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Budget Errors

What is a Budget Error?

• An error that occurs when a Travel Request, Expense Report, 
Voucher, or Journal Entry fails budget check

• In relation to UF GO:
– Indicates an issue with the ChartField string used on one or more 

lines of a Travel Request or Expense Report 
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Budget Errors

What is a Budget Error?

• Prevents:
– A Travel Request from encumbering
– An Expense Report or Voucher from processing/paying out 

• Must be corrected for the:
– Travel Request to encumber
– Expense Report/Voucher to pay out and account for the 

charges

UF GO Correcting Budget Errors



Budget Errors

Disclaimer

• UF GO Team is not familiar with or responsible for the ChartFields of specific units

Processors should consult with their unit’s fiscal and/or 
grant staff to troubleshoot ChartField issues
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Budget Errors

Disclaimer

Goal:
• Provide processors with the information they need to troubleshoot and correct 

Budget Errors 

Presentation will provide:
• High level overview of common errors on:

– UF GO Reports 
– UF GO Vouchers

• Resources to fix errors
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Budget Errors

When do Budget Errors Occur?

• Budget Errors can occur anytime a Travel Request, Expense Report, 
or Voucher is Budget Checked

• Budget Check occurs:

In UF GO 
• Upon Submit
• Upon Approve

In myUFL
• Prior to Voucher finalizing/paying out 
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Budget Errors

Where do Budget Errors Occur?

• UF GO 
• Hard stop on Travel Requests and Expense Reports
• Prevents a request/report from being submitted/approved
• Request/Report is sent back to the user by the system

Once an Expense Report has been fully approved in UF GO, a nightly 
process creates (a) voucher(s) in myUFL. 

• myUFL
• Prevents a UF GO Voucher from paying out/posting to the 

General Ledger 
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Common Budget Errors

No Budget Exists

• Occurs when there is no budget associated with the ChartField 
combination entered for a transaction 

• Corrective Actions:
Verify the correct ChartField values were used (Dept/Fund/SOF/Flex)

If the ChartField is correct, verify a budget has been established for 
that ChartField combination

 Resources:

• General Accounting & Financial Reporting: ChartField Overview

• Financial Toolkits: Budget & Commitment Control
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https://www.fa.ufl.edu/directives/chartfield-overview/
https://hr.ufl.edu/professional-development/toolkits/financial-toolkits/budget-commitment-control/


Common Budget Errors

Exceeds Budget Tolerance

• Occurs when the transaction amount exceeds the available funds

• Corrective Actions:
Use a different funding source

or

Complete a Budget Transfer

 Resources:

• Financial Toolkits: Budget & Commitment Control
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Common Budget Errors

Budget Date Out of Bounds

• Occurs when the budget period of the grant has ended.

• Corrective Actions:

Check the budget end date for the project

If the expenses were incurred during the project budget period, 
reach out to your C&G contact to extend the budget end date to 
allow the transaction(s) to post

If the expenses were incurred before or after the project budget 
period, allocate to a different funding source 
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Common Budget Errors

Budget Date Out of Bounds

 Resources:

• Check Budget End Dates
o Financial Toolkits: Grants

– UFIRST
– myInvestiGator
– myUFL Award Summary Page
– myUFL Project Summary Page

o myUFL query: UF_GM_GRANT_DATES_CF_BY_PROJ

• Post award support by department: Contracts & Grants Teams
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https://hr.ufl.edu/professional-development/toolkits/financial-toolkits/grants/
https://research.ufl.edu/cg/teams.html


Common Budget Errors

CAS NO PAY

• Occurs when either:

• No CAS exemption on file 
• Corrective Action:

Submit a Cost Accounting Standard (CAS) exemption request 
through UFIRST.

• Wrong Expense Type is used 
• Corrective Actions:

Check the CAS exemption to determine the account code that 
was approved

Use the Expense Type to myUFL Account Code Crosswalk to 
determine the expense type that corresponds to the approved 
account code
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https://research.ufl.edu/cost-accounting-standards-cas.html
https://training.hr.ufl.edu/instructionguides/ufgo/ExpenseTypetoAccountCodeCrosswalkforUFGO.xlsx


Common Budget Errors

Invalid Account Code/Fund Combination

• Occurs when the expense type (account code) cannot be 
used with the provided fund code.

