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AGENDA

« Year End Deadlines for FY26

« UF GO Year End Tasks

« Close/Cancel Requests in UF GO

« Liguidate Encumbrances in myUFL

« Correct Vouchers in Budget Error

« Reconcile PCard/Air Card Transactions

« Questions
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HOUSEKEEPING

» Slides will be provided in the chat

« Recordings can be viewed on our
website

e |nstruction Guides are located on HR’s
Toolkit website

 Questions



https://procurement.ufl.edu/uf-go/info-sessions-events/
https://hr.ufl.edu/professional-development/toolkits/uf-go-toolkit/

Fiscal Year End
Deadlines and
Tasks




Fiscal Year End Processing

FY 2026 Deadlines

June 3, 2026

Last day for Financial Approvers to approve Travel Requests and all
Expense Report types to ensure* encumbrance/payment from FY26 funds  Fiscal Year End

June 16, 2026 Schedule and
Resources — Finance

Last day for core office to approve Travel Requests and all Expense Report .
types to ensure encumbrance or payment from FY26 funds. & Accounting

fl.ed
June 18, 2026 wil.edu)
* Vouchers in myUFL must be cleared of all budget errors and match

exceptions, approved, and posted.

« All cash advance returns and personal expenses due to the University
should be settled.

—| UF GO Fiscal Year End Processing - FY26
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Fiscal Year End Processing

FY 2026 Deadline Details

June 3, 2026

Last day for Financial Approvers to approve Travel Requests and all

Expense Report types to ensure* encumbrance/payment from FY26
funds

*All Requests and Expense Reports approved by 6/3 that require
Accounting Review (core office approval) will be reviewed by
June 16 (last day for core office approval)

« Does not guarantee payment from FY26 funds
— Reports may be sent back
— Reports may go into Budget Error

|

UF GO Fiscal Year End Processing - FY26

Fiscal Year End
Schedule and

Resources — Finance

& Accounting

(Uﬂ.EdU)
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Fiscal Year End Processing

FY 2026 Deadlines

Submit Expense Reports Early
...submission is not the final step

 Leave sufficient time for:

o External Validation (PeopleSoft Budget Check/Validation)
o Approval by Department Financial Approver
o Corrections for reports sent back to user

o Accounting Review (core office)




Fiscal Year End Processing

FY 2026 Deadline Details

June 16, 2026

Last day for core office to approve Travel Requests and all Expense Report
types to ensure encumbrance or payment from FY26 funds.

What about reports that don’t need core office approval?

They will build vouchers through June 16th




Fiscal Year End Processing

After June 16th

Continue processing

— UF GO will remain open for booking and processing
— Anything processed after June 16 will be paid from FY27 funds

— Vouchers will not build until budgets reopen on July 6




Fiscal Year End Processing

FY 2026 Deadline Details

June 18, 2026

* Vouchers in myUFL must be cleared of all budget errors and
match exceptions, approved, and posted.

« All cash advance returns and personal expenses due to the
University should be settled.




Fiscal Year End Processing

FY 2026 Deadline Details
Fix Budget Errors by June 18

* Vouchers in error after June 18 will not be paid out of FY26 funds

 Toidentify UF GO vouchers in error:

o Run the myUFL query: UF_CFO_VOUCHER_BUDGET_ERRORS
= Filter by department

o Run the UF GO Vouchers report in Enterprise Analytics
= |Individual expense transaction date, not report date il ersers s ety o ine

« For guidance on correcting budget errors: veueher Repei

o See HR Toolkits for UF GO, under the Expense section

—| UF GO Fiscal Year End Processing - FY26



https://www.fa.ufl.edu/data-report/uf-go-vouchers/
https://hr.ufl.edu/professional-development/toolkits/uf-go-toolkit/expense/

Fiscal Year End Processing

Helpful Queries

NAVIGATION: MY.UFL.EDU
MAIN MENU > FINANCIALS > REPORTING TOOLS > QUERY > QUERY VIEWER

Purpose: Query Name:

Use Report number to return all vouchers for that report UFGO_EXP_TO_VOUCHER

Use Report number to return Journal Entry number (Used to find Personal | UFGO_RPT_NUMBER_TO_UFGO_JRNL
Expenses and Cash Advance Refunds

