
Information


Medium


ET.CRM.44 Ability for the agent to view the customer's history of interactions/contacts (via phone, email, fax, etc.) with the OSS 
including the current status of the interaction


Data / Core 
Functionality


Customer 
Information


High


ET.CRM.45 Ability for the system administrator to store predefined email templates to be used by the agents. This must be 
configurable and maintained by the OSS


Data / Core 
Functionality


Email Management Medium
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Req. No. Requirement Description
Requirement 


Type
Requirement 


Category
Priority (High, 
Medium, Low)


Impacted 
Application


CRM CASE MANAGEMENT BUSINESS TECHNOLOGY REQUIREMENTS


ET.CRM.46 Ability to create Email Templates which are used as automatic notifications within workflow. Workflows that are data 
driven and configurable must be maintained by the system administrator rather than an IT person.


Data / Core 
Functionality


Email Management Medium


ET.CRM.47 Ability to categorize faxes received and route to the appropriate group queue in the case management system, based on 
business rules


Data / Core 
Functionality


Fax Management Medium


ET.CRM.48 Ability for the agent to send outbound faxes from a particular case/customer request. This includes ability to attach 
electronic documents with the outbound fax


Data / Core 
Functionality


Fax Management Medium


ET.CRM.49 Ability to track all faxes pertaining to a case with the corresponding case Data / Core 
Functionality


Fax Management High


ET.CRM.50 Ability to track ownership of cases and activities within a case, at a group level and an individual level. Groups pertain to 
logical grouping of the OSS resources based on functional areas


Data / Core 
Functionality


Groups & 
Membership


High


ET.CRM.51 Ability to associate agents with multiple logical groups (e.g. contact center agent tiers, transaction processors, agency 
acquisition/process expansion specialists)


Data / Core 
Functionality


Groups & 
Membership


High


ET.CRM.52 Ability to identify primary and secondary owners for every logical group (e.g. contact center agent tiers, transaction 
processors, agency acquisition/process expansion specialists). These owners will be responsible for approving updates 
to the group's profile (e.g. hours of operations, notification preference, SLA metrics, members)


Data / Core 
Functionality


Groups & 
Membership


High


ET.CRM.53 Ability for the system administrator to configure the notification mechanism for the agents based on certain parameters 
(e.g. case priority, customer group). an agent could prefer to be notified via email for cases with priority value of Medium 
and notified on pager for a case pertaining to an executive


Data / Core 
Functionality


Groups & 
Membership


High


ET.CRM.54 Ability for the agent to add multiple individuals (Interested Parties) to the case who would prefer to be notified at various Data / Core Interested Parties HighET.CRM.54 Ability for the agent to add multiple individuals (Interested Parties) to the case who would prefer to be notified at various 
stages of a case


Data / Core 
Functionality


Interested Parties High


ET.CRM.55 Ability to integrate with CTI (Computer Telephony Integration) solutions to provide agents with softphone functionality 
(logging on, logging off, putting a call on hold, etc.) on their desktop


Data / Core 
Functionality


CTI High
CTI


ET.CRM.56 Ability for agents to review the cases assigned to them Data / Core 
Functionality


Queue Management High


ET.CRM.57 Ability for an agent to manually reassign their work items to another agent when they are out of the office Data / Core 
Functionality


Queue Management High


ET.CRM.58 Ability to maintain scripts (list of questions and answers) to assist agents in gathering information from the customer and 
helping them route/resolve the case


Data / Core 
Functionality


Scripts High


ET.CRM.59 Ability for the internal customers to access the knowledgebase (e.g. FAQs) to search for a solution to their issue Data / Core 
Functionality


Self Service Medium


ET.CRM.60 Ability for the internal customers to view the status of their case online, including any notes and attachments added by 
the OSS representative. This must include all cases irrespective of how they were created (e.g. self service, phone, 
email)


Data / Core 
Functionality


Self Service Medium


ET.CRM.61 Ability to maintain individual agent and group profiles including their hours of operation, notification preferences, skills Data / Core 
Functionality


Skill Based 
Assignment


Medium


ET.CRM.62 Ability to maintain skill levels (e.g. Basic knowledge, Expert, Tier 3) for each of the skill sets associated with an 
agent/group


Data / Core 
Functionality


Skill Based 
Assignment


Medium


ET.CRM.63 Ability to configure the escalation rules and skill sets required for enabling skill based routing functionality Data / Core 
Functionality


Skill Based 
Assignment


High


ET.CRM.64 Ability to archive data (case data and knowledgebase data) based on predefined business rules Data / Core 
Functionality


Retention High


ET.CRM.65 Ability to track SLA metrics for every customer case based on certain predefined parameters (e.g. priority, case 
categorization)


Data / Core 
Functionality


SLA Management High


ET.CRM.66 Ability to interface with Peoplesoft and other source systems to display customer and vendor information Integration Customer 
Information


High
Peoplesoft


ET.CRM.67 Ability to integrate with Microsoft Outlook email solutions to allow agents to view all emails, sent to the OSS, in the case 
management system


Integration Email Management High
MS Outlook
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Req. No. Requirement Description
Requirement 


Type
Requirement 


Category
Priority (High, 
Medium, Low)


Impacted 
Application


CRM CASE MANAGEMENT BUSINESS TECHNOLOGY REQUIREMENTS


ET.CRM.68 Ability to interface with vendor master in Peoplesoft Integration System Interaction High Peoplesoft
ET.CRM.69 Ability to integrate with the Fax Server in order to receive all faxes in the case management solution. (E.g. the fax server 


emails (in a predefined format) all faxes received to the case management solution which in turns manages the fax based 
on predefined business rules)


Integration Fax Management High


Fax 
ET.CRM.70 Ability to receive information from the phone system to retrieve information from the database and provide the agent with 


a screen pop (CTI)
Integration IVR / CTI High


CTI
ET.CRM.71 Ability for the agent to perform an automatic search of the knowledgebase from a case. The system must qualify the 


search results based on the categorization of the case
Integration Knowledgebase High


KM
ET.CRM.72 Ability to support remote access through a thin client Integration Usability High
ET.CRM.73 The user interface must be easy to understand and used to facilitate the training requirements for agents and SMEs Integration Usability High


ET.CRM.74 Emails must be sent to the customers when their case changes status Reporting & 
Support


Notifications Medium


ET.CRM.75 Ability to generate analytics reports by contact channel (e.g. phone, fax, email) Reporting & 
Support


Reporting High


ET.CRM.76 Ability to identify cases that have been resolved on first contact. (E.g. a checkbox that an agent checks if the case is 
closed on the first contact.)


Reporting & 
Support


Reporting Medium


ET.CRM.77 Ability to generate reports based on customer groups Reporting & 
Support


Reporting High
Support


ET.CRM.78 System reporting metrics must have ability to calculate elapsed time /SLA metric based on working hours, calendar hours 
and weekly schedule


Reporting & 
Support


Reporting High


ET.CRM.79 Ability for management and agents to run and save canned reports and ad-hoc reports/queries Reporting & 
Support


Reporting High


ET.CRM.80 Ability to print reports Reporting & 
Support


Reporting High


ET.CRM.81 Ability to send case reports to a file (e.g. .xls, .csv, .pdf, .doc) Reporting & 
Support


Reporting High


ET.CRM.82 Ability to view reports on the screen Reporting & 
Support


Reporting High


ET.CRM.83 Ability to display reports on the web Reporting & 
Support


Reporting High


ET.CRM.84 Ability to display & print the active cases assigned to an agent at any time and must be easily accessible Reporting & 
Support


Reporting High


ET.CRM.85 Ability to report on the assignment of cases to groups or individuals Reporting & 
Support


Reporting High


ET.CRM.86 Ability to report on the aging of case assignments to groups or individuals Reporting & 
Support


Reporting High


ET.CRM.87 Ability to prevent the agents from being able to edit/modify certain system generated information (e.g. case identifier, date 
created)


Security Case Information High


ET.CRM.88 Ability for an agent to mark an individual request/case as "confidential" thereby restricting access for that particular case 
to the case owner and group


Security Case Information High


ET.CRM.89 Ability to audit changes to certain key data elements on a particular case (e.g. status, priority, categorization) Security Case Information High
ET.CRM.90 System must allow any agent to view ( within their security rights) the status and content of an open or closed case not 


assigned to them
Security Queue Management High


ET.CRM.91 Ability to restrict agents from modifying closed cases after a predefined time period Security Security High
ET.CRM.92 Ability to define data / application security by roles, groups, departments and business units Security Security High
ET.CRM.93 Ability to associate multiple roles (e.g. agent, Manager) to a login account Security Security High
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Req. No. Requirement Description
Requirement 


Type
Requirement 


Category
Priority (High, 
Medium, Low)


Impacted 
Application


CRM CASE MANAGEMENT BUSINESS TECHNOLOGY REQUIREMENTS


ET.CRM.94 Ability to provide authentication of each individual agent via an agent ID/Password combination. This must be the same 
as other commonly used authentication mechanisms (e.g. LDAP, Single sign on)


Security Security High


ET.CRM.95 Ability to restrict the agent from accessing an unauthorized screen based on his or her privileges Security Security High
ET.CRM.96 Ability to route request for callbacks to the owner of the customer case Workflow Callbacks High
ET.CRM.97 Ability to automatically close all related cases based on certain workflow/business rules. (E.g. in the situation where 


cases are related to each other as a parent and child, when the parent case is resolved the system must automatically 
close the child cases)


Workflow Case Information Medium


ET.CRM.98 Ability to require the entry of a resolution while changing the status of a case to closed Workflow Case Information High
ET.CRM.99 Ability to route a case to a group or individual for resolution Workflow Case Management High
ET.CRM.100 Ability to have an individual view and reroute cases out of existing work queues Workflow Case Management High
ET.CRM.101 Assignment of cases must take into account case priority and category when routing the case Workflow Case Management High
ET.CRM.102 Cases must be escalated to an agent’s manager when a case has reached a deadline without being completed within a 


designated time
Workflow Case Management High


ET.CRM.103 Ability to automatically send acknowledgements to emails received by the OSS Workflow Email Management Medium
ET.CRM.104 Ability to automatically route incoming emails to appropriate groups in the OSS based on business rules Workflow Email Management Medium
ET.CRM.105 Ability to attach the case URL to an email notification. On clicking the URL link the system must take the agent directly to 


the specific case (after following authentication procedures) rather than having the agent perform a manual search. (This 
requirement assumes that the case management solution is deployed over a browser and can be accessed accordingly).


Workflow Email Management Medium


ET.CRM.106 Ability for agent and case owners to send ad-hoc outgoing emails to the case contact from the case Workflow Email Management MediumET.CRM.106 Ability for agent and case owners to send ad-hoc outgoing emails to the case contact from the case Workflow Email Management Medium
ET.CRM.107 Ability to email notes & attachments Workflow Email Management Medium
ET.CRM.108 Ability to notify the case owner if the case has been updated by someone other than the owner Workflow Notifications Medium
ET.CRM.109 Ability to notify (email, page or internal alert) the agent when a case has been assigned to them or their group Workflow Notifications Medium
ET.CRM.110 Ability to send email notifications within and outside of the OSS based on certain predefined business rules Workflow Notifications Medium
ET.CRM.111 Ability to send notifications to interested parties on a case. These notifications could be based on predefined business 


rules or ad-hoc (e.g. case status, new case assignment) as determined by the agent
Workflow Notifications High


ET.CRM.112 Ability to automatically notify the owner of a case periodically based on the SLA metric of the case and certain business 
rules


Workflow Notifications Medium
ET.CRM.113 Ability to automatically assign the case to the agent who created it upon the first save Workflow Queue Management Medium


ET.CRM.114 Ability to remove items from a group/person's queue once a case has been reassigned to another group/person Workflow Queue Management High


ET.CRM.115 Ability to remove items from a group/person's queue once a case has been resolved successfully Workflow Queue Management High


ET.CRM.116 The system will need to identify where to route a case base on a combination of fields entered into the application by the 
agent 


Workflow Routing High


ET.CRM.117 The system must display the target route point to the agent to facilitate the agent calling the target route point to transfer 
the call 


Workflow Routing High


ET.CRM.118 Ability to route cases to several levels in the organization Workflow Routing High
ET.CRM.119 Ability to match skills required to fulfill a case (based on its categorization) to the eligible groups/agents in the OSS. 


Additionally, the system must be able to provide the availability information for the agents on a real time basis based on 
their operating hours.


Workflow Skill Based 
Assignment


Medium


ET.CRM.120 Ability to recommend assignment / escalation of cases based on the categorization of the case, skills required to fulfill the 
case and predefined escalation path.


Workflow Skill Based 
Assignment


High


ET.CRM.121 Ability to define service level agreements (SLA) metrics based on customer groups Workflow SLA Management Medium
ET.CRM.122 System should  have the ability to configure the escalation rules and skill sets required for enabling skill based routing 


functionality
Workflow


ET.CRM.123 System should have the ability to recommend assignment / escalation of cases based on the categorization of the case, skills required to 
fulfill the case and predefined escalation path.