• Corrective Actions:

Use a different fund code or Expense Type (if appropriate)

 Resources:
•  Looking Up ChartFields in the System: ChartFields Toolkit
•  F&A Fund code guide
•  Account Use by Fund: allowable expenses by fund
•  Expense Type to myUFL Account Code Crosswalk: determine the 

expense type that corresponds to the appropriate account code
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https://hr.ufl.edu/professional-development/toolkits/financial-toolkits/chartfields/
https://www.fa.ufl.edu/directives/fund/
https://www.fa.ufl.edu/wp-content/uploads/2019/04/Account-Use-by-Fund.xlsx
https://training.hr.ufl.edu/instructionguides/ufgo/ExpenseTypetoAccountCodeCrosswalkforUFGO.xlsx


Common Budget Errors

Additional Budget Errors

• Invalid Chartfield Combinations 
For example:

o FUND_CODE/ CHARTFIELD1/ ACCOUNT in combo group FDACCTFLEX
o FUND_CODE/ PROJECT_ID in combo group FUNDPROJ
o FUND_CODE/ OPERATING_UNIT in combo group FUNDSOURCE
o PROJECT_ID/ FUND_CODE/ PROGRAM_CODE in combo group PROJECTS1
o PROGRAM_CODE/ FUND_CODE in combo group PROGRFUND
o FUND_CODE/ OPERATING_UNIT in combo group FUNDSOFEG
o BUDGET_REF/ FUND_CODE in combo group BREFFUND

o Usually result from an incorrect ChartField combination
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Common Budget Errors

Additional Budget Errors

o Corrective Action: 

Check the ChartField string to ensure it was entered correctly

Resources:   
  General Accounting & Financial Reporting: ChartField Overview
  General Accounting & Financial Reporting: FAQs on ChartFields
  Financial Toolkits: ChartFields  
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https://www.fa.ufl.edu/directives/chartfield-overview/
https://www.fa.ufl.edu/departments/general-accounting-and-financial-reporting/faqs/
https://hr.ufl.edu/professional-development/toolkits/financial-toolkits/chartfields/
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Budget Errors in UF GO

Budget Errors on Expense Reports

o The External Validation process in UF 
GO Budget Checks an Expense 
Report upon:
o Submit
o Approve

o If a Budget Error is detected, the 
report is sent back to the user
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Budget Errors in UF GO

Budget Errors on Expense Reports
o To determine which expense line is causing the error:

o Open the returned report

o Check the Report Comment or click View Report Timeline

o Comment provides the: 
• Percentage of total amount impacted 
• Total amount(s) and Expense Type(s) of the affected expense line(s) 
• ChartFields in error
• Type of Budget Error(s)
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Common Budget Errors

Budget Errors on Expense Reports

o Corrective Action:
 Identify what is causing the Budget Error

o Invalid ChartField combination PROGRAM_CODE/ FUND_CODE in combo group PROGRFUND
o 171-8100

o  ChartField Overview: Program Code: Program Codes by Fund
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https://www.fa.ufl.edu/wp-content/uploads/2019/04/Program-Codes-Use-By-Fund.xls


Common Budget Errors

Budget Errors on Expense Reports

Fix the error as appropriate in UF GO
o Change either the Fund Code or the Program Code
o Resources:

o Look up the ChartField in myUFL if needed: ChartFields Toolkit

o Consult unit fiscal staff 

Resubmit the Expense Report to: 
o Clear the existing error(s) 
o Budget Check the updated ChartFields
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Common Budget Errors

Budget Errors on Expense Reports

 Tip:
o The UFLOR Detailed Report can be used to review all the          

ChartFields on a given report at one time
o This can help identify ChartField discrepancies and entry errors

• Under Print/Share, select any of the reports  
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Common Budget Errors

Budget Errors on Expense Reports

• The report will open in a pop-
up window

• Scroll to the Summary by 
Allocation section toward 
the end of the report

• Review the ChartFields to see 
if anything stands out about 
the ChartField causing the 
error 
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Budget Errors in myUFL