Budget Errors — All vouchers in Error UF_CFO_VOUCHER_BUDGET_ERRORS
Budget Errors — Air Card UF_UFGO_VCHR_BUDERR_AIRCARD
Budget Errors — PCard UF_UFGO_VCHR_BUDERR_PCARD
Budget Errors — Travel UF_UFGO_VCHR_BUDERR_TRAVEL
Budget Errors — Travel Requests UFGO_TR_ERRORS

Returns Journal Entry number from Report number UFGO_RPT_NUMBER_TO_UFGO_JRNL
Get Voucher # from Report # UFGO_EXP_TO_VOUCHER

Budget Errors — All vouchers. Includes UFGO, myUFMarketplace, etc. UF_AP_VOUCHER_BUDGET_ERRORS




Closing Requests
in UF GO




Fiscal Year End Processing

Closing Travel Requests in UF GO

 When o close Travel Requests

o When not linked to an approved expense report
o If TR remains open even after expense report is approved

 Why close Travel Requests

o Torelease an encumbrance holding funds on a particular chartfield

o Cleaner accounting to avoid roll to CYFWD (appropriation funds)




Fiscal Year End Processing

Close vs. Cancel a Request

A travel request can be closed or canceled if it has been approved and there is no
associated Travel Expense Report.

e Closed: should be used when the Request has been approved, the trip has
taken place, and is not linked to an expense report.
e Cancel: should be used when a trip did not take place.

Once a travel request is closed or canceled this action cannot be undone.
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Close or Cancel the Travel Request in UF GO

WCOncur Requests v @ 8 &Ctlng as Eskandarani, Abir

How to navigate to the

Manage Requests

request
‘l) Log In.l.o your OCCOUHT or Home / Requests / Manage Requests
“act as” the fraveler. Manage Requests
Request Li brary View Active Requests v {@Create New Request]
2) Under Active Requests, click , Active
abir (1] Requests
All Requests C6GG Not
$500.00 ——
3) Open the request that e Approvat
Approved
needs fo be closed or .
canceled.
Closed
All Requests

N —




Fiscal Year End Processing

Close or Cancel the Travel Request in UF GO

How to close the request
1) Click on “More Actions”

2) Click on Close Request
or Cancel Request

EXYConcur  Requests v ® HN
Manage Requests Process Requests
Home / Requests / Manage Requests / Hawaii ACS Conference
A Alerts: 2 v
[ X ] .
Hawaii ACS Conference $1,900.00 More Actions v l reate Expense Report
Approved | Request ID: CM7R Copy Request
Request Details v  Print/Share »»  Attachments v Cancel Request
Close Request
EXPECTED EXPENSES
Alerts|T Expense typelT Details )T Datel” Amount|T Requested|T
= Airfare Gainesville (GNV) - Honolulu (HNL) : Round Trip 06/13/2024  $1,300.00 $1,300.00
Lodging Honolulu, Hawaii 06/13/2024 $600.00 $600.00
$1,900.00

—| UF GO Fiscal Year End Processing - FY26

. E————



Liquidate Encumbrances
(Requests) in myUFL.edu
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When to Liquidate a Travel Request

If you have:

An approved Travel Request

That is linked to an approved
and paid Expense Report

That can’t be closed or canceled

If the request is still showing as
an Encumbrance in Budget
Overview or on an Open
Encumbrance Report

Home / Requests / Manage Requests / IOCP 2026 Conf

A Alerts: 2 w
IOCP 2026 Conf $1,745.00

Approved | Request ID: MLQR | 04/26/2026 - 04/29/2026

Request Details v Print/Share v

REPORTS: 1

Amount
$1,777.06

EXPECTED EXPENSES

Expense typelT Details.],T Date ™ Amount.],T Requestad.u‘ Ramaininng
Travel Meals -
raver ieas 04/26/2026  $108.00 $108.00
Domestic
Lodging Scottsdale, Arizona 04/26/2026 $883.00 $£883.00
Gai ille (GNV) - Phoenix (PHX) :
Airfare ainesville (GNV) - Phoenix (PHX) = o) p610026  $754.00 $754.00

Round Trip

$1,745.00

UF GO Fiscal Year End Processing - FY26

T




Fiscal Year End Processing

What Encumbered Funds?
@)

(0

Reports

J

Open Encumbrance Reports help
departments determine which Travel
Requests are still encumbering funds.