Workflow Skill Based 
Assignment
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Req. No. Requirement Description
Requirement 


Type
Requirement 


Category
Priority (High, 
Medium, Low)


Impacted 
Application


CRM CASE MANAGEMENT BUSINESS TECHNOLOGY REQUIREMENTS


ET.CRM.124 Ability to capture customer acquisition lifecycle (e.g. lead, contact, sale, readiness, roll-in) Data / Core 
Functionality


Customer 
Information


High


ET.CRM.125 Ability to capture process expansion steps (e.g. process analysis, customer information, analytics, process knowledge) Data / Core 
Functionality


Process Information High


ET.CRM.126 Ability to log interactions related to customer acquisition Data / Core 
Functionality


Case Information High


ET.CRM.127 Ability to log interactions related to process expansion Data / Core 
Functionality


Process Information High


ET.CRM.128 Ability to create and display agency profiles Behavioral / User 
Interface


Customer 
Information


High


ET.CRM.129 Ability to assign and track tasks associated with interactions Workflow Routing High
ET.CRM.130 Ability to add attachments to interactions Data / Core 


Functionality
Case Information High


ET.CRM.131 Ability to design / display separate screens for each stage of process and customer acquisition lifecycle Data / Core 
Functionality


Design High


ET.CRM.132 Ability to design / display a separate screen for capturing agency training Data / Core 
Functionality


Design High


ET.CRM.133 Ability to create specific fields for each lifecycle step Data / Core 
Functionality


Design High
Functionality


ET.CRM.134 Ability to generate standard and ad hoc reports associated with customer acquisition, process expansion, and training 
activities


Reporting & 
Support


Reporting High


ET.CRM.135 Ability to display link to LMS Integration LMS High LMS
ET.CRM.136 Ability to display link to OAKS for metric data Integration PeopleSoft High Peoplesoft
ET.CRM.137 Ability to provide view access to OBM, DAS Behavioral / User 


Interface
Customer 
Information


High


ET.CRM.138 Ability to link email to CRM application Integration Email Management High Email
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Configuration Management Policy  
Policy Intent 


Identification, recording, and reporting of IT components, including their versions, constituent components 
and relationships.  


 
Policy Scope 
This policy applies to entities involved in the Ohio Shared Services Project’s (OSSP) supply of IT services.  
There is a complimentary Configuration Management document for PeopleSoft that should be referenced 
when/where applicable. 


 
Policy Detail 


A Configuration Item (CI) is a component that underpins the IT Services such as the hardware devices, 
system software products, applications software code, business flows, file transfers, batch jobs, 
documentation and data network links. 
 
The Configuration Management Database (CMDB) is the repository of information concerning all 
Configuration Items and their relationships. 
 
The Configuration Management process is based on the following principles: 


1. Configuration Management provides identification, recording and reporting of CI’s, including their 
versions, constituent components and relationships. 


2. The Service Integrator will be responsible for the overall Configuration Management process. 
3. The State of Ohio’s Office of Budget and Management Management Information Systems (OBM 


MIS) is responsible for setting Configuration Management policy. 
4. OBM MIS will define the categories of CI’s to be stored in the Configuration Management 


Database. 
5. The Service Providers are responsible for maintaining the CI records related to the Services. 
6. Configuration Management supports the other Service Support processes and in turn must be 


considered as part of those processes in order to maintain the accuracy and completeness of 
configuration information. 


7. The CI’s to be maintained by Configuration Management will be determined as part of regular 
reviews of Configuration Management policy. 


 
Policy Exceptions and Localization Policy  Owner 
None  OBM MIS Management 


 
Supporting Procedures 


• Configuration Management Procedures 
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High-level Configuration Management Process 
Purpose 


Provide accurate information and documentation on configurations to support other Service Management 
processes.  Account for all the IT assets and configurations within the OSSC. 


 
Triggers Inputs 


• Quarter end 
• Development work is about to commence 
• A new standard CI is formed that will need to be 


referenced (e.g. in the Initial Operating Platform 
environment) 


• A release introduces, alters or removes CI’s  
• Month end 


• Master release plan 
• Annual technology plan 
• Application and infrastructure specification 


documents 
• Configuration management policy 
• Notification of changes to CI’s 
• Functional requirements, technical 


requirements, testing scope and sign-off of 
changes 


• Problem records, incident records and change 
registers related to CI's 


 


Dependencies 
n/a 


 
Outputs Triggers generated 


• Workload and resource plan 
• Usage definition of Configuration Management 


Database (CMDB), Definitive Software Library 
(DSL) and Definitive Hardware Store (DHS) 


• Identified configuration and populated CMDB 
• Baselined CI's  
• Updates to CI records, OSSC and license 


holdings 
• Configuration audit report 
• Configuration status accounting report 


n/a 


 


Related processes 


• Release Management 
�


�
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Configuration Management  


 
�


 
The main actors in Configuration Management processes are Release Management, Change Management, 
and Agency IT Management. 
 
In order to identify, control, verify and audit configuration, report on configuration, plan configuration 
management and create baselines, input is required from groups including: 
• Agency / OSSC IT Management 
• Problem Management 


OSSC Management and 
Agency IT Management 


Configuration 
Management 


Start 


Plan 
Configuration
Management 


Control 
configuration 


Report on 
configuration 


status 


Verify and 
audit 


configuration 


End


Create 
baseline 


Identify 
configuration 
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• Change Management 
• Release Management  
• OSSC Application Support and Development 
• Solution Providers 
• Test Management 
• Availability Planning 
• SLA Planning 
• Baseline Initiators 
 
Configuration Management communicates about workload and resource plans, the usage definition, 
baselined CI's, configuration audit reports, and configuration status accounting reports to: 
• Agency / OSSC IT Management 
• Problem Management 
• Change Management 
• Release Management  
• Test Management 
• SLA Management 
• Contract Management 
• Capacity Planning 
• Continuity Management 
• IT Security 
• OSSC Application Support and Development 
• Solution Providers 
• Baseline Initiators 
 
Configuration Management aims to: 
• ensure configuration management policies reflect current need 
• review performance of the function against business need  
• plan resources to enable future delivery 
• manage the scope and value of configuration item definitions 
• select, identify and label the configuration structures and CI’s in line with the usage definition, including 


their respective ‘owner’ and the relationships between them, populating this data into the CMDB 
• create snapshots of configuration known as baselines for reasons including environment cloning 
• maintain accuracy of CMDB, and remedy any items not authorized 
• inform CI owners of CI status and change history 
• report on status changes to CI’s through their life cycle 
�
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Detailed Configuration Management Processes  


Plan Configuration Management 
�


Purpose 
Ensure key policies reflect current need 
Review performance of the function against business need  
Plan resources to enable future delivery 


 
Triggers Inputs 


• Quarter end • Preceding period’s resource and workload plan 
• Information on adequacy of resources 
• Master release plan 
• Annual technology plan 
• Application and infrastructure specification 


documents 
• Configuration management policy 
• Usage definition 


 
Dependencies 


n/a 


 
Outputs Triggers generated 


• Workload and resource plan • Revise usage definition 


 
Related processes 


• Revise usage definition 
�
�
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Plan Configuration Management 


 


OSSC Management and 
Agency IT Management 


Configuration
Management 


Start


Develop workload 
and resource plan


End 


Revise usage 
definition 


Review annual 
technology plan 


Revise 
Configuration
Management 


policy 


Review capacity 
of support tools 


Review 
preceding 


period’s plan 
against actual 


events 


Review success 
at meeting needs 


of IT Service 
Management 


Review planned 
configuration 
baselines and 
major releases 


Review current 
application and
infrastructure 
specifications 
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Procedure steps Role responsible Systems and 
documents used 


1. Review plan against actual 


a. Review preceding period’s workload and resource 
plan. 


b. Compare planned workload and resource 
requirements against actual.  


c. Identify causes of any backlogs or delays. 


Configuration 
Management 


Workload and 
resource plan 
(preceding period) 


2. Review capacity of support tools 


a. Review rate of growth and capacity of CMDB, DSL 
and OSSC. 


Configuration 
Management 


CMDB 
DSL 
OSSC 


3. Review performance capability 


a. Consider the performance of Configuration 
Management in the preceding period.  Were 
outcomes satisfactory?  Are further resources 
required? 


OSSC 
Management and 
Agency IT 
Management 


 


4. Estimate workload 


a. Review planned configuration baselines and major 
releases, to understand size of planned changes. 


b. Review annual technology plan, to understand size 
of planned changes. 


c. Review current application and infrastructure 
specifications, to understand the scope of items that 
are potential CI’s. 


OSSC 
Management and 
Agency IT 
Management 


Master release 
plan 
Annual technology 
plan 
Application and 
infrastructure 
specification 
documents 


5. Revise framework 


a. Revise configuration management policy. 


b. Perform “Revise usage definition”. 


OSSC  
Management and 
Agency IT 
Management 


Configuration 
management 
policy document 
Usage definition 
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Procedure steps Role responsible Systems and 
documents used 


6. Develop workload and resource plan 


a. Based on estimates of coming workload, plan 
resource requirements for configuration 
management. 


Configuration 
Management 


Workload and 
resource plan 
(coming period) 
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Revise Usage Definition 
 
Purpose 
Assess and revise the scope and value of current configuration item definitions 


 


Triggers Inputs 


• Quarter end • Usage definition 
• Master release plan 
• Annual technology plan 
• Application and infrastructure specification 


documents 
• Configuration management policy 


 
Dependencies 


n/a 


 
Outputs Triggers generated 


• Usage definition, defining: 
o Scope of items to be recorded as CI 
o CI “type” categories 
o Attributes to be recorded for each CI 


type 
o CI life-cycle state categories 
o Definitive Software Library and Definitive 


Hardware Store 


n/a 


 
Related processes 


• Plan configuration management 
�
�
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Revise Usage Definition 


 


OSSC Management and 
Agency IT Management 


Configuration
Management 


Determine set of 
components to be


be 
identified 


Determine CI 
attributes to be


recorded 


Define CI types 
and life-cycles 


Determine 
reporting 


requirements 


Determine level of
granularity 
required 


Start


End


Compile and 
distribute usage


definition 


Evaluate cost- 
benefit of current
level of CI detail 


Specify Definitive 
Software Library 


(DSL) 
 


Specify Definitive 
Hardware Store 


(DHS) 
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Procedure steps Role responsible Systems and 
documents used 


1. Evaluate cost-benefit of current level of CI detail, to 
inform subsequent decisions 


a. Consider cost of acquiring and maintaining accurate 
data. 


b. Consider benefit gained from the existing level of 
detail in CI information in  


• management of change 


• restoration of incidents  


• resolution of problems  


• the control of assets that can be independently 
moved, copied or changed. 


OSSC 
Management and 
Agency IT 
Management 


Usage definition 


2. Determine reporting requirements 


a. How will CI information be used in reporting?  Will it 
be used to estimate financial value of CI’s for audit, 
or will it be solely used for IT service management? 


OSSC 
Management and 
Agency IT 
Management 


Usage definition 


3. Specify scope of components to be identified 


a. Review configuration structures.  These are the 
hierarchy breakdowns of CI’s that comprise the 
configuration, both from an infrastructure and a 
service perspective. 


b. Use the cost-benefit analysis above to evaluate the 
scope of items from the hierarchy to define as CI’s. 
An item where insufficient benefit is gained will not 
be a CI. 


OSSC 
Management and 
Agency IT 
Management 


Usage definition 
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4. Specify information to be recorded 


a. Define CI types.  
 
Examples of CI types include software products, 
business systems, system software, servers, 
mainframes, workstations, laptops, routers and 
hubs. 


b. Determine attributes to be recorded for each CI 
type.  These should help to identify and document 
what is in use, the status of the items and where 
they are located. 


c. Define life-cycle states for each CI type, and the role 
that can promote the CI.  
 
For example, a software product, through its release 
cycle, may move from: 


• registered 


• to accepted (by Configuration Management) 


• to installed (by Release Management)  


• to withdrawn (by Configuration Management) 


Configuration 
Management 


Usage definition 


5. Specify libraries 


a. Specify the definitive software library (DSL).  


Document: 


• contents and location of library 


• conditions for entering an item 


• access control for groups registering, reading, 
updating, copying, removing and deleting CI’s 


• instructions for protecting the library from 
malicious and accidental harm 


b. Specify the definitive hardware store (SSC). 


Configuration 
Management 


Usage definition 
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6. Compile and distribute usage definition 


a. Finalize usage definition document, specifying 
scope of CI’s, CI information to be recorded, and 
libraries. 


b. Distribute usage definition to stakeholders, 
including: 


• OSSC Management 


• Agency IT Management 


• OSSC Service Desk  


• Agency IT Help Desk 


• Incident Management 


• Problem Management 


• Change Management 


• Release Management 


Configuration 
Management 


Usage definition 
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Identify Configuration 
�


Purpose 
Select, identify and label the configuration structures and CI’s, including their respective ‘owner’ and the 
relationships between them.  Populate CMDB with this as useful data, in line with the usage definition. 


 
Triggers Inputs 


• Quarter end • Usage definition 


 
Dependencies 
n/a 


 
Outputs Triggers generated 


• Identified configuration 
• Populated CMDB 


n/a 


 


Related processes 
n/a 
�
�
�
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Identify Configuration 


 


 


 


Configuration Management 


Identify CI owners


Start 


Identify CI’s


End


Review usage
definition 


Name and label
CI’s 


Assign CI 
attributes, types 
and life-cycles 


Identify CI 
relationships and 


impacts of 
outages on  


related items 
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Create Baseline 
�


Purpose 
Create a snapshot of configuration, to be used as  


• a known, verified reference as a basis from which to make changes 
• an emergency backup for backout in releases 
• an enabler for before and after comparison of changes 
• an enabler of environment cloning 
• a minimum standard for reference in acquiring items 


 
Triggers Inputs 


• Development work is about to commence 
• A new standard CI is formed that will need to be 


referenced  (e.g. in the Initial Operating Platform 
environment) 


• Previous baseline 


 


Dependencies 
n/a 


 
Outputs Triggers generated 


• Baselined CI n/a 


 
Related processes 
n/a 
�


�
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Create Baseline 


 


OSSC 
Management


Configuration 
Management 


 


Get stakeholder 
consensus on 


outage for 
baseline 


Start 


Stakeholders
agree? 


 


End


No


Yes


Collate new
baseline 


Inform 
stakeholders


Specify standards
for hardware and 


software 


Resolve approval
for baseline 


Identify CI’s to be
captured in 


baseline 


Identify baseline
requirements 


Identify
stakeholders for 


baseline


Outage required? 