Budget Errors on UF GO Vouchers

o Once an Expense Report has been fully approved in UF GO, a nightly 
process creates (an) associated voucher(s) in myUFL 

o Vouchers are Budget Checked in myUFL before they finalize
• Vouchers with a “valid” budget pay out and post to the General Ledger
• Vouchers with an error will not pay out or post and need to be fixed

o Budget Errors on Vouchers in myUFL occur when the Expense Report 
passes Budget Check in UF GO, but the ChartField is no longer valid 
when the Voucher is Budget Checked in myUFL
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Budget Errors in myUFL

UF GO Vouchers

o Expense Reports can generate 4 different types of vouchers in myUFL

  *DSO only; does not include Foundation Funds housed in myUFL.

o All voucher numbers are 8 (eight) characters long 
o If an Expense Report has multiple Payment Types in UF GO, it will 

create multiple vouchers in myUFL
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UF GO Payment Type myUFL Business Unit Voucher Number
Air Card Transactions UFLOR Starts with L
PCard Transactions UFLOR Starts with C
Personal Funds (Travel & 
General Reimbursements) TRAV Starts with 0 (zero)

UF Foundation* UFFND Starts with F
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Budget Errors in myUFL

Identifying UF GO Vouchers in Budget Error

• Indicators in UF GO that a UF GO Voucher may be in error:

 UF GO Expense Report is in “Approved” status, but the report has 
not posted to the General Ledger

• E.g., transactions cannot be found in Monthly Financial Reports, budget 
overview, myInvestigator, etc.

 A user’s UF GO Expense Report has been in “Approved” status for 
several weeks, but they have not received their reimbursement
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Budget Errors in myUFL

Identifying UF GO Vouchers in Budget Error

• Method 1: Review the voucher(s) in myUFL
– For identifying the issue with a single UF GO Expense Report payment

• Method 2: Run a report to identify all vouchers in error by unit
– Best practice to ensure timely payments and clean accounting
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Budget Errors in myUFL

Identifying UF GO Vouchers in Budget Error – Method 1

• Method 1: Review the voucher(s) in myUFL

o Main Menu > Financials > Accounts Payable > Vouchers > 
Add/Update > Regular Entry

o Click Find an Existing Value
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Budget Errors in myUFL

Identifying UF GO Vouchers in Budget Error – Method 1

o Search for the voucher 
• Enter the Business Unit if it differs from UFLOR (e.g., TRAV)
• Enter either the:

o Voucher Number in the Voucher ID field
  or
o UF GO Report Number in the Invoice Number field
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To obtain the 
voucher number(s), 
use the UF GO 
Voucher Report in 
Enterprise Analytics

https://www.fa.ufl.edu/data-report/uf-go-vouchers/
https://www.fa.ufl.edu/data-report/uf-go-vouchers/


Budget Errors in myUFL

Identifying UF GO Vouchers in Budget Error – Method 1

o Click Search

• If searching by Voucher ID, the voucher 
will open automatically

• If searching by Invoice Number, there 
may be multiple vouchers. Select one.
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Budget Errors in myUFL

Identifying UF GO Vouchers in Budget Error

o When the voucher opens, a 
message box will indicate Budget 
Checking Errors Exist

• Click OK

o Review the below fields on the 
Summary Tab for more information 
on the Budget Error:

• Post Status
• Budget Status
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Budget Errors in myUFL

Identifying UF GO Vouchers in Budget Error – Method 1

o If a voucher is in Budget Error:
o Post Status = Unposted
o Budget Status = Exceptions

Click on Exceptions to identify the 
Exceptions and the lines in error

 See the Instruction Guide on 
Correcting UF GO Vouchers in Error 
for more details

o If a voucher is valid (not in error):
o Post Status = Unposted or Posted
o Budget Status = Valid
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Budget Errors in myUFL

Identifying UF GO Vouchers in Budget Error – Method 2

• Method 2: Run a report to identify all vouchers in error by unit

o Option 1: UF GO Vouchers Report in Enterprise Analytics 

o Option 2: UF_CFO_VOUCHER_BUDGET_ERRORS Query in myUFL
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Budget Errors in myUFL

Identifying UF GO Vouchers in Budget Error – Method 2

o Option 1: UF GO Vouchers Report 
in Enterprise Analytics 
  myUFL: Main Menu > Enterprise 