—| UF GO Fiscal Year End Processing - FY26
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Depariment Reports > Open Encumbrance Summary

Department Reports = 16000000 COLLEGE-LIBERAL ARTSSCIENCES
Navigate to: 16120100 LS-CHEMISTRY-GENERAL
1 To print or view a report, select the Period you wish to review from the drop
mY‘ U F L * ed U > MO I n down list in the upper right hand comer. If you are selecting a specific month,
M > E -I- 1 Ch oose the mOSt you will also need to specify the corresponding year. Click the icon of the
e n U n erp rlse document format you prefer (PDF or Excel) to open the corresponding report.
0 rece nt month or To view or print the entire group of reports, click the PDF or Excel icon at the
An G |y-|-|CS > De p G I’Tm e ﬂT u“ o ” top of the list. To add the report to your My Reports page, click the Add to My
Current Period Reports icon £
Reports
or Excel version of the Appropriations Summary |
Choose _ Open Encumbrance Budget Transaction Detail T 3
>
Summar Cash Summa +
DepT |D ? 00000000 BOARD OF TRUSTEES y v : m = 3
? 01000000 OFFICE OF PRESIDENT KK to GL Summary Comparison m B |
» 02000000 OFFICE OF PROVOST Open Encumbrance Summary T = |
? 03000000 OFFICE ENROLLMENT MANAGEMENT Payroll Reconciliation Detail TEQ
» 04000000 OFFICE OF STUDENT LIFE Projected Payroll Detail ™ |
? 05000000 J WAYNE REITZ UNION Transaction Detail m El |

View My Reports Page

—| UF GO Fiscal Year End Processing - FY26
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Comprehensive Open Encumbrance Report

Welcome to UF's CFO Office Q

]F Difice of the Senior Viee President
and Chief Finamcial Qfficer

UNIVERSITY of FLORIA ABOUT THE OFFICE ADMINISTRATIVE PRESENTATIONS & INITIATIVES
UNITS RESOURCES

To view all encumbrances for a unit
(vs one Dept ID), use the THE COMPREHENSIVE OPEN

Comprehensive Open ENCUMBRANCE REPORT
Encumbrance Report i T T T e e e e

Report can be prompted for a variety of Chartfield/Project Values. It is best viewed in excel and will provide three tabs:

1. Encumbrance Summary: shows open amount left on encumbrance
2 Encumbrance Grouped: shows the encumbrance and related expenses (for Purchase Orders) together

3. Encumbrance Details: shows all data unformatted for pivots and analyzing

THE COMPREHENSIVE OPEN ENCUMBRANCE REPORT =

Direct Link to the Comprehensive Open
Encumbrance Report



https://cfo.ufl.edu/cfo-intelligence-and-analytics/financial-data-reports/#:%7E:text=Travel%20and%20Expense)-,Disbursements,-The%20Comprehensive%20Open
https://cfo.ufl.edu/cfo-intelligence-and-analytics/financial-data-reports/#:%7E:text=Travel%20and%20Expense)-,Disbursements,-The%20Comprehensive%20Open
https://cfo.ufl.edu/cfo-intelligence-and-analytics/financial-data-reports/#:%7E:text=Travel%20and%20Expense)-,Disbursements,-The%20Comprehensive%20Open
https://reporting.it.ufl.edu/ibmcognos/bi/?perspective=authoring&pathRef=.public_folders%2FFinancial%2BInformation%2FComprehensive%2BFinancial%2BReporting%2BSuite%2FComprehensive%2BOpen%2BEncumbrance&id=i2A5DCBC9C0954517B5A7145929419B50&objRef=i2A5DCBC9C0954517B5A7145929419B50&action=run&format=spreadsheetML&cmPropStr=%7B%22id%22%3A%22i2A5DCBC9C0954517B5A7145929419B50%22%2C%22type%22%3A%22report%22%2C%22defaultName%22%3A%22Comprehensive%20Open%20Encumbrance%22%2C%22permissions%22%3A%5B%22execute%22%2C%22read%22%2C%22traverse%22%5D%7D
https://reporting.it.ufl.edu/ibmcognos/bi/?perspective=authoring&pathRef=.public_folders%2FFinancial%2BInformation%2FComprehensive%2BFinancial%2BReporting%2BSuite%2FComprehensive%2BOpen%2BEncumbrance&id=i2A5DCBC9C0954517B5A7145929419B50&objRef=i2A5DCBC9C0954517B5A7145929419B50&action=run&format=spreadsheetML&cmPropStr=%7B%22id%22%3A%22i2A5DCBC9C0954517B5A7145929419B50%22%2C%22type%22%3A%22report%22%2C%22defaultName%22%3A%22Comprehensive%20Open%20Encumbrance%22%2C%22permissions%22%3A%5B%22execute%22%2C%22read%22%2C%22traverse%22%5D%7D