Yes


No


Identify released 
changes impacting 


on CI’s since 
previous baseline 
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Procedure steps Role responsible Systems and 
documents used 


1. Identify baseline requirements 


2. Identify CI’s to be captured  


3. Identify stakeholders for baseline 


Configuration 
Management 


 


4. Outage is required for baseline? 


a. Discuss available outage windows with Release 
Management and select preferred window.  


b. If no suitable outage window exists, get stakeholder 
consensus to create window for baseline.  If 
consensus cannot be achieved, escalate to OSSC 
Management for resolution. 


Configuration 
Management 


Master Release 
Plan 


5. Specify hardware and software standards 


a. Document the hardware and package software 
specifications used to run the CI as it is.  Use 
sufficient detail that the CI could be recreated to 
function. 


Configuration 
Management 


 







Ohio Shared Services Project 
Updated Configuration and Operations 
Strategy  


�+�
�


Procedure steps Role responsible Systems and 
documents used 


6. Collate new baseline 


a. Archive copies of all configured items of software. 
All items that differ from out-of-the-box software 
should be included.  For an application, this may 
include  


• EAI translation values 


• custom lists of values 


• batch files and start-up scripts 


• component parameters 


• workflows 


• database scripts 


• data import configuration 


• pre-defined queries or searches 


• custom reports 


• compiled executables 


• exported application customization. 


Configuration 
Management 


 


7. Notify stakeholders 


a. Inform identified stakeholders upon successful 
completion of the baseline. 


Configuration 
Management 
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Control Configuration 
�


Purpose 
Maintain accuracy of CMDB, when notified of changes impacting it 


 
Triggers Inputs 


• A release introduces, alters or removes CI’s  • Notification of changes to CI’s 


 
Dependencies 
n/a 


 
Outputs Triggers generated 


• Created or updated CI records 
• Updated Definitive Software Library (DSL) 
• Updated license holdings 


n/a 


 
Related processes 
n/a 
�
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Control Configuration 


   
�


�


�


Release ManagerConfiguration Management 


New CI’s? Yes


No


Verify CI


Updated CI’s?


No


Removed CI’s? Yes
Mark CI record for 


archival 


Yes


Create CI record 


Update relevant 
license holdings


 


Update CI record 
attributes in 


CMDB 


End


Updated DSL if
required 


Start


Notification of changes
to CI’s impacted by  
migration / release 
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Procedure steps Role responsible Systems and 
documents used 


1. Notify of impending CI alterations 


a. When changes will add new CI’s, or update or 
remove existing CI’s, notify Configuration 
Management of the expected alterations prior to the 
release. 


b. Following the release, confirm alterations that 
should be made active. 


Release 
Management 


CI notification 
template 


2. Make CI record updates 


a. For new CI’s, verify the CI meets specifications and 
has passed testing.  Create a CI record for the CI. 


b. For removed CI’s, mark the CI record for archival. 


c. Update CI record attributes in the CMDB. 


Configuration 
Management 


CMDB 


3. Update DSL 


a. When software quality-control checks are 
successful, authorize it for acceptance and copy it 
into the DSL. 


Configuration 
Management 


DSL 


4. Update licences 


a. Update the total licence holding.  Ensure that 
relevant licence fees have been correctly paid and 
all irrelevant ones have been stopped.  Ensure 
compliance with all legal restrictions relating to 
software. 


Configuration 
Management 
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Verify and Audit Configuration 
�


Purpose 
Verify that existing knowledge about configuration items is accurate 
Remedy any items identified as unauthorized 
Perform maintenance of CMDB 


 


Triggers Inputs 


• Month end • Functional requirements, technical 
requirements, testing scope and sign-off of 
changes 


 


Dependencies 
n/a 


 
Outputs Triggers generated 


• Configuration audit report 
• Backed up CMDB 
• Archived / deleted CI records 


n/a 


 
Related processes 
n/a 
�
�


�
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Verify and Audit Configuration 


 
�


Configuration Management 


Start


Confirm testing 
verified the 
functional 


requirement of 
new/updated CI’s 


Confirm as-built 
physical 


configuration 
matches as-


planned 


Confirm 
authorized 


versions of CI’s 
do exist 


Confirm 
unauthorized 


versions of CI’s 
do not exist 


End


Instances found 
requiring action? 


 


Log and 
investigate 
instances 


Yes


No


Take corrective 
action 


Archive or delete 
suitable CI records 
based on retention 


policy 


Back up and 
store copy of 


CMDB 


Prepare and 
distribute audit


report 
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Procedure steps Role responsible Systems and 
documents used 


1. Check that CI’s meet functional requirements 


a. Confirm that testing verified the functional 
requirement of new and updated CI’s.  This ensures 
that malfunctioning or inadequate CI’s are identified. 


Configuration 
Management 


CMDB 


2. Check that CI’s meet technical requirements 


a. Confirm built physical configuration matches 
planned configuration.  This ensures that CI’s built in 
a different way to agreed specifications are 
identified. 


Configuration 
Management 


CMDB 


3. Check validity, accuracy and completeness of CMDB 


a. Confirm that authorized versions of CI’s do exist (i.e. 
what should exist does exist). 


b. Confirm that unauthorised versions of CI’s do not 
exist (i.e. what shouldn’t exist doesn’t exist). 


Configuration 
Management 


CMDB 


4. Prepare and distribute report 


a. Finalize configuration audit report 


b. Distribute report to OSSC Management and Agency 
IT Management. 


Configuration 
Management  


Configuration 
Audit Report 


5. Invalid items detected? 


a. Trace the origin of each unregistered item and 
propose or initiate actions to register, correct, or 
delete the CI’s.  Review trends in detected non-
registered or inaccurately registered CI’s.  Correct 
the deficiencies that allowed unregistered items to 
slip through. 


Configuration 
Management 


 


6. Administer CMDB 


a. Back up CMDB. 


b. Archive or delete suitable CI records based on 
retention policy. 


Configuration 
Management  


CMDB 
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Report on Configuration Status 
�


Purpose 
Inform CI owners of CI status and change history 
Create a record that enables traceability of status changes to CI’s through their life cycle 


 
Triggers Inputs 


• Month end • CI records 
• Problem records 
• Incident records 
• Change register 


 
Dependencies 
n/a 


 


Outputs Triggers generated 


• Configuration status accounting report n/a 


 
Related processes 


n/a 
�
�
�
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Report on Configuration Status 


 


�


�


�


Configuration Management


Start


Create and 
distribute 


configuration 
status accounting 


report 


End


Identify latest 
software 


Application 
 


Identify 
related open 


problems 


Identify volatility of
CI’s 


Identify ID’s of 
constituent CI’s 
and their status 


Identify relevant 
baselines, 


releases and their 
status 


Identify person 
responsible for 


past status 
changes 
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Procedure steps Role responsible Systems and 
documents used 


1. Identify the unique identifiers of constituent CI’s and their 
current status. 


2. Identify relevant baselines, releases and their status. 


3. For systems and applications, identify the latest software 
item versions and their status. 


4. Identify the person responsible for past status changes. 


Configuration 
Management 


Configuration 
Status Accounting 
Report  
CMDB 
 


5. Analyze the volatility of CI’s 


a. Identify open incidents, problems and requests for 
change that relate to the CI. 


b. Analyze the related items to identify CI’s that are 
high risk, enabling proactive strategies. 


Configuration 
Management 


Configuration 
Status Accounting 
Report  
OSSC problem 
database 
Change register 


6. Prepare and distribute report 


a. Finalize the configuration status accounting report. 


b. Distribute the report to Agency IT Help Desks, 
Agency IT Management, and CI owners. 


Configuration 
Management 


Configuration 
Status Accounting 
Report 
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Software Development and Configuration Change 
Control Process  


Requirement 
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Assessment 
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Figure x: Logical data center cabling diagram 
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Infrastructure Work Plan  
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Sub-process Design Overview 


 
Vendors or agencies can submit a request to the Ohio Shared Services (OSS) to either add a new vendor 
or update an existing vendor file.  Controls will be in place to check for validity and completeness of all 
vendor requests.  Once updates are made to the vendor master database, a confirmation e-mail is sent to 
the agency and/or vendor.   
 
The OSS project team used existing documentation and held conversations with current process owners 
to compile and validate this information.  This sub-process was not involved in the Client Advisory Team 
(CAT) Design Sessions, the CAT Conference Room Pilots (CRPs) Sessions, or the CAT Validation 
Sessions. 


 


Key Assumptions   
 


 This process is currently centralized within Office of Budget and Management (OBM) and will be 
migrated to the OSS  


 Controls are in place to check for validity and completeness on all vendor additions and updates  


 Employees will still need to be maintained as vendors in OAKS for miscellaneous 
reimbursements 


 Any supporting documentation, such as the vendor update form, will be imaged and attached to 
the vendor’s file for document retention and audit purposes 


 The vendor information form will be imaged and attached to the vendor’s file. Supporting 
documentation required for the vendor master will be imaged/scanned and then attached to the 
vendor’s file within OAKS near-time. Three methods of imaging/attachment are available, and 
the first is preferred:  


a. If the documentation is in electronic format, attach to the vendor’s file 


b. If the documentation is in paper format,  


 Scan, and then attach to vendor’s file 


 Fax or mail to the Managed Service Provider (MSP) with a transaction cover 
sheet, for imaging/attachment to the vendor’s file.  


c. If the supporting documentation is high-volume, it can be mailed, faxed, or e-mailed along 
with a cover sheet to the MSP for imagining/attachment 


 


Key Changes 
 
The new design reflects the following key changes:   
 


1. The OSS will maintain vendor information 
Agencies or vendors will submit requests to create/update vendor information records to the OSS. 
The OSS will validate requests and work with the vendor or agency requestor to collect 
supporting documentation for updating/setting up new vendors. 


 
2. The OSS will confirm updated vendor information with agencies and vendors  


The OSS will e-mail confirmations of vendor updates to the agencies and vendors upon 
completion of vendor master updates. 
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Key Benefits 
 
The OSS project team identified and validated the following key benefits during the Design Phase through 
several ad hoc working sessions with the OSS project team members and CAT members:  
 


 Reduces administrative burden on agency personnel  


 Improves access to supporting documentation via imaged and attached documents for all vendor 
master updates 


 Increases communication when vendor master data has been updated 
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Sub-process Flow   
The team developed the following sub-process flow from existing documentation on the current process at OBM and through validation with key process owners. 
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High-level Activity Narratives  
   


FIN10-10: Maintain Vendor Master 


Activity 
(Box #) 


Activity Name 
Responsible 


Function 
Responsible 


Role 
Summary Activity Narrative Notes 


1 Submit request 
to add or update 
vendor 
information 


Vendor Vendor The vendor will submit a request 
to the OSS to have their 
information added or updated 
within the vendor master. 


 


2 Submit request 
to add or update 
vendor 
information 


Agency Agency The agency will submit a request 
to the OSS to have vendor 
information added or updated 
within the vendor master. 


 


3 Receive request 
to add or update 
vendor 
information 


OSS Vendor 
Master Clerk 


The OSS vendor master clerk 
will receive the request to add or 
update vendor information from 
agencies or vendors.  In 
addition, requests to add or 
update vendor information could 
come in the form of returned 
mail from the post office or IRS 
W-9 discrepancies. 


 


4 Determine if 
vendor already 
exists in system 
(in OAKS) 


OSS Vendor 
Master Clerk 


The OSS vendor master clerk 
will search in OAKS to determine 
if the vendor already exists. 


 


5 Determine if 
request is 
complete and 
valid 


OSS Vendor 
Master Clerk 


If the vendor does exist in the 
system, the OSS vendor master 
clerk will verify the request is 
complete and valid.   


 


6 Notify vendor or 
agency of 
invalid request 


OSS Vendor 
Master Clerk 


The OSS vendor master clerk 
will notify the vendor or agency if 
the request is not complete and 
valid. 


 


7 Update vendor 
information (in 
OAKS) 


OSS Vendor 
Master Clerk 


If the request is complete and 
valid, the OSS vendor master 
clerk will update the vendor 
information accordingly in 
OAKS.  Updates may include 
inactivating addresses and/or 
vendors to prevent IRS fees.  


 


8 Determine if all 
necessary 
information is 
provided 


OSS Vendor 
Master Clerk 


If the vendor does not exist in 
OAKS, the OSS vendor master 
clerk will verify all required 
information has been provided, 
including a completed W-9. 


 


9 Request 
missing 
information and 


OSS Vendor 
Master Clerk 


The OSS vendor master clerk 
will contact the vendor or agency 
requestor to provide missing or 
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FIN10-10: Maintain Vendor Master 


Activity 
(Box #) 


Activity Name 
Responsible 


Function 
Responsible 


Role 
Summary Activity Narrative Notes 


documentation incomplete information.   


10 Complete all 
missing 
information and 
resubmit 


Vendor Vendor The vendor will provide the 
missing or incomplete 
information and resubmit to the 
OSS. 


 


11 Complete all 
missing 
information and 
resubmit 


Agency Agency The agency will provide the 
missing or incomplete 
information and resubmit to the 
OSS. 


 


12 Create new 
vendor (in 
OAKS) 


OSS Vendor 
Master Clerk 


Once all information and 
documentation is complete, the 
OSS vendor master will create a 
new vendor in OAKS. 


 


13 Attach 
supporting 
documentation 
(in OAKS) 


OSS Vendor 
Master Clerk 


The OSS vendor master clerk 
will be able to attach supporting 
documentation to the vendor’s 
file.  The supporting 
documentation will be uploaded 
to the Managed Service 
Provider’s (MSP) server. 