Analytics > Access Enterprise Analytics
  Content: Team content: Financial 

Information >  UF GO Reports > UF GO 
Vouchers

• Date Range: use defaults to 
capture widest range of 
vouchers or adjust as needed

• College: select your college 
from the drop-down list
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Budget Errors in myUFL

Identifying UF GO Vouchers in Budget Error – Method 2

• Alternative to College: Dept ID
– Offers more granularity than College
o Can either use

» Job DeptID: Dept ID associated with 
users’ employee record in myUFL

» Chartfield DeptID: Dept IDs 
associated with the expense lines 

o Keywords: search by first 4 digits of 
Department ID or entire Department ID
o “Select all” or select individually, then 

move them to the Choices column
• Click Run Report
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Budget Errors in myUFL

Identifying UF GO Vouchers in Budget Error – Method 2

• Filter the report on “Budget Status” (Column B) to only show 
vouchers in Error 
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Budget Errors in myUFL

Identifying UF GO Vouchers in Budget Error – Method 2

o Option 2: UF_CFO_VOUCHER_BUDGET_ERRORS Query in myUFL
Main Menu > Financials > Reporting Tools > Query > Query Viewer

• Enter the Query Name into the “begins with” field

• Click Search
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Budget Errors in myUFL

Identifying UF GO Vouchers in Budget Error – Method 2

• Run the query to Excel (recommended) or HTML
– Hint: Favorite this query to quickly return to it later

• Enter a Department ID (either in full or partial followed by the % 
symbol) in the DeptID field
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Budget Errors in myUFL

Identifying UF GO Vouchers in Budget Error – Method 2

o The resulting report will include: 
• All vouchers in error for the search parameter (not just UF GO 

vouchers)
• A row for each voucher line in error (includes ChartFields)
• Exception Type (Column R): what is causing the Budget Error

Best Practice is to run this query on a regular basis to identify 
vouchers in error for your unit and correct them timely
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Budget Errors in myUFL

Identifying UF GO Travel Requests in Budget Error
o Run the query UFGO_TR_ERRORS to Excel

o Filter the report by TA Status choose APR for approved Requests
o Filter by Dept to review only your unit’s Requests in Error

o To check the status of the Request, navigate to:  Main Menu>Financials>UF 
Custom Apps>Concur> Travel Requests

o IF your unit wants the funding encumbered, a new Request will need to be 
created.  If encumbrance is not important, then no further action is needed
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Budget Errors in myUFL

Correcting UF GO Vouchers in Budget Error

• Vouchers in Budget Error need to be 
corrected in the Accounts Payable 
module in myUFL  
o Main Menu > Financials > Accounts 

Payable > Vouchers > Add/Update > 
Regular Entry

o Click Find an Existing Value
o Search for the voucher you need to fix
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Budget Errors in myUFL

Correcting UF GO Vouchers in Budget Error

• If the error was identified by 
reviewing the voucher or running the 
UF GO Vouchers Report:
o Click Exceptions to determine what 

needs to be fixed
See the Instruction Guide on 
Correcting UF GO Vouchers in Error 

o See the Instruction Guide on Common UF 
GO Budget Errors for help determining 
corrective actions
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Budget Errors in myUFL

Correcting UF GO Vouchers in Budget Error

• To correct the voucher:
o Click the Invoice Information 

tab
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Budget Errors in myUFL

Correcting UF GO Vouchers in Budget Error

• To correct the voucher:
o Locate the Invoice Lines in 

error
o Click View All or use the 

arrow buttons 
o Locate the Distribution Lines 

in error
o Click View All or use the 

arrow buttons 
o Correct the ChartFields in 

error 

o Click Save
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Budget Errors in myUFL

Correcting UF GO Vouchers in Budget Error

o Select Budget Checking 
from the Action drop-down 
menu

o Click Run

o Verify the Budget Status on 
the Summary tab is Valid 
o If it still shows Exceptions, 

review what lines are still in 
error and correct   
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Contact Form: PCard and Travel Support

We are happy to help!

CONTACT US!

UF Travel Department: 352-294-1114

UF PCard Team:  352-392-1331

https://uf.tfaforms.net/729
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