Fiscal Year End Processing

Open Encumbrance Reporis

The previous two reports will provide the:

Open Er

myyfl LS-CH

Travel Authorization ID —
Flex UFID CRIS Acctg Date Encumbrance |D

Cost Center: 16120100~143~52CFL S  BEL - SANIBEL £ YMP!
771100 IN STATE TRAVEL

52CFLSSBEL | - ] 02/07/2024 TAZ0000047716 E#s

DeptID B Fund Cﬂd Budget DmE Encumbrance ID E 52CFLSSBEL | - ] 03/22/2024| TA#0000056224 E#4
16120100 01 05/15/2024 |TA#0000060284 5JCFLSSBEL | - ] 03/22/2024. TAZ0000056222 E#
7 6127000 T101 05/15/2024 | TA#0000064543 5JCFLSSBEL | - ] 03/29/2024 TA%0000051315 E#4
5JCFLSSBEL | - ] 04/04/2024 TA#0000058162 E#7

Subtotal 771100 IN STATE TRAVEL
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Travel Requests

Navigate to “Travel Requests” in myUFL

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

¥ Search Criteria

my.ufl.edu: Main Menu > Financials > UF Financial Travel Authorzation D:| | bagnswih ¥ | |
Custom Apps>Concur > Travel Requests [ begns v | |
l
l

Name: l begins with VI l

Travel Request Id: [ begins with vl [

Search using one of the following: From Date = &)
> Travel Authorization ID o = | 5

Travel Expense Description: l begins with Vl l

l
> Em ployee ID or Report Policy: | begins vith ~| | |
l
l

» Travel Request ID GuestEmplct begms vt + |

City: [ begins with v] [

Budget Checking Header Status: [ = vl l vl

Jcase Sensitive

Clear Basic Search & Save Search Criteria
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Navigate to “Travel Requests” in myUFL

< Travel Request Travel Requests

Click on: Close/Liquidate
Empl ID Guest Emplid
Travel Auth ID 0000062134 Created Date/time 05/02/24 6:19AM
Travel Requestld C6JK Update Date/Time
This will immediately ombate oonena et s v
unencum be r fu N d S fro m To Date  04/28/2024 Request Status Encumbered

Date Submitted 04/26/2024 ‘ CIose!Liquidate ‘

KK/ Budget Details Total Approved Amont 34,53

Expense Rpt Description

‘ Documents (0) ‘

Report Policy UFLOR DOMESTIC TRAVEL REQUEST
Date of Approval 05/01/2024
Business Purpose CONFERENCE/PROFESSIONAL MEETING
Trip Type  01. IN-STATE

Traveler Type EMPLOYEE

*Some info is blocked out for privacy reasons City STAUGUSTINE
Country US  United States

Customer State US-FL




Correct
Vouchers In
Budget Error
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Budget Errors on UF GO Vouchers

o Once an Expense Report has been fully approved in UF GO, a nightly
process creates associated vouchers in myUFL

o Youchers 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 until they are corrected

CRL + Click for Toolkit



https://hr.ufl.edu/professional-development/toolkits/uf-go-toolkit/expense/
https://hr.ufl.edu/professional-development/toolkits/uf-go-toolkit/expense/

Fiscal Year End Processing

UF GO Vouchers

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

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)

UF Foundation*® UFFND Starts with F

*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

TRAV Starts with O (zero)
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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., fransactions cannot be found in Monthly Financial Reports, budget
overview, mylnvestigator, etc.

> A user's UF GO Expense Report has been in YApproved” status for
several weeks, but they have not received their reimbursement
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Identifying UF GO Vouchers in Budget Error

« Units should regularly run a query or report to identify all
vouchers in error for their unit

o Option 1: Run a Query in myUFL

UF_CFO_VOUCHER_BUDGET_ERRORS - This query identifies all
vouchers in error, UF GO, myUFL marketplace, etc. (

o Option 2: Run the UF GO Vouchers Report in Enterprise Analytics BEST
PRACTICE

—| UF GO Fiscal Year End Processing - FY26



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

Fiscal Year End Processing

Identifying UF GO Vouchers in Budget Error

o Search for the voucher
» Enter the Business Unit if it differs from UFLOR (e.g., TRAV)
» Enfer either the:
o Voucher Number in the Voucher ID field
or
o UF GO Report Number in the Invoice Number field