[BTR 
#78, 
Gap 
#104] 


14 Determine 
approval of 
changes (in 
OAKS) 


OSS Vendor 
Master 


Supervisor 


The OSS vendor master 
supervisor will determine if the 
changes made to the vendor 
master should be approved.   


 


15 Send 
confirmation of 
vendor update 
via e-mail 


OSS Vendor 
Master Clerk 


Once all changes have been 
approved, the OSS vendor 
master clerk will send a 
confirmation e-mail of the 
updates made to the vendor 
master to the respective agency 
and vendor. 


 


16 Receive 
confirmation 


Vendor Vendor The vendor will receive the e-
mail confirmation from the OSS 
vendor master clerk. 


 


17 Receive 
confirmation 


Agency Agency The agency will receive the e-
mail confirmation from the OSS 
vendor master clerk. 
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Process Impact Summary 


 


Configuration Impacts 


  New keywords will be added for vendor conversations to track vendor updates for maintenance and 
1099 information.  
 


Conversion Impacts 


 TBD
1
 


 


Report Impacts      


 TBD
1
 


 


Interface Impacts 


 TBD
1
 


     


Batch Program Impacts 


 TBD
1
 


   


Online Impacts 


 The ability to upload attachments will be added to vendor tables to track vendor updates and 1099 
updates. 


   


System Performance Impacts  


 TBD
1
 


 


Security Impacts 


 Provide access to Vendor Pages for OSS clerks  
 


Audit Impacts 


 TBD
1
 


 


Technical Impacts 


 TBD
1
 


 


Workflow Impacts 


 TBD
1
 


 


Application Impacts 


 TBD
1
 


 


Policy/Directive Impacts2 
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 TBD
1
 


 


Procedure Impacts 


 TBD
1
 


 


Labor Contract Impacts 


 TBD
1
 


 


OAC (Ohio Administrative Code) Impacts 


 TBD
1
 


 


ORC (Ohio Revised Code) Impacts 


 TBD
1
 


 


Change Management Impacts 


 TBD
1
 


 
Impacts, if any, are expected to be discussed prior to the Build phase and will be incorporated into this 
document upon completion. 


 


Key Inputs and Outputs  
 
Inputs and outputs were not identified during the CRP sessions conducted to date.  However, inputs and 
outputs of the new sub-process flow will continue to be identified and assessed as needed throughout the 
remainder of the Design Phase 
 


Inputs  


Description Status Type Source Change 


None identified during CRPs conducted to 
date 


N/A N/A N/A N/A 


 


Outputs 


Description Status Type Source Change 


None identified during CRPs conducted to 
date 


N/A N/A N/A N/A 
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Open Items 
 


CRP-specific Open Items 


 
At the time of submission, this sub-process did not involve a CRP; therefore no CRP-specific open items 
exist at this stage of the Design phase. However, open items will continue to be identified and assessed 
as needed throughout the remainder of the Design phase and should be resolved prior to the Build phase.   
 


General Open Items 


 
At the time of submission, the following general open items were captured within the “Open Items” Log 
maintained by the Finance Process Design Team:  
 


Item 
# 


Priority Description Identified by 
Date 


Submitted 
Assigned 


Team 
Assigned 


Owner 


173 Build 


Why are some agencies maintaining their 
own vendor databases?  Determine if these 
agencies need to be notified of changes 
made to the central vendor master 
database.  Or, can these agencies accept 
that all changes to vendor information will be 
kept in the central vendor master database in 
OAKS? 


    


176 Build 


Can the receipt of completion for an update 
or addition of a vendor be sent to both the 
vendor and agency, depending on the type 
of update? 


    


 
Priority refers to the project phase in which closure or resolution is anticipated of the identified open item.  
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1
 “None” was identified in the corresponding standalone CRP Summary final deliverables submitted to the State prior to August 22, 2008; on 


August 26, 2008, the State requested the “None” be updated to “TBD” in this packet.
  


2
 Policy and Directive Impacts are tracked in the “Policy Issue” Log maintained by the Finance Process Design Team. 
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Sub-process Design Overview 
 
This design reflects the activities involved in the determination of the need to purchase goods and 
services.  The sub-process includes requisition creation for goods or services within OAKS, pre-
encumbrance creation, and OAKS approval routing both within the agency and also to the Department of 
Administrative Services (DAS) General Services Division (GSD) for any required special approvals.   


Key Assumptions   


 Requisition workflow changes are a state-wide initiative so these changes will apply to all agencies 
regardless of their intentions to participate in the OSS 


 Pre-encumbrance functionality will be enabled 


 Supporting documentation required for requisitions will be imaged/scanned and then attached to the 
requisition within OAKS near-time. Three methods of imaging/attachment are available, and the first 
is preferred:  


a. If the documentation is in electronic format, attach to the requisition  


b. If the documentation is in paper format,  


 Scan, and then attach to requisition 


 Fax or mail to the Managed Service Provider (MSP) with a transaction cover 
sheet, for imaging/attachment to the requisition   


c. If the supporting documentation is high-volume, it can be mailed, faxed, or e-mailed along 
with a cover sheet to the MSP for imagining/attachment 


 Purchasing is not in-scope for migration to the shared services center, but is being reviewed for 
process improvements and as an enabler of efficiencies in the vouchering process. 


Key Changes 
The new design reflects the following key changes:  
  


1. Pre-encumbrance functionality  
Pre-encumbrance functionality is enabled so that budget checking occurs at the requisition stage. 


 
2. Budget checking will occur before approvals 


Requisitions must have a valid budget check prior to triggering workflow for approvals. 
 


3. Requisition workflow enhancements 
Requisition workflow is enhanced to incorporate special approvals.  Requisitions will route to 
special approvers based on dollar amount and/or category (instead of account code). 


 
4. Approvals for purchases with a PO come at requisition stage 


Approval of a requisition implies approval to pay invoice upon receipt of goods and/or services 
that reference a purchase order (PO). 
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Key Benefits 
 
The team identified and validated the following benefits during Client Advisory Team (CAT) Design 
Sessions, Conference Room Pilots (CRPs), CAT Validation Sessions, and several ad hoc working 
sessions with the Ohio Shared Services (OSS) team and CAT members:  
 


 Implementing pre-encumbrance functionality allows for a true budget check at the requisition level 
giving visibility to potential budget issues earlier in the requisition process 


 Implementing pre-encumbrance allows the agency a view into pending purchases 


 Improves workflow to include all special approvals that are required for a requisition 
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Sub-process Flow   
The team developed the following business process flow during CAT Design Sessions and refined it through feedback received during CAT Design Sessions, CRP 
Sessions and CAT Validation Sessions. The technology and software enhancements to support this process are identified in the High-level Activity Narratives 
under the Notes column, and correspond to the Business Technology Requirements and Software Gap Analysis Results sections.  


Agency – 


Requisitioner


Requisition 


approved?


No


Route 


requisition to 


appropriate 


approver
OAKS


FIN10-30: 


Maintain 


POs


Agency – 


Approver 


Item in OAKS 


catalog?


Yes


Start


No


Create 


special 


request 


requisition
OAKS


Determine if 


item is in 


OAKS 


catalog
OAKS


Agency – 


Employee


Determine 


need to 


create 


requisition


No


DAS – GSD 


Approver


Determine if 


changes 


retrigger 


workflow


Retrigger 


workflow?


Create 


catalog 


requisition


OAKS


Determine if 


GSD 


approval 


required
OAKS


A


B


Yes


GSD 


approval 


required?


Determine if 


requisition 


approved by 


Special 


Approvers


No


Yes


Requisition 


approved by 


Special 


Approvers?


No


Yes


Determine if 


requisition 


should be 


cancelled or 


re-started


Push back 


one approval 


level


StartNo


Yes


Approve 


requisition 


(up to 3 


levels) and 


make 


necessary 


changes
OAKS


Determine if 


requisition 


should be 


denied


Deny 


requisition?
No


Yes


Determine if 


requisition 


approved


Source  


requisition to 


PO (after 


budget check 


and approval)OAKS


OAKS


Determine if 


supporting 


documenta-


tion required


Supporting 


documenta-


tion 


required?


Attach 


supporting 


documenta-


tion if 


necessary


No


Yes


Perform 


budget check


OAKS


1


2


3


64 5


8


11


13


14 15


17


23


18


20


19


21


Determine if 


budget issues 


exist


Budget 


issues exist?


Resolve 


budget issues
Yes


OAKS


9


Deny and re-


start 


requisition


Start


10


12


Save and 


submit 


requisition


Determine if 


changes 


retrigger 


budget check


Retrigger 


budget 


check?


A


Yes


No


7


16


OAKS


B


No


OAKS


OAKS


Cancel 


requisition?


Cancel 


Requisition


Yes


22


OAKS


End


OAKS


OAKS







FIN10-20_Create and Approve Requisition_v1                  Draft for Discussion Purposes Only Page 6 of 15 
10/1/2008,7:29:29 PM 


 


High-level Activity Narratives  


Sub-process Title (FIN10-20): Create and Approve Requisition 


Activity 
(Box #) 


Activity 
Name 


Responsible 
Function 


Responsible 
Role 


Summary Activity Description 
Notes 


1 Determine 
need to create 
requisition 


Agency Employee The decision to purchase goods and 
services will remain in the agency and 
will be the responsibility of the staff that 
is currently performing the task.  This 
activity could be initiated by anyone in 
the agency who needs to make a 
purchase.   


 


2 Determine if 
item is in 
OAKS catalog 


Agency Requisitioner When making a purchase, a 
determination will need to be made to 
see if the item already exists in the 
OAKS catalog.  If the item is within the 
OAKS catalog, the requisitioner will 
create a catalog requisition.  However, if 
the item does not exist within the OAKS 
catalog, the requisitioner will create a 
special request requisition. 


 


3 Create special 
request 
requisition 


Agency Requisitioner The agency requisitioner will create a 
special request requisition in OAKS.  
The minimum required fields to create 
the requisition include: business unit, 
price, quantity, description, account 
coding, and possibly the vendor name.   


 


4 Create catalog 
requisition 


Agency Requisitioner For items existing in the OAKS catalog, 
the agency requisitioner will create a 
catalog requisition in OAKS.  The 
minimum required fields to create the 
requisition include: business unit, price, 
quantity, item, account coding, and 
possibly the vendor name.   


 


5 Determine if 
supporting 
documentation 
required  


Agency Requisitioner The agency requisitioner will determine 
if additional documentation should be 
attached to the requisition.  Possible 
documents to be attached include: 
statements of work, quotes, and 
contracts.   


 


6 Attach 
supporting 
documentation 
if necessary 


Agency Requisitioner The agency requisitioner will be able to 
attach supporting documentation to the 
requisition, if necessary.  The 
documentation will be scanned and 
uploaded to the Managed Service 
Provider‟s (MSP) server.  Multiple 
attachments will be needed as the 
requisition goes through it‟s life cycle of 
budget checking and approvals.  


[BTR 
#75, Gap 
#109, 
#113 ] 


7 Save and 
submit 
requisition (in 
OAKS) 


Agency Requisitioner The agency requisitioner will save and 
submit the requisition to initiate the 
budget checking.  


 


8 Perform 
budget check 


OAKS OAKS Budget checking will occur in an 
automatic batch process. 


[BTR 
#33, BTR 
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Sub-process Title (FIN10-20): Create and Approve Requisition 


Activity 
(Box #) 


Activity 
Name 


Responsible 
Function 


Responsible 
Role 


Summary Activity Description 
Notes 


(in OAKS) #37, BTR 
#39 Gap 
#59, Gap 
#60, Gap 
#62 ] 


9 Determine if 
budget issues 
exist 


Agency Requisitioner The agency requisitioner will run 
queries to check for requisitions with 
budget issues. 


 


10 Resolve 
budget issues 


Agency Requisitioner The agency requisitioner will work with 
the fiscal office to resolve the budget 
issues.  Once resolved, the requisition 
will be picked up in the next budget 
check batch process.  


 


11 Route 
requisition to 
appropriate 
approver (in 
OAKS) 


OAKS OAKS Once the requisition budget status is 
valid, the requisition will be routed to the 
first level of approval for agency review. 


[BTR #5, 
Gap #53] 


12 Determine if 
requisition 
approved 


Agency Approver The first level agency approver will 
decide if the requisition should be 
approved.  


 


13 Deny and re-
start 
requisition 


Agency Approver  The agency approver will determine the 
best course of action for the requisition 
and communicate the decision to the 
requisitioner (i.e. cancel or modify the 
requisition information).  Workflow will 
create an email to the requestor 
communicating the reason for denial. 


[BTR #5, 
BTR #31, 
Gap 
#53 , 
Gap #58] 


14 Approve 
requisition (up 
to 3 levels) 
and make 
necessary 
changes (in 
OAKS) 


Agency Approver The requisition approval workflow path 
will determine the number of approvals.   
There can be up to three additional 
approval levels depending on agency 
requirements.  This role can make 
changes that would trigger workflow 
and/or budget check. 


[BTR #5, 
BTR #31, 
Gap 
#53 , 
Gap #58] 


15 Determine if 
changes 
retrigger 
workflow 


Agency Approver Approval workflow will be retriggered 
when changes are made to the 
following information on the requisition: 
price, quantity, and account coding.  


 


16 Determine if 
changes 
retrigger 
budget check 


Agency Approver Budget check will be retriggered when 
changes are made to the following 
information: price, quantity, and account 
coding.  Only budget check (as 
opposed to budget check and workflow) 
will be retriggered when only the 
account coding is changed. 