Find an Existing Value
w Search Criteria
Enter any infarmation you have and click Search. Leave fields blank for a list of all values

') Recent Searches [Chnnse from recent searches v ] &

Business Unit: = w

Voucher [D: begins with ~
Invoice Mumber: begins with ~

—| UF GO Fiscal Year End Processing - FY26

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/
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Identifying UF GO Vouchers in Budget Error

o When the voucher opens, @ & Home Voucher
message box will indicate Budget - | | New
. R Summary || Related Documents || Invaice Information || Payments || Voucher Attributes || Error Summa
Checking Errors Exist _
Business Unit UFLOR Invoice Date 09/17/2024
o C“Ck OK VoucherID C0131916 Invoice No BQUFSG-P

Voucher Style Regular Invoice Total 1,576.50 UzD
Supplier Name MBMA America (Delaware) MA
dba FIA Card Semvices

o Review the below fields on the o
Summary Tab for more information mged ycssage
Entry Status Postable
on the Budget Error: Mateh Status o yatr | |
Approval Status Approved Budget Checking Errors Exist (18021,91)
e Post Status Post Status Unposted

Budget checking errors were logged for this document. Please check the
budget exception page to view them.

« Budget Status

Budget Status Exceptions 0K

Budget Misc Status Valid Close Status OCpen
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Identifying UF GO Vouchers in Budget Error

1S ] ome V h
o If a voucher is in Budget Error: S oucher

| Mew wi
O POS'I' S'I'O'I'US = UnpOS'I'ed | Summary || Related Documents || Invoice Information || Payments || Voucher Attributes || Error Summary
_— 1 usiness Uni Invoice Date 09172024
o Budget Status = Exceptions usiess nit LR S
. . . . Voucher Style Regular Invoice Total 1,576.50 UsD
> Click on EXCGpTlOnS to |denT|fy the Supplier Name MBNA America (Delaware) NA
Exceptions and the lines in error o010
> See the Instruction Guide on e e
Correcting UF GO Vouchers in Error Entry Status Postable Pay Terms NetZero

Match Status |, match Voucher Source Travel Management

A Origin TMS
Post Status Unposted Created On 09/118/2024 6:39AM

Created By UF_PROCSCHED
Last Update 09/18/2024 6:404M

o If a voucher is valid (not in error): e By U PrOCeeED

o Post Status = UnpOSTed or Posted Budgetuiscsmtus[vand ] cm:‘gitgx Esteipp”came
. *View Related | Payment Inquiry i Go
o Budget Status = Valid

for more details

I Budget Status Exceptions I

|[@* Returnto Search || 4] Previous in List | 4] MextinList | [=] Notify || Refresh



https://training.hr.ufl.edu/instructionguides/ufgo/CorrectingUFGOVouchersinError.pdf
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Identifying UF GO Vouchers in Budget Error

= myUFL Enterprise Reporting UF Go Vouchers v
o Option 1: UF GO Vouchers Report in P S —
Enterprise Analytics -
> m: UF_L: MOin Menu > EnTerprise AnOlyﬁCS S Date Range, Report Number and Payment Type
Access Enterprise Analytics o T
> Confent: Team content: Financial R
Information > UF GO Reports > UF GO From:
VOUCheI‘S O i Select Report Number
(®  FEarliest date OR
 Date Range: use defaults to
capfure widest range of vouchers . =
or adjust as needed (Date of oo
eOCh TrO nSGCTlon On The repor'l" Chartfield and Misc Prompt Options
not Date report was approved) celst College
College Code Mask and Desc v
- College: select your college from
the drop-down list OR Select Expense Type
DeptID Type: (Job DeptID or Chartfield DeptID) Keywords:
Input keywords here
Job DeptlD ~

—| UF GO Fiscal Year End Processing - FY26 3



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

Fiscal Year End Processing

Identifying UF GO Vouchers in Budget Error

myUFL Enterprise Reporting UF Go Vouchers

QD Edit < > ¢ Excel

« Alternative to College: Dept ID
— Offers more granularity than College
o Can either use i

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

» Chartfield DeptlD: 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

College Code Mask and Desc e

OR

DeptID Type: (Job DeptID or Chartfield DeptID)

Job DeptlD ~

Select DeptID(s)

Keywords:

Input keywords here

—| UF GO Fiscal Year End Processing - FY26




Fiscal Year End Processing

Identifying UF GO Vouchers in Budget Error

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

1 |UF Go Vouch

Invoice I Budget Statu = - = e Supplier Name AP Business Uni Voucher 1
2 2 ﬂ 2] sotAtoz PP . _E Br (]
3 FKANOZ-T Valid , Yury Zasimovich TRAVL 00062618
4 35BRG5-P Valid| AL setZtoa UFLOR| C0106501
s DXA3P7-P Valid| ~ sortbyColer ’ UFLOR|C0036179
6 0OW7FT-T Valid Jake Gifford TRAVL'00032804
7 U2CK84-T valid| < Rachel Kaplan TRAVL00055395
- NLDGYM-P Valid _ UFLOR|C0112143

Filter by Color > -
9 14041G-T Valid John Malaty TRAVL'00078123
i >

0| OTA4AQ-P Valig| ot UFLOR|C0051288
11 FO6B0OK-T Valid ‘ Search Heather Harrell TRAVL'00030859
12 L7RP9O-T Valid - (Select All) Elizabeth Hosaka TRAVL00072405
13 I3KR7E-P Valid ;hecked UFLOR|C0057699
14 MXSKAL-P Valid [Ivalid UFLOR|C0006915
15 5CK5H9-T Valid -1 (Blanks) William Hogan TRAVL'00008352
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Identifying UF GO Vouchers in Budget Error

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

« Enter the Query Name info the “begins with” field

Query Viewer

Enter any information you have and click Search. Leave fields blank for a list of all values.

"Search By ‘ Query Name v

=

* Click Search

begins with

‘UF_CFD_VOUCHER_BUDGET_ERRORS ‘ ‘

Advanced Search



https://my.ufl.edu/
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Identifying UF GO Vouchers in Budget Error

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

Query
@ 1101 v| | View Al
. L. Runto Runto | Runto - Add to
Query Name Description Owner | Folder HTML Excel | XML Schedule Definitional References Favorites
y
UF_CFO VOUCHER_BUDGET _ERRORS All vehrs in error w/ exc code Public HTML | Excel XML Schedule Lookup References < Favorite
N

« Enter a Department ID (either in full or partial followed by the %

symbol) in the DeptlD field

UF_CFO_VOUCHER_BUDGET_ERRORS - All vchrs in error w/ exc code

DeptlD(like 1902%):

| View Results |

—| UF GO Fiscal Year End Processing - FY26
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Identifying UF GO Vouchers in Budget Error

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

A B C D E F , G . H [ J K L M N 0 P Q R

1 [AnveH 138

2 |Unit |Voucher |Supplier [invoice |Budg Dt |Acctg Date |Total Voucher Amt |Line]|Merchandise Amt |Dept |Fund |Prograi|Account |Source |Bud Ref |Flex |Project

3 [TRAVL00066755 0000245522 WKEZ3E-T ~ 6/27/2024  9/1/2024 928.810 0 0.44029130700 '171 1100 772000 HSCFCPA CRRNT  2913DISC Exceeds Budget Tolerance
4 |TRAVL 00066755 0000245522 WKEZ3E-T ~ 6/27/2024  9/1/2024 928.810 0 0.45029130700 211 2200 772000 CRRNT '00130030 | Exceeds Budget Tolerance
5 TRAVL 00066755 0000245522 WKEZ3E-T ~ 6/27/2024  9/1/2024 928.810 0 0.560 29130700 212 2200 772000 CRRNT '00129754 | Exceeds BudgetTolerance
6 TRAVL 00066755 0000245522 WKEZ3E-T ~ 6/27/2024  9/1/2024 928.810 0 2.35029130700 171 1100 772000 HSCFCPA CRRNT  2913DISC Exceeds Budget Tolerance

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




Fiscal Year End Processing

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

: '~ |Date Submit ~ [Tot Apprv Amt - [Report Policy '~ |Guest Er ~ [Date - [Traveler Ty + [TA Sta .7 [Budget § ~
9/30/2024 9/25/2024 244,77 UFLOR DOMESTIC TRAVEL REQUEST 9/30/2024 EMPLOYEE | APR E