 


17 Determine if 
GSD approval 
required 


OAKS OAKS All of the current special approvals are 
envisioned to be consolidated into a 
single GSD approval.  Special 
approvals may be needed (e.g. release 
and permit, controlling board, OPI, and 


[BTR #5, 
BTR #31, 
Gap 
#53 , 
Gap #58] 
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Sub-process Title (FIN10-20): Create and Approve Requisition 


Activity 
(Box #) 


Activity 
Name 


Responsible 
Function 


Responsible 
Role 


Summary Activity Description 
Notes 


CRP waivers).  The requisition will be 
routed to GSD for approval based on 
dollar threshold and/or category and will 
be routed automatically as configured in 
workflow.  


18 Determine if 
requisition 
approved by 
GSD 


DAS GSD Approver GSD will approve requisitions, referring 
to supporting documentation, if 
necessary.  Once the requisition has 
been approved, the requisition will be 
scheduled for sourcing to a PO.  


 


19 Determine if 
requisition 
should be 
denied 


DAS GSD Approver The GSD approver will determine the 
best course of action for the requisition 
(i.e. push back or deny the requisition).  
Workflow will create an email to the 
requestor communicating the reason for 
denial. 


[BTR #5, 
BTR #31, 
Gap 
#53 , 
Gap #58] 


20 Push back one 
approval level 


DAS GSD Approver The GSD approver can enter comments 
on the requisition to communicate to the 
previous approver what the next steps 
should be for the requisition.   


 


21 Determine if 
requisition 
should be 
cancelled or 
re-started 


Agency Requisitioner OAKS will route the requisition back to 
the requisitioner to re-start the 
requisition process.  If the issues cannot 
be fixed, the requisition is cancelled and 
a new requisition is initiated.   


 


22 Cancel 
requisition 


Agency Requisitioner The requisitioner will cancel the 
requisition and budget checking will 
automatically liquidate the pre-
encumbrance. 


 


23 Source 
requisition to 
PO (after 
budget check 
and approval) 
(in OAKS) 


OAKS OAKS Before sourcing to a PO, the requisition 
must successfully pass budget checking 
and be fully approved.  Once both are 
complete, the requisition will be sourced 
to a PO by an automatic batch process. 


 


Sub-process Title (FIN20-25): Process Non-PO Vouchers 
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Process Impact Summary 
 
The team identified the following impacts as part of the CRPs and ongoing OSS team working sessions: 


 


Configuration Impacts 


 The configuration for ePro workflow rules will be changed: 


 Approvals currently done outside of the system will be done within the system whenever 
possible. Please refer to BTR # 5. 


 Category or commodity codes will be used instead of account codes to route for special 
approvals including waivers, controlling board, and printing services.  Please refer to BTR # 5 
and 38. 


 Categories and items will automatically populate the account code on to the requisition.  This 
should help in the training and use of categories. Please refer to BTR # 5 and 38. 


 Budget checking will occur before requisitions are submitted for approvals. Please refer to 
BTR # 6, 37, and 39. 


 Configurations need to occur within the general ledger to allow for pre-encumbrance. 


 Pre-encumbrance ledgers will be created and added to the commitment control ledger groups. 
Please refer to BTR # 6, 37, and 39. 


 Because three-way matching will be required, PO Business Units will be configured so that receiving 
required will be the default.  BTR # 64. 


   


Conversion Impacts 


 Due to the complexities of attempting to implement this process during mid-year, it is strongly 
recommended that this new process be implemented at the beginning of the new fiscal year. If this is 
implemented at any other time of the fiscal year pre-encumbrance transactions will be incomplete. 
Please refer to BTR # 38. 


 All requisitions will either have to be fully approved with a valid budget checking status or set to 
pending before going to the new approval rules. It is best that this be implemented at fiscal year end. 
However, implementing mid-year would not cause any major reporting issues. Please refer to BTR # 
5. 


 Before turning on pre-encumbrance, all currently approved un-sourced requisitions will be accounted 
for. The best option would be to turn pre-encumbrance on at year end when all requisitions have 
been sourced or cancelled.  If pre-encumbrance is not activated at fiscal year end, creating and 
accounting for pre-encumbrance will be more complex as requisitions yet to be sourced would not be 
pre-encumbered. Please refer to BTR # 6. 


 All open PO‟s that have not been received or paid will be updated to require receipts for OSS 
participating agencies. Partially received PO‟s will not be updated and will contunie to go through 2-
way matching.  Please refer to BTR # 36. 


 


Report Impacts      


 OHGLR026 - Summary Appropriation Report. Pre-encumbrance data needs to be added.  Please 
refer to BTR # 33. 
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Interface Impacts 


 TBD
1
 


     


Batch Program Impacts 


 FSPKBDP3 – budget checking frequency and schedule will remain as currently defined.  Run controls 
may have to be changed or created. Please refer to BTR # 6. 


   


Online Impacts 


 In ePro the requisitioner may see more approvers in the approval path. However, the requisitioner will 
still be able to insert ad hoc approvers or reviewers as needed or desired.  Please refer to BTR # 5. 


 Currently, a group of approvers are assigned a shared group ID to approve requisitions. In the future 
state, these IDs will be retired and multiple individual users will be assigned the same approval role 
with the ability to approve the requisition. Please refer to BTR # 38. 


 Currently, „dummy‟ requestors are used to initiate the approval path. In the future state, these will be 
eliminated and alternate criteria will be used to send the requisition down the desired approval path. 
Please refer to BTR # 5. 


 


System Performance Impacts  


 The batch process for budget check, FSPKBDP3, may need to be tuned to improve performance 
when pre-encumbrance functionality is enabled. Please refer to BTR # 6. 


   


Security Impacts 


 Security access to budget review pages within the commitment control menu will be granted to more 
users. Please refer to BTR # 6. 
 


 Deleting group IDs. Currently, OAKS IDs are shared to do requisition approvals.  This is a security 
issue that is being addressed by deleting these shared IDs and moving toward individuals being part 
of an approval pool.  Please refer to BTR # 5. 


 Adding approval roles to individuals who were not originally assigned the role including, users of 
group IDs and special approvers.  Please refer to BTR # 5. 


 Ensure that no one user can enter a requisition, approve a requisition and approve a voucher.  


   


Audit Impacts 


 In order to reduce or eliminate the storage of paper, a solution will be implemented to image and 
upload supporting documentation related to requisitions. Please refer to BTR # 75. 


 


Technical Impacts 


 The batch process for budget check, FSPKBDP3, may need tuning to improve performance to 
handle the additional transactions. Please refer to BTR # 6. 


 Image and upload supporting documentation for requisitions utilizing PeopleSoft upload functionality.  
There is a business requirement that documents be available immediately after uploading into OAKS. 
Please refer to BTR # 75. 


 Images may also be faxed, e-mailed, or mailed with a cover sheet to the MSP.  Upon receiving the 
documents, the MSP must have the scanned images uploaded and accessible through OAKS within 
twenty-four hours of receipt. Please refer to BTR # 75. 
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 The MSP must have the documents considered immediate priority accessible online in OAKS within 
four hours of receipt.  There will be an additional charge to process priority documents.  Please refer 
to BTR # 75. 


 


Workflow Impacts 


 The current ePro workflow configuration will be changed to include additional special approvers.  
Please refer to BTR # 5. 


 Currently, a group of approvers are assigned a shared group ID to approve requisitions. In the future 
state, these IDs will be retired and multiple individual users will be assigned the same approval role 
with the ability to approve the requisition. Please refer to BTR # 38. 


 


Application Impacts 


 Enabling pre-encumbrance process will create entries that are recorded in Commitment Control. 
Please refer to BTR # 6. 


 New workflow rules will be created to support the new process. Please refer to BTR # 5.  


 


Policy/Directive Impacts2 


 There is a policy impact to allow legible scanned documentation as originals for processing purposes. 
Please refer to BTR # 75. 


 


Procedure Impacts 


 There will be a procedure impact on how requisition approvals will be processed. Please refer to BTR 
# 5. 


 The following processes will be integrated into the approval workflow instead of conducted outside 
the OAKS application as they currently are. Please refer to BTR # 5: 


 Release and permit 


 Controlling board 


 Waiver approvals, including OPI and CRP. 


 Currently, a group of approvers are assigned a shared group ID to approve requisitions. In the future 
state, these IDs will be retired and multiple individual users will be assigned the same approval role 
with the ability to approve the requisition. Please refer to BTR # 5.  


 Budget checking will occur before approvals. Currently, the system performs budget checking after all 
approvals are obtained. Please refer to BTR # 31. 


 „Dummy‟ requestors will no longer be used to determine the approval path for a requisition. Please 
refer to BTR # 5. 


 


Labor Contract Impacts 


 TBD
1
 


 


Directive Impacts 


 TBD
1
 


 


OAC (Ohio Administrative Code) Impacts 
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 TBD
1
 


 


ORC (Ohio Revised Code) Impacts 


 TBD
1
 


 


Change Management Impacts 


 Procedures surrounding release and permit and controlling board processes will be incorporated into 
the approval process and no longer be done prior to entering the requisition. Please refer to BTR # 5. 


 Approvals will be based on commodity or category code rather than on account code. Requisitioners 
will have to be trained to input the correct category. Please refer to BTR # 5. 


 Training on attaching documents to the requisition will be needed for agency requisitioners. Please 
refer to BTR # 75. 


 Training on use of speedcharts and proper coding. This would be to encourage that the final coding is 
on the requisitions as early in the requisition life cycle as possible. Please refer to BTR # 5. 


 
Additional impacts are scheduled for completion prior to the Build phase and will be incorporated into this 
document upon completion in a section called Change Considerations. 


Key Inputs and Outputs   
 
Inputs and outputs were not identified during the CRP sessions conducted to date.  However, inputs and 
outputs of the new sub-process flow will continue to be identified and assessed as needed throughout the 
remainder of the Design phase. 
 


Inputs  


Description Status Type Source Change 


None identified during CRPs conducted to 
date 


N/A N/A N/A N/A 


 


Outputs 


Description Status Type Source Change 


None identified during CRPs conducted to 
date 


N/A N/A N/A N/A 


 
 







FIN10-20_Create and Approve Requisition_v1                      Draft for Discussion Purposes Only Page 14 of 15 
10/1/2008,7:29:29 PM 


 


Open Items  


CRP-specific Open Items 
 
At the time of submission of the standalone CRP Summary deliverables, the following „open items‟ were 
captured.  Resolution is in progress and should be resolved prior to the build phase.   
 


 When a PO line is cancelled and the requisition re-opened, how can a re-opened requisition be 
prevented from re-sourcing to a PO? Currently, the purchasing batch process runs every two hours 
and sourcing requisition to POs is part of that batch process. If a PO line is cancelled, and the option 
to re-open the requisition lines is chosen, the next time the purchasing batch processes run the 
requisition is turned into another PO that is exactly the same. There needs to be a way to get the 
requisition back to a state where it will not be re-sourced until it has been changed or updated. These 
changes can be for pricing, vendor (due to a threshold issue) or any variety of changes that need to 
occur on the requisition. The best option would be to not make changes to the PO that would reopen 
the requisition until the changes to the requisition are determined and can be done soon after 
updating the PO. 


 
These items will be resolved as a part of the build phase: 
 


 Can release and permit be pulled into the approval flow? How will they be tracked and reported on? 


 Can controlling board be pulled into the approval flow? How will they be tracked and reported on? 


 Can OPI and CRP waivers be pulled into the approval flow? How will they be tracked and reported 
on? 


 Where is the OBM approval as special approvers? Currently, this approval is after agency approval. 
Will it remain where it is? 


 Could threshold be used for special approvals to filter out small dollar requisitions? Move to threshold 
approvals for Central and special approvers. (Category + $Amt). 


 The future process is planning on using the category instead of the distribution (account) to route 
approvals. However, category is not accurately used in some agencies and there is the potential for 
abuse with category codes. Therefore, using categories instead of accounting information may be 
more inaccurate than accounting information. Currently they do not fully use categories and tend to 
use any one that works. 
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General Open Items 
 
At the time of submission, the following general „open items‟ were captured within the “Open Items” Log 
maintained by the Finance Process Design Team:  
 
Item 


# 
Priority


2
 Description Identified by 


Date 
Submitted 


Assigned 
Team 


Assigned 
Owner 


141 Design Release and Permit may be eliminated.  
July 16, 


2008 
P2P  


151 Design 


How will the reporting mechanism work for 
POs not yet approved and budget checked?  
This would be for POs that are not sourced 
from requisitions because the pre-
encumbrance for the requisition still exists.  
Pre-encumbrance is liquidated when the PO 
passes budget check. 


 
July 21, 


2008 
Technology  


 


Priority refers to the project phase in which closure or resolution is anticipated of the identified open item. 


                                                      
1
 “None” was identified in the corresponding standalone CRP Summary final deliverables submitted to the State prior 


to August 22, 2008; on August 26, 2008, the State requested the “None” be updated to “TBD” in this packet.
  


 
2
 Policy and Directive Impacts are tracked in the “Policy Issue” Log maintained by the Finance Process 


Design Team
.
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Sub-process Design Overview 
 
This design reflects a purchase order (PO) being generated from an approved requisition and getting 
budget and threshold checked.  The sub-process also includes the cancellation of or changes to a PO 
and the dispatching of the updated PO to the vendor. 


Key Assumptions   
 


 Supporting documentation required for requisitions will be imaged/scanned and then attached to the 
PO within OAKS near-time. Three methods of imaging/attachment are available, and the first is 
preferred:  


a. If the documentation is in electronic format, attach to the PO 


b. If the documentation is in paper format,  


 Scan, and then attach to PO 


 Fax or mail to the Managed Service Provider (MSP) with a transaction cover 
sheet, for imaging/attachment to the requisition   


c. If the supporting documentation is high-volume, it can be mailed, faxed, or e-mailed along 
with a cover sheet to the MSP for imagining/attachment 


 Purchasing is not in-scope for migration to the Ohio Shared Services (OSS) but is being reviewed for 
process improvements and as an enabler of efficiencies in the vouchering processing 


 Requisition workflow changes are a state-wide initiative so these changes will apply to all agencies 
regardless of their intentions to participate in the OSS 


Key Changes 
The new design reflects the following key changes:   
 


1. Pre-encumbrance liquidation 
Due to implementation of pre-encumbrance functionality, when a PO is budget checked, the pre-
encumbrance will have to be liquidated and the actual encumbrance created. 
 


2. EDI functionality enhancement 
The capability to dispatch POs using Electronic Data Interchange (EDI) will be enabled. 
 


3. Change requests will retrigger approval workflow 
The agency requisitioner will create a change request for the original requisition. The re-opened 
requisition will be in a requisition status of “open” until the requisitioner saves and submits the 
change request for budget checking and approval.  


Key Benefits 
 
The team identified and validated the following benefits during Client Advisory Team (CAT) Design 
Sessions, Conference Room Pilots (CRPs), CAT Validation Sessions, and several ad hoc working 
sessions with the OSS team and CAT members:  
 


 Decreases amount of POs in budget error status via pre-encumbrance 


 Re-opened requisitions will be reset to “open” status, preventing the change requests from being 
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sourced to change orders prior to making necessary changes  
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Sub-process Flow   
 
The team developed the following business process flow during CAT Design Sessions and refined it through feedback received during CAT Design Sessions, CRP 
Sessions and CAT Validation Sessions. The technology and software enhancements to support this process are identified in the High-level Activity Narratives 
under the Notes column, and correspond to the Business Technology Requirements and Software Gap Analysis Results sections.  
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High-level Activity Narratives  


FIN10-30: Process PO Vouchers 


Activity 
(Box #) 


Activity Name 
Responsible 


Function 
Responsible 


Role 
Summary Activity Description 


Notes 


1 Perform 
budget and 
threshold 
checks (in 
OAKS) 


OAKS OAKS After the requisition is sourced to a 
PO, the pre-encumbrance is 
liquidated and the encumbrance 
created. OAKS will automatically 
perform budget and threshold 
checks. 


 


2 Determine if 
budget and 
threshold 
issues exists 
(in OAKS) 


Agency  Requisitioner The agency requisitioner will 
monitor for POs that have budget 
and/or threshold issues.  


 


3 Resolve 
budget and/or 
threshold 
issues (in 
OAKS) 


Agency  Requisitioner The agency requisitioner will work 
with the fiscal office to resolve the 
budget and/or threshold issues.  
Once resolved, the PO will be 
picked up in the next budget and 
threshold checks batch process.  


 


4 Dispatch PO 
(in OAKS) 


Agency  Requisitioner The agency requisitioner will review 
the PO, and OAKS will dispatch the 
PO to the vendor using the 
appropriate communication 
channel.  Vendors may request to 
receive POs through fax, e-mail, 
EDI, or mail. 


[BTR 
#40, 
Gap 
#63] 


5 Identify need 
to modify a 
PO 


Agency  Requisitioner The agency requisitioner will 
determine what modifications are 
needed to the PO, including 
cancelling, updating account 
coding, or creating a change 
request. 


 


6 Determine if 
PO needs to 
be canceled 


Agency  Requisitioner The agency requisitioner identifies 
the need to cancel the PO. 


 


7 Cancel and/or 
re-open 
requisition (in 
OAKS) 


Agency  Requisitioner The agency requisitioner will cancel 
the original PO that the agency has 
determined is no longer needed.  
The requisitioner must decide 
whether or not to re-open the 
original requisition. 


[BTR 
#79, 
Gap 
#110] 


8 Perform 
budget and 
threshold 
checks (in 
OAKS) 


OAKS OAKS OAKS will automatically run a batch 
process of budget and threshold 
checking on the canceled PO.  This 
batch process will liquidate the 
encumbrance and reset the original 
requisition status to “open”.  If the 
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FIN10-30: Process PO Vouchers 


Activity 
(Box #) 


Activity Name 
Responsible 


Function 
Responsible 


Role 
Summary Activity Description 


Notes 


requisition is re-opened, OAKS will 
create a pre-encumbrance for the 
original requisition after the batch 
budget check process runs. 


9 Determine if 
budget and/or 
threshold 
issues exist 


Agency Requisitioner The agency requisitioner will 
monitor for canceled POs that have 
budget and/or threshold issues. 


 


10 Resolve 
budget and/or 
threshold 
issues 


Agency Requisitioner The agency requisitioner will work 
with the fiscal office to resolve the 
budget and/or threshold issues.  
Once resolved, the canceled PO 
will be picked up in the next budget 
and threshold checks batch 
process. 


 


11 Dispatch 
cancellation to 
vendor 


Agency  Requisitioner The agency requisitioner will 
dispatch the cancellation notice to 
the vendor using the appropriate 
means of communication. Vendors 
can be contacted via fax, e-mail, 
EDI, or mail. The vendors’ preferred 
method of communication should 
be specified on the vendor master 
file. 


[BTR 
#40, 
Gap 
#63] 


12 Determine if 
requisition re-
opened 


Agency  Requisitioner Based on the decision made by the 
agency requisitioner at the time of 
PO cancellation, the requisition will 
be available for editing.   


[BTR 
#79, 
Gap 
#110] 


13 Determine if 
account 
coding should 
be changed 


Agency  Requisitioner The agency requisitioner will 
determine if the account coding on 
the PO should be changed.   


 


14 Update 
account 
coding (in 
OAKS) 


Agency  Approver The PO will be updated with the 
correct account coding.  This 
change will only be allowed if the 
PO has not been received or 
vouchered.  


 


15 Perform 
budget and 
threshold 
checks (in 
OAKS) 


OAKS OAKS OAKS will automatically run a batch 
process of budget and threshold 
checking on the canceled PO.  
Once complete, the encumbrance 
will be updated with corrected 
account coding. 


 


16 Determine if 
budget and/or 
threshold 
issues exist 


Agency Requisitioner The agency requisitioner will 
monitor for POs that have budget 
and/or threshold issues. 


 







FIN10-30_Maintain POs Draft for Discussion Purposes Only Page 8 of 13 
10/1/2008, 7:26:54 PM  


FIN10-30: Process PO Vouchers 


Activity 
(Box #) 


Activity Name 
Responsible 


Function 
Responsible 


Role 
Summary Activity Description 


Notes 


(in OAKS) 


17 Resolve 
budget and/or 
threshold 
issues 


Agency Requisitioner The agency requisitioner will work 
with the fiscal office to resolve the 
budget and/or threshold issues.  
Once resolved, the updated PO will 
be picked up in the next budget and 
threshold checks batch process. 


 


18 Create 
change 
request (in 
OAKS) 


Agency  Requisitioner The agency requisitioner will create 
a change request for the original 
requisition. The requisitioner may 
need to do one of the following: 
change an item, change the due 
date, ship to, quantity, or price on 
the requisition.   


 


19 Route to 
appropriate 
approver(s) 
(in OAKS) 


Agency 
and/or 
Special 


Approver All change requests will retrigger 
the approval workflow of the original 
requisition.  This may include 
agency and/or special approval. 


 


20 Determine 
approval of 
changes (in 
OAKS) 


Agency  Approver The agency approver will review the 
change request and determine if the 
changes should be approved. 


 


21 Notify 
requisitioner 


Agency  Approver The agency approver can deny the 
change request, and will notify the 
requisitioner of the denied change 
request.  The communication 
channels will be determined by the 
agency approver (this will be 
performed outside of workflow). 


 


22 Determine if 
change 
request 
canceled or 
re-started (in 
OAKS) 


Agency Requisitioner The requisitioner will review the 
change request denial information 
and determine if the change request 
should be re-started or canceled. 


 


23 Determine if 
change order 
generated 
successfully 
(in OAKS) 


Agency  Requisitioner The approved change request will 
generate a change order.  The 
agency requisitioner will monitor the 
sourcing workbench for change 
requests that have not been 
successfully sourced.    


 


24 Resolve and 
correct 
sourcing 
errors (in 
OAKS) 


Agency  Requisitioner Agency requisitioner will resolve 
any sourcing errors (i.e. invalid 
vendor, vendor number, and pricing 
errors)  


 


25 Perform OAKS OAKS OAKS will automatically run a batch  
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FIN10-30: Process PO Vouchers 


Activity 
(Box #) 


Activity Name 
Responsible 


Function 
Responsible 


Role 
Summary Activity Description 


Notes 


budget and 
threshold 
checks (in 
OAKS) 


process of budget and threshold 
checking on change orders. Once 
complete, the encumbrance will be 
updated. 


26 Determine if 
budget and/or 
threshold 
issues exist 
(in OAKS) 


Agency  Requisitioner The agency requisitioner will 
monitor for change orders that have 
budget and/or threshold issues. 


 


27 Resolve and 
correct budget 
and/or 
threshold  
issues (in 
OAKS) 


Agency  Requisitioner The agency requisitioner will work 
with the fiscal office to resolve the 
budget and/or threshold issues.  
Once resolved, the updated change 
order will be picked up in the next 
budget and threshold checks batch 
process. 


 


28 Dispatch 
change order 
(in OAKS) 


Agency  Requisitioner The change order will not be 
dispatched to the vendor until all 
budget and threshold issues are 
resolved.   The agency requisitioner 
will dispatch the change order to the 
vendor via the preferred 
communication method listed in the 
vendor master file. 


[BTR 
#40, 
Gap 
#63] 


29 Perform 
budget and 
threshold 
checks (in 
OAKS) 


OAKS OAKS After the requisition is sourced to a 
PO, the pre-encumbrance is 
liquidated and the encumbrance 
created. OAKS will automatically 
perform budget and threshold 
checks. 


 


30 Determine if 
budget and 
threshold 
issues exists 
(in OAKS) 


Agency  Requisitioner The agency requisitioner will 
monitor for POs that have budget 
and/or threshold issues.  


 


31 Resolve 
budget and/or 
threshold 
issues (in 
OAKS) 


Agency  Requisitioner The agency requisitioner will work 
with the fiscal office to resolve the 
budget and/or threshold issues.  
Once resolved, the PO will be 
picked up in the next budget and 
threshold checks batch process.  
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Process Impact Summary 
 
The team identified the following impacts as part of the CRPs and ongoing OSS team working sessions:   


 


Configuration Impacts 


 Because three-way matching will be required, PO Business Units will be configured so that receiving 
required will be the default for participating OSS agencies. For more information, please refer to BTR 
#64.  


 Dispatching POs via EDI will be enabled. Please refer to BTR #15. 
   


Conversion Impacts 


 All open POs will be updated to require receipts for participating OSS agencies. Please refer to BTR 
#36. 


 


Report Impacts      


 OHGLR026 - Summary Appropriation Report. Pre-encumbrance data needs to be added. Please 
refer to BTR #33. 


 


Interface Impacts 


 A new outbound interface for POs dispatched via EDI. Please refer to BTR #15. 
     


Batch Program Impacts 


 FSPKBDP3 – budget checking frequency and schedule will remain as currently defined. 
   


Online Impacts 


 All requisitions updated via change requests will be set to requisition status of “open”. Please refer to 
BTR #79. 


   


System Performance Impacts  


 The batch process for budget check, FSPKBDP3, may need to be tuned to improve performance 
when pre-encumbrance functionality is enabled. 


   


Security Impacts 


 Security access to budget review pages within the commitment control menu will be granted to more 
users.  


   


Audit Impacts 


 In order to reduce or eliminate the storage of paper, a solution will be implemented to image, upload, 
and retrieve supporting documentation related to POs. Please refer to BTR #75. 
 


Technical Impact 


 This sub-process only addresses the retrieval of images that were created within other sub-processes. 
Please refer to BTR #75. 
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Workflow Impacts 


 TBD
1
 


 


Application Impacts 


 Setting up pre-encumbrance will send information to the commitment control. Please refer to BTR #6. 
 


Policy/Directive Impacts1 


 There is a policy impact to allow legible scanned documentation as originals for retrieval and 
processing purposes. Please refer to BTR #75. 


 


Procedure Impacts 


 The re-opened requisition will be left in a requisition status of “open” until the requisitioner saves and 
submits the change request for approval. Please refer to BTR #79. 
 


Labor Contract Impacts 


 TBD
1
 


 


OAC (Ohio Administrative Code) Impacts 


 TBD
1
 


 


ORC (Ohio Revised Code) Impacts 


 TBD
1
 


 


Change Management Impacts 


 Training on document retrieval will be needed in the agencies. Please refer to BTR #75. 


 Training will be needed to communicate that the re-opened requisition will be left in a requisition 
status of “open” until the requisitioner saves and submits the change request for approval. Please 
refer to BTR #79. 


 
Additional impacts, if any, are expected to be discussed prior to the Build phase and will be incorporated 
into this document upon completion.
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Key Inputs and Outputs   
 
Inputs were not identified during the CRP sessions conducted to date.  However, inputs and outputs of 
the new sub-process flow will continue to be identified and assessed as needed throughout the remainder 
of the Design phase.   
 


Inputs  


Description Status Type Source Change 


None identified during CRPs conducted to date 
 


    


 


Outputs 


Description Status Type Source Change 


850 EDI file 
 


New File OAKS Yes 


 
 


Open Items 
CRP-specific Open Items 
 
At the time of submission of the standalone CRP Summary deliverables, there were no open items within 
this sub-process.  
 


 
General Open Items 
 
At the time of submission, no general open items were captured within the “Open Items” Log maintained 
by the Finance Process Design Team.  However, as the Design phase continues and the Build phase 
ensues, the team will continue to identify, document, and track new open items related to this sub-
process. 
 