9/30/2024 9/25/2024 244,77 UFLOR DOMESTIC TRAVEL REQUEST 9/30/2024 EMPLOYEE APR E
9/20/2024 9/158/2024 1010.00 UFLOR DOMESTIC TRAVEL REQUEST 9/20/2024 EMPLOYEE APR E
9/20/2024 9/19/2024 1010.00 UFLOR DOMESTIC TRAVEL REQUEST 9/20/2024 EMPLOYEE APR E
9/20/2024 9/18/2024 1010.00 UFLOR DOMESTIC TRAVEL REQUEST 9/20/2024 EMPLOYEE APR E
9/20/2024 9/19/2024 1010.00 UFLOR DOMESTIC TRAVEL REQUEST 9/20/2024 EMPLOYEE APR E
9/5/2024 9/4/2024 3236.59 UFLOR DOMESTIC TRAVEL REQUEST 9/5/2024 EMPLOYEE APR E
9/3/2024 97442024 3236.59 UFLOR DOMESTIC TRAVEL REQUEST 9/5/2024 EMPLOYEE APR E
9/5/2024 9/4/2024 3236.59 UFLOR DOMESTIC TRAVEL REQUEST 9/5/2024 EMPLOYEE APR E
12/23/2023 12/20/2023 315.00 UFLOR DOMESTIC TRAVEL REQUEST 1272242023 EMPLOYEE DEN N
1242312023 12/20/2023 315.00 UFLOR DOMESTIC TRAVEL REQUEST 1272242023 EMPLOYEE DEN N
10/17/2023 10/17/2023 1744.00 UFLOR DOMESTIC TRAVEL REQUEST 10/17/2023 EMPLOYEE DEN M

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

|




Reconcile PCard and
Air Card Transactions



Fiscal Year End Processing

Reconcile Outstanding PCard and Air Card Transactions

* Use the UF GO Unreconciled PCard & Air Card Transactions report 1o review

outstanding PCard and Air Card transactions for your unit

myUFL Enterprise Reporting UF GO Unreconc ... Transactions

O Edit &

UF GO Unreconciled PCard and Air Card Transactions

Prompt Options

Select College

College Code Mask and Desc v

Search and Select User UFID(s) ) F
UF GO Unreconciled PCard and Air Card

OR Keywords: Choices: Transactions
Select Job Data DeptID(s) Input keywords here

This report shows two tabs, one for
Keywords: Choices: unreconciled PCard/Air Card charges

on an Expense Report and one for
Input keywords here PCard/Air Card charges unassigned to
an Expense Report. The report can be
prompted by College, Department,
User, Financial Approver, and Delegate.
Description: Please note: if you run the report by
delegate, your own charges will not
OR show.

Output includes an aging column that
calculates on posted date (PCard Only
Reports) or travel end date (Travel
Reports).



https://reporting.it.ufl.edu/ibmcognos/bi/?pathRef=.public_folders%2FFinancial%2BInformation%2FUF%2BGO%2BReports%2FUF%2BGO%2BUnreconciled%2BPCard%2Band%2BAir%2BCard%2BTransactions
https://reporting.it.ufl.edu/ibmcognos/bi/?pathRef=.public_folders%2FFinancial%2BInformation%2FUF%2BGO%2BReports%2FUF%2BGO%2BUnreconciled%2BPCard%2Band%2BAir%2BCard%2BTransactions

Settle Cash Advance
Returns and Personal
Expenses




Fiscal Year End Processing

Settle Cash Advances and Personal Expenses

Settlement of a Cash Advance per UF Travel Directives:

« Settle within 10 business days from the trip end date

— Cash advances should be refunded immediately when an authorized trip is canceled or
indefinitely postponed

» Serious violations of Cash Advance directives may result in disciplinary action, up to
and including termination of employment

« The unit associated with the Cash Advance assumes responsibility for the
allowability of expenditures




Fiscal Year End Processing

Settle Cash Advances and Personal Expenses

Cash Advance Return Amounts should be
paid back to UF by June 18 to post to FY26

* If your department:

* Processes deposits internally, provide the deposit
ID to the Travel Team

* Sends deposits to the Travel Team for processing,
provide the Journal ID on the Expense Refund
Form:

— Use the UFGO_RPT_NUMBER_TO_UFGO_JRNL query to find
the Journal ID




Questions?




CONTACT US!

Contact Form: PCard and Travel Support

UF Travel Department: 352-294-1114

UF PCard Team: 352-392-1331

We are happy to help!

E I


https://uf.tfaforms.net/729
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