Item 


# 
Priority Description Identified by 


Date 
Submitted 


Assigned 
Team 


Assigned 
Owner 


- - Not Applicable - - - - 


 


Priority refers to the project phase in which closure or resolution is anticipated of the identified open item.
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Endnotes 
                                                      
1
 Policy and Directive Impacts are tracked in the “Policy Issue” Log maintained by the Finance Process Design Team. 
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Sub-process Design Overview 
 
This design includes the sub-process of receiving goods and services at the agency.  The sub-process 
includes taking physical receipt of goods, delivery of services, and determining the acceptability of goods 
and services purchased by the agency.  The receiver will then either create the receipt in OAKS or 
transfer all necessary supporting documentation to central receiving for creation of the receipt in OAKS.  
For receiving documentation that does not have a corresponding purchase order (PO), the documentation 
will be submitted to the agency approver for attachment to a Non-PO voucher at the time of approval.    
 


Key Assumptions 
 Implementation of receiving may vary by agency (centralized vs. decentralized) 


 Purchasing is not in-scope for migration to the Ohio Shared Services (OSS) but is being reviewed for 
process improvements and as an enabler of efficiencies in the vouchering process 


 Receipts not associated with a PO will not be created in OAKS 


 Receiving documentation for P-Card purchases will continue to be attached to P-Card logs and 
processed as pre-approved vouchers 


 The last receipt date enhancement will be eliminated 


 Blind receiving is not currently being used and there have been no discussions around the 
implementation of this procedure 


 Agencies participating in the OSS will be required to use the OAKS Receiving functionality 


 Imaging and attaching of receiving documentation  
Supporting documentation required for receipts will be imaged/scanned and then attached to the 
receiving document within OAKS near-time. Three methods of imaging/attachment are available, 
and the first is preferred:  


o If the documentation is in electronic format, attach to the receiving document  


o If the documentation is in paper format,  


 Scan, and then attach to receiving document 


 Fax or mail to the Managed Service Provider (MSP) with a transaction cover 
sheet, for imaging/attachment to the receiving document   


o If the supporting documentation is high-volume, it can be mailed, faxed, or e-mailed along 
with a cover sheet to the MSP for imagining/attachment 


 


Key Changes 
The new design reflects the following key changes:   
 


1. OAKS receiving functionality will be required 
Receiving functionality will be required for OSS participating agencies.  The training and 
processing of receiving documentation (e.g. centralized vs. decentralized) will be determined on 
an agency by agency basis.  
 


2. Receiving in OAKS required for goods and services associated to a PO 
Without the entry of a corresponding receipt in the system, PO voucher payments cannot be 3-
way matched and processed for payment. 
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Key Benefits 
 
The team identified and validated the following benefits during Client Advisory Team (CAT) Design 
Sessions, Conference Room Pilots (CRPs), CAT Validation Sessions, and several ad hoc working 
sessions with the OSS team and CAT members:  
 


 Allows for increased use of three-way matching to increase efficiency in processing vouchers 


 Reduces the number of required approvals while maintaining internal control  


 Automates integration with Asset Management module 
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Sub-process Flow   
 
The team developed the following business process flow during CAT Design Sessions and refined it through feedback received during CAT Design Sessions, CRP 
Sessions and CAT Validation Sessions. The technology and software enhancements to support this process are identified in the High-level Activity Narratives 
under the Notes column, and correspond to the Business Technology Requirements and Software Gap Analysis Results sections.  
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High-level Activity Narratives 


FIN10-40: Receive Inspect and Accept Goods and Services 


Activity 
(Box #) 


Activity Name 
Responsibl
e Function 


Responsible 
Role 


Summary Activity Description 
Notes 


1 Dispatch 
shipping 
information 


Vendor Vendor Vendor will dispatch shipping 
information to the agency requisitioner 
prior to dispatching the goods and/or 
services. 


   


2 Receive 
shipping 
information 


Agency Requisitioner The agency requisitioner will receive the 
shipping information from the vendor, 
and may alert the receiving dock of an 
incoming shipment of goods or 
services. 


 


3 Dispatch goods 
or services 


Vendor Vendor The vendor will provide the goods or 
services to the appropriate agency. 


 


4 Receive goods 
or services from 
vendor 


Agency  Receiver The agency receiver will take delivery of 
the goods or services from the vendor.   


 


5 Determine 
acceptability of 
goods or 
services 
received 


Agency Receiver Before accepting the goods or services, 
the agency receiver will determine if the 
goods or services are not damaged, of 
the correct quantity, and the item 
ordered.  


 


6 Determine if 


order should be 


canceled or 


work with 


vendor for 


correcting order  


 


Agency Receiver If the goods or services are damaged, 
the incorrect quantity, or the incorrect 
item, the agency receiver will work with 
the vendor to correct the order.  The 
vendor will redeliver the goods or 
services until the receiver deems the 
goods or services acceptable.  If the 
vendor is unable to correct the order the 
order will be canceled. 


 


7 Determine if 
receiving 
centralized or 
decentralized 


Agency Receiver The receipts of goods and services will 
be processed and created by the 
agency central receiving or agency 
decentralized receiver, depending on 
the agency. 


 


8 Send receiving 
documentation 
to agency 
central 
receiving 


Agency Receiver A centralized agency will have all 
receipts sent to central receiving for 
processing.  


 


9 Accept 
receiving 
documentation 


Agency Central 
Receiving 


Central receiving will accept all 
receiving documentation from the 
agency receivers. 


 


10 Determine if PO 
for receipt 
exists (in 
OAKS) 


Agency Central 
Receiving 


Central receiving will use the PO receipt 
functionality to locate the PO in OAKS.   


 


11 Send receiving 
documentation 
to approver 


Agency Central 
Receiving 


If central receiving cannot locate the PO 
in OAKS, the receiving documentation 
will be sent to the agency approver via 
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FIN10-40: Receive Inspect and Accept Goods and Services 


Activity 
(Box #) 


Activity Name 
Responsibl
e Function 


Responsible 
Role 


Summary Activity Description 
Notes 


mail, e-mail, or fax for attachment to the 
Non-PO voucher when approved.   


12 Create receipt 
(in OAKS) 


Agency Central 
Receiving 


When central receiving locates the PO, 
the PO information will be copied to 
create a receipt in OAKS.  To 
accomplish 3-way matching, PO 
voucher payments cannot be processed 
without the entry of a corresponding 
receipt into the system. 


 


13 Attach 
supporting 
documentation, 
if necessary 


Agency Central 
Receiving 


Central receiving will be able to add 
additional supporting documentation to 
the receipt if necessary.  The 
documentation will be scanned and 
uploaded to the Managed Service 
Provider‟s (MSP) server.    


[BTR #75, 
GAP, #65, 
#109] 


14 Accept 
receiving 
documentation 


Agency Receiver If it is a decentralized receiving, the 
agency receiver will accept all receiving 
documentation. 


 


15 Determine if PO 
for receipt 
exists (in 
OAKS) 


Agency Receiver The agency receiver will use the PO 
receipt functionality to locate the PO in 
OAKS.   


 


16 Send receiving 
documentation 
to approver 


Agency Receiver If the agency receiver cannot locate the 
PO in OAKS, the receiving 
documentation will be sent via mail, e-
mail, or fax to the agency approver for 
attachment to the Non-PO voucher 
when approved.   


 


17 Create receipt 
(in OAKS) 


Agency Receiver When the agency receiver locates the 
PO, the PO information will be copied to 
create a receipt in OAKS.  To 
accomplish 3-way matching, PO 
voucher payments cannot be processed 
without the entry of a corresponding 
receipt into the system. 


 


18 Attach 
supporting 
documentation, 
if necessary 


Agency Receiver The agency receiver will be able to add 
additional supporting documentation to 
the receipt if necessary.  The 
documentation will be scanned and 
uploaded to the Managed Service 
Provider‟s (MSP) or OSS server.    


[BTR #75, 
GAP #65, 
#109] 
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Process Impact Summary 
 
The team identified the following impacts as part of the CRPs and ongoing OSS team working sessions:   


 


Configuration Impacts 


 Update configuration to enforce 3-way matching for PO vouchers for OSS participating agencies. 
Please refer to BTR #64  and Software Gap 82  


 Update PO Business Units configuration to default receiving required on PO‟s for OSS participating 
agencies. Please refer to BTR #64  and Software Gap  83 


   


Conversion Impacts 


 Implement configuration changes to make receipt of goods and 3-way matching required at the 
beginning of a new fiscal year. If these configuration changes are made during the year, then all 
partially received/paid PO‟s will need to be updated to receiving required. PO‟s with subsidies  should 
excluded from this requirement. 


 All PO‟s not completely received and paid in the prior fiscal year will be updated to require receipts for 
OSS participating agencies.  Please refer to BTR #64 and Software Gap 82. 


 


Report Impacts      


 Identification of reports using the voucher last receipt date need to be updated to use the creation 
date on the receipt. Please refer to BTR #36. 


 The last receipt date is used in the following queries. This does not include EPM or private 
queries. These queries will have to be updated to use the receipt creation date on the receipt 


 ACCOUNTS_PAYABLE  


 ACCOUNTS_PAYABLE_ALI  


 ACCTS_PAY  


 ACCTS_PAY8  


 ACCTS_PAY_BLANK  


 ACCTS_PAY_CHK_RPT  


 ACCTS_PAY_CHK_RPT_1  


 ACCTS_PAY_CHK_RPT_2  


 ACCTS_PAY_IAO  


 ACCTS_PAY_IAO_2  


 AGE_REV  


 AH_AP_IP_IAO  


 AJ_APAGYFDALI  


 AJ_APALIFUNCCOMB  


 AJ_APDOHBB  


 AJ_APENTFD  


 AJ_APIPAGYFDALI  


 AJ_APIP_ALI_COMB_CK  


 AJ_APIP_CK_RT_JOURNALID  


 AJ_APIP_JOURNALID_CK  


 AJ_APIP_JOURNALID_NO_TREE  


 AJ_APIP_JOURNAL_ID  


 AJ_APIP_JOURNAL_ID_NO_TREES  


 AJ_AP_ALI_COMB_CK  
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 AJ_AP_ALI_FUNC_COMB  


 AJ_AP_ALI_FUNC_COMB_EDU  


 AJ_AP_ALI_FUNC_COMB_TAX  


 AJ_AP_FD3BU0  


 AJ_AP_FDAGYACCT  


 AJ_FD7042_7045_FOR_AUD  


 AJ_HWY_FOR_AUD_1  


 AJ_IPAGYFDALI  


 AJ_IPALIFUNCCOMB  


 AJ_IP_ALI_COMB_CK  


 AJ_JFS_FOR_AUD_1  


 AJ_JFS_FOR_AUD_2  


 AJ_JFS_FOR_AUD_3  


 AJ_JFS_FOR_AUD_4  


 AJ_JFS_FOR_AUD_5  


 AJ_SPECIFIC_DOC  


 AP_7034  


 AP_ADA  


 AP_ADA_7049  


 AP_ADA_NAME  


 AP_AGE  


 AP_AGE_ADMIN  


 AP_AGE_NAME  


 AP_ALI  


 AP_ALI_MULTI_FD  


 AP_BOR  


 AP_BOR_ADMIN  


 AP_CK_RT  


 AP_CK_RT8  


 AP_CK_RT82  


 AP_CK_RT8_DOT  


 AP_CK_RT_BLANKFD  


 AP_CSR  


 AP_DAS  


 AP_DAS_ADMIN  


 AP_DAS_NAME  


 AP_DEV  


 AP_DEV_NAME  


 AP_DOH  


 AP_DRC  


 AP_EDU  


 AP_EPA  


 AP_GRF  


 AP_IP_IAO  


 AP_IP_IAO8  


 AP_IP_SFC  


 AP_JFS  


 AP_SELAPACCT_FIN8  


 AP_SFC  


 BB_AP_IP_7026  


 BB_AP_IP_DMH  


 BB_AP_IP_DMR  


 BB_AP_IP_DOH  
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 BB_AP_IP_EDU  


 BB_AP_IP_ETC  


 BB_AP_IP_IAO_DOH  


 BB_AP_IP_IAO_IMPROVED  


 BB_AP_IP_SFC1  


 BB_AP_IP_SFC2  


 BB_SUBSIDY_PMT  


 CIP_AP  


 CIP_AP8  


 CIP_AP_CK  


 CIP_AP_W_FD_PMT  


 CURCV_COL_NO_LRD  


 DOT_AP  


 DOT_AP8  


 DOT_IP  


 DTL_TEST  


 DTL_TEST_COUNTY  


 DYS_AP  


 FINQA_AP_VOUCHER  


 FINQA_AP_VOUCHER_BATCH_RSLT  


 FINQA_ERS_VCHR_RSLT  


 INTRASTATE_PAYABLES  


 IP_ADA  


 IP_ADA_NAME  


 IP_AGE  


 IP_AGE_ADMIN  


 IP_ALI  


 IP_ALI_MULTI_FD  


 IP_BOR  


 IP_BOR_ADMIN  


 IP_CK_RT  


 IP_CK_RT_BLANKFD  


 IP_DAS  


 IP_DAS_ADMIN  


 IP_DAS_NAME  


 IP_DOH  


 IP_DRC  


 IP_EPA  


 IP_SFC  


 JFS_AP_GRANT  


 JFS_AP_GRF  


 JFS_INTRASTATE_PAYABLES  


 JFS_MEDICAID_PAY_ISTV  


 JFS_MEDICAID_PROGRAM  


 JFS_MMIS  


 JV_AP_IP_IAO  


 LINE_REVERSAL  


 LR_AP_IP_IAO  


 LSAP_IP_IAO  


 LS_AP_JFS  


 MS_ACCTS_PAY  


 MS_ACCTS_PAY_BLANK  


 MS_ACCTS_PAY_CHK_RPT  
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 MS_ACCTS_PAY_CHK_RPT_1  


 MS_ACCTS_PAY_CHK_RPT_2  


 MS_ACCTS_PAY_IAO  


 MS_ACCTS_PAY_IAO_2  


 MS_APAGYFDALI  


 MS_AP_CK_RT  


 MS_AP_DOT_2120  


 MS_AP_DOT_2130  


 MS_AP_DOT_2140  


 MS_AP_DOT_7002  


 MS_AP_DOT_GRF  


 MS_AP_DOT_GRF_LOANS  


 MS_AP_DOT_PMT  


 MS_AP_IP_IAO  


 MS_AP_LIC_043  


 MS_AP_LIC_043_BFY  


 MS_CIP_AP  


 MS_CIP_AP_CK  


 MS_CIP_AP_W_FD_PMT  


 MS_CURCV_COL_NO_LRD  


 MS_DOT_AP  


 MS_DOT_IP  


 MS_IP_CK_RT  


 MS_PAY_COL  


 MS_PAY_COL_NO_LRD  


 MS_SPEC_DOT_AUG_VCHRS  


 OH_AP_REVERSAL_VCHR_LINES  


 OH_AP_REVERSAL_VOUCHER  


 OH_AP_VCHRS_ENTERED_BY_USER  


 PAY_COL  


 PAY_COL_NO_LRD 
 


Interface Impacts 


 Update all interfaces using the voucher last receipt date to use the creation date on the receipt. 
Please refer to BTR #36. The following interfaces and enhancements uses the Last Receipt Date 
field: 


 INF25 interface, outbound spending items, was developed to create an outbound file that 
includes voucher information. The last receipt date field is included in the file.  


 EX002 interface, outbound travel items, was developed to put travel data into an outbound file. 
The last receipt date is included in the file.  


 AP053 enhancement, PO validation, was developed to perform PO validation for uploaded PO 
vouchers. This validation includes threshold, release and permit. The use of last receipt date in 
the OH_AP053_AE application engine process is to default this date to the current date.  


 INF02 interface, single payer vouchers, was developed for one time payments. The last receipt 
date is populate in this interface. Because the last receipt date is a user field, it will not be deleted 
when the last receipt date is eliminated. Therefor, no chages to this interface will be needed. 


     


Batch Program Impacts 


 TBD
i
 


Online Impacts 
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 The last receipt date will be eliminated. The last receipt date (VOUCHER.USER_VCHR_DATE) 
enhancement consists of making the field required, preventing the field from being future dated and 
preventing the field from being edited after the voucher has posted. Please refer to BTR #36. 


   


System Performance Impacts  


 TBD
1
 


   


Security Impacts 


 Security access to add receipt pages may expand to more users. Please refer to BTR #64 
   


Audit Impacts 


 In order to reduce or eliminate the storage of paper, a solution will be implemented to image and 
upload supporting documentation related to receiving documentation. Please refer to BTR #75. 
 


Technical Impacts 


 The last receipt date enhancement will be eliminated.  Please refer to BTR #36. 


 Image and upload receiving documentations via customizations to provide the ability to attach 
multiple documents to a receipt.  There is a business requirement that documents be available near 
real time after uploading into OAKS. Please refer to BTR #75. 


 Images may also be faxed, e-mailed, or mailed with a cover sheet to the MSP.  Upon receiving the 
documents, the MSP must have the scanned images uploaded and accessible through OAKS within 
twenty-four hours. Please refer to BTR #75.  


  


Workflow Impacts 


 TBD
1
 


 


Application Impacts 


 Receiving will be required for OSS participating agencies to enable three-way matching. Please refer 
to BTR #36. 


 


Policy/Directive Impactsii 


 There is a policy impact to allow legible scanned documentation as originals for processing purposes. 
Please refer to BTR #75. 


 A policy will need to be created for agencies migrating to OSS that requires the use of Receiving 
functionality in order to process PO Vouchers. 
 


Procedure Impacts 


 Receipts will be required for purchases associated with a PO to be entered in OAKS for OSS 
participating agencies. Non-participating agencies will continue to be encouraged to use receiving but 
they will no be required to use receiving. Please refer to BTR #64. 


 PO vouchers will be created using the copy from „PO Receipts‟ option rather than „Purchase Order 
Only‟ option. In the future, the copy from „PO Receipts‟ will become the preferred option. Please refer 
to BTR #64. 


 Creation date of the receipt can be used as „Last Receipt Date‟.  This will allow for the elimination for 
the last receipt date on the voucher. Please refer to BTR #36. 


 


Labor Contract Impacts 
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 TBD
1 


 


OAC (Ohio Administrative Code) Impacts 


 TBD
1
 


 


ORC (Ohio Revised Code) Impacts 


 TBD
1
 


 


Change Management Impacts 


 Training on the receiving functionality will be needed for the OSS participating agencies. Please refer 
to BTR #36. 


 Training on attaching documents to the receipt will be needed for agency receivers. Please refer to 
BTR #75. 


 Training on changing the receipt creation date on the receipt header page will be needed for agency 
receivers.  This receipt creation date will replace the last receipt date on the voucher. Please refer to 
BTR #36. 


 Training on document retrieval will be needed for agency requisitioners and approvers. Please refer 
to BTR #75. 


 
Additional impacts, if any, are expected to be discussed prior to the Build phase and will be incorporated 
into this document upon completion. 
 


Key Inputs and Outputs   
 
The team identified the following inputs and outputs during the CRP sessions:  
 


Inputs  


Description Status Type Source Change 


None identified during CRPs conducted to 
date 
 


    


 


Outputs 


Description Status Type Source Change 


None identified during CRPs conducted to 
date 
 


    


 
Open Items 
 
CRP-specific Open Items  
 
At the time of submission of the standalone CRP Summary deliverables, no open items were captured. 
 


General Open Items 
 


 Elimination of the last receipt date needs additional discussion between State stakeholders.  The Last 
Receipt Date field on vouchers is used by OBM Financial Reporting to calculate statewide payable 
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balances for reporting in the Ohio Comprehensive Annual Financial Report (CARF).  The proposal to 
eliminate the last receipt date field will make it challenging for the Financial Reporting group to 
calculate the year-end payable balances without additional process changes. According to the key 
assumptions in FIN10-40-Receive, Inspect and Accept Goods and Services receipts will be required 
only for PO vouchers for OSS participating agencies, This could make it difficult for Financial 
Reporting to evaluate payments made in a subsequent fiscal year for June 30 payable balances.  . 
 


 Need to confirm is INF02 does not send Last Receipt Date 
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i
  “None” was identified in the corresponding standalone CRP Summary final deliverables submitted to the State prior 


to August 22, 2008; on August 26, 2008, the State requested the “None” be updated to “TBD” in this packet.
 


2
 Policy and Directive Impacts are tracked in the “Policy Issue” Log maintained by the Finance Process Design Team. 


 








 


�
� � ���������	�
�����


�


�


�


�


�


�


�


�


�


�


�


�


Interface Plan 
(Approach) 


� �


������� ���������


������ �������	�
����


��������� ����� ������ ��!�������������


"�  �#�


�







               Ohio Shared Services 
                     Interface Plan (Approach)  


  


�


�


�


$�������%�$�!��&�����'�������
 


������� ����� (������� ������)������%�'������


� ��*��*��� �+�� ����,������������'�������


� ��*��*��� �+�� ����,������������$�!��&���


� ��*��*��� �+
� ����,������������$�!��&���


� ��*�-*��� �+.� ����,����$�!��&���


� ��*��*��� 
+�� ����,����$�!��&�������/)������


� ��*��*��� 
+�� $�!��&�������,����������������


� ��*��*��� 
+
� /)����������,�����


� ��*��*��� 
+.� /)����������,����


� ��*�0*��� 
+0� /)����������,��������,,�����


� ��*�1*��� 
+�� /)����������,����&��������������%��,������


$�&�2����!��&��


� � � �


� � � �


� � � �


� � � �


� � � �


� � � �


� � � �


� � � �


� � � �


� � � �


� � � �


� � � �


� � � �


� � � �


� � � �


� � � �


� � � �


�


�


�


�







               Ohio Shared Services 
                     Interface Plan (Approach)  


  


�


Table of Contents 
34�����!�� �,,����++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++�� 


�  ��5����%�����))���������������+++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++�
 


6��7��������7�+++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++�. 


���)�� �%��5����%�����8�������+++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++�0 


���)�� �%��5����%����9���������*)����������+++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++�� 
�)����%����)�� �%��5����%�����++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++�� 
 �����������5����%�����+++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++�� 
:���������������5����%�����++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++�� 
����!�����5����%����*����7�������!�����5����%�����++++++++++++++++++++++++++++++++++++++++++++++++++++�� 


5����%������!���),����'��������������+++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++�1 
����%��,�����%���$�;����,�����+++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++�1 
 ����������$�;����,�����++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++�1 
 �����������������%���5����%�����++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++�1 
 )������5����%����$�;����,�����++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++�� 
(���,���������%��,�����<�����+++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++�� 
�  ��5����%����������� ���������++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++�� 


�������+++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++�� 


5����%�����������++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++��� 
�������'��������������++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++��� 
5����%���� )���%���������+++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++��� 
5����%����'������*3�����$�)�����++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++��� 
�


�







               Ohio Shared Services 
                     Interface Plan (Approach)  


  


��
�


Executive Summary  
����))������%�������,,�������������  �������%�������������������������������������,���+��


5�������������,�	������))���������!������,�����������������%�����))�����������=����> +�


6����������)���%��������%������;����,�����%������������ ������ ��!�������������"�  �#�&����=��


��%������������������,��������%�����������������	�����������������,)�������������������&����=��


���,������,=����%�����������������%�������;�������=�!������=�����������4������������%����������


�4����&�����������������,���������!��>��&�����������,�"��> #+�


������������%�������,,�������������  �������%�������������������������������������,���+��


5�������������,�	������))���������!������,�����������������%����������������������=����> +�


�����������%��,�������=�����)���%��������%�����&����=������������������5����%����$�;����,�����


����!���=��������&����=��)����������������������%�����������������+�


�


�







               Ohio Shared Services 
                     Interface Plan (Approach)  


  



�
�


OSSP Interface Approach and Plan 
�����������������������������'��'��%�������$��,�������"'$�#���!��&���������	������%����


��;����,�����&����=��������������������%��������4)������������������������������9�)����������


)����+���9������������������,�����"�����������=����%�������������������������)���%��������#�


&���������=����������%���������%����,+�����)�� �%�����������!�����%�&���������������%����	�=���


,���*��!������%����������%�����&������������=�������,�?�������!���,�����!�����=����!���)���


��&��������))�������������������)�� �%�+�


�����������=�����)�����")�����
��%��  �#	����������%�����&����=����!���)��	������������


��)���������)������������!����,���+�


�







               Ohio Shared Services 
                     Interface Plan (Approach)  


  


.�
�


Work Plan Tasks 
����������������������������7�����=����,)�����	�������&�����������������)����=���������%����,�


,�,=����=��8����������������+�


�


������ ��7� $���� $��)����=������


�� @����������


)��������%�


����9�������


�������


@����������


A����


5�����%��&���������%�������������=����!���)�������


�������%�����������)���%�������������������������������


����,����%������������%�����=������������


��;����,���������������������'$����!��&���������+�


 )���%��=����������������;����,����+�


�� �  ������ �


������


A����


�=������4��������������@����A�����+�


�� ���������


���������%�


����9�������


�������


��!���)��� /�����������%��,������%��,�����%����������


�)���%�����������������������������������,���	�%������


��!���)��������+�����������)���%������������������������


�����������,���+�



� ��!���),���� ��!���)��� ��!���)����������%����)�����,�=����������������������


�)���%�����������������������������������,���+�


'�,)�����������������+�



� @����������


�������


@����������


A����


34����������)����������!���%����������������%����


)�������������������)��+�



�  ��������


34�������


3��������


 ������ �


������


A����


8�7��������������������4����������������&�������


��!����+�



� 34�������


3������


�������


����������


�������


�4�������


�������


5%����������%����������=�����%��,����)�� �%�	�����


�4��������������&��������������,)����������)������������


�����,+��5%����������%���������=�����������)�� �%�	������


�������&������������)��!����8��7�@�����%����������+�



� :�����


 ��������


��!���)��� '������=�������=����������������������,��������


�4���������%����������%����+�'�,)�����������������+�


�







               Ohio Shared Services 
                     Interface Plan (Approach)  


  


0�
�


PeopleSoft Interfaces Methods 
5����%�����%������)�� �%������������������������������%�%����&����&�����


• ������������������������������������=�������,����&���������������������!���������%�


���)�� �%�+��5���%%����%��4�=�����	��%B���������������	����&������������=���������������������������


������=����"5������*�/)�����*�������#+� ������������������)�=����%�)�����������)����	� C$����


����,������,,���������������%���,���)�����������������������)���������������������+�


�


• ����������������,���������������&�������B�������)������	�=�������=�������%�����,)���


�����%����+�C�������������!�������������34����%���	�&��������������=������������)���=��


�����������,�+�C�������������������������������������))������,)��4���������;����,����+�


�


• 	�
���

������������=���������������%����&���������������,���������=����+����


%����������������������&����!��������+D	�=�������=�������������&����������������!������+�


������������
��������	��������������������	������
��
�����������������������=��


����������))�������������%����%������%��,����������,�����������+��������&������������


���)�� �%�����������������=������������=������)��%������,�������%��������������������


%�����+��������������������%%����!��&��������,,��������=��&�����&������=����	���������


����@��������������E$�����=����+�@����4�,)��	�����)���,������������������������������=��


�����%����������,���������������������+�


�


���&��������%�����> 	��))���������3������&����=������)��%�����������%�����&������%����


��!���),����%��������  �+�







               Ohio Shared Services 
                     Interface Plan (Approach)  


  


��
�


PeopleSoft Interface Guidelines/procedures 


Types of PeopleSoft Interfaces 
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