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Introduction to the Pre-Posting Allocation Tool (PAT):

The Pre-posting Allocation Tool (PAT) allows designated staff to change funds assigned to certain
transaction activity prior to those expenses posting to the Shared Financial System (SFS). Currently,
this tool will only be used for customers of UW Materials Distribution Services (MDS) in order to
reallocate their MDS. In the future, this tool will be expanded so that customers of other recharge
centers can make use of this tool.

By providing an opportunity to reallocate funding, this tool is expected to:
e Reduce the need to do corrective non-salary cost transfers (NSCTs) for many transactions
by reallocating and changing funding before posting transactions to SFS.
e Allow a transaction to easily be split to multiple funding sources just like using a
procurement card.
o Help reduce the number of MDS accounts that a Department needs to manage.
e Help reduce the need to submit funding changes via the MD number change form.

Overview

MDS populates the PAT application with MDS invoices for customers affiliated with a UW system
institution. MDS invoices are created every business day for each separate checkout with a vendor.
The following night, the invoices that were created on the previous day will be imported into the PAT
application and viewable by the customer.

Each MDS customer account is associated with one default funding distribution. Each transaction
that is imported into PAT will reference the default funding distribution that is associated with the MDS
account. Immediately after the invoice is imported into PAT, customers will be able to review their
invoices and, if desired, reallocate the funding over-writing the default funding distribution.

On the third business day of the following month at noon, MDS staff will lock all of the invoices in PAT,
and then extract them (including all reallocation changes to the funding) from PAT in order to post the
transactions in SFS. The following day, those transactions should be available for review in WISDM.

MDS customers will have at least three business days after the end of the month to complete their
reallocation before the invoices are locked. In addition, MDS customers can begin to reallocate their
invoices anytime after they appear in PAT. Customers will not need to wait until the end of the month
to begin their reallocations.
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Logging into PAT:

1.

2.
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Access the application at https://authhub.wisconsin.edu/?&app=pat or through the link on the
MDS website. The PAT logon screen uses the IAA Authentication Hub as seen below, which
allows access to the tool for all UW System campuses. Choose the appropriate campus from
the “Campus” drop down.

WSCORGN SIS0 P e SRS e
AA UW SYSTEM @b R A

LW System Home — |AA Authentication Hub Login

UW System Home UW System Authentication Hub

Campus Login Help
Error Message Help

The UW System Authentication Hub is your gateway to UW System applications.

Please select your home campus and application, and enter your campus username [ Login
Search UW System ID.

Campus [ Jw-Colleges (Prism ID) < .-'
E__rw__t_:c_)l_te . = Choose your

Anplication - rism D
UW-Extension (NetD) campus from the

UW-Extension (NetlD)
UW-Green Bay (Usemame) drop down menu

UW-La Crosse (User D)

Prism ID

Password |y ilwaukee (ePanther ID)

UW-Madison (NetlD)

Save my | w-Oshkosh (Email ID)

UW-Parkside (Email User D)

UW-Platteville (NetD)

UW-River Falls (Falcon Account)

UW-System Administration (Mowvell Network D)
UW-Stout (Email Username)

UW-Stevens Point (UWSP Logon ID) his Reserved
UW-Superior (User ID) Er
UW-Whitewater (Net-ID)

Enter your user ID and password specific to your campus to login. At UW-Madison, your
NetID is used (which is also used to login to My UW).

UNIVERSITY OF A ?ﬂ[,‘ AR R T
WISCONSIN SYSTEN B R s AT N
I PAJ UW SYSTEM gf, ’p ;"3" L7 S
ST ) AR L

LW System Home — |AA Authentication Hub Login

UW System Home UW System Authentication Hub

Campus Login Help
Error Message Help

The UW System Authentication Hub is your gateway to UVW System applications.

Please select your home campus and application, and enter your campus username / Login

Search UW System ID.

m Camous | Uw-Madison (NetiD) vl
Application | sting / stion Taoc Enter your user
MetiD | scarrola |MEJ_? name and
password
Password | sesanses |

Save my campus and user am%

(reauires cookies


https://authhub.wisconsin.edu/?&app=pat
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3. Once you have successfully authenticated, you will see the screen below. Currently, the only
billing unit available will be MDS which is pre-selected for you. In the future, we expect other
billing units like the UW-Madison Division of Information Technology (DolIT) to participate in
the PAT. Once those units are ready, they will be selectable as a billing unit in PAT.

LMAERSITY OF WISCOMNSIN-MADIS0MN

= Pre-posting Allocation Tool
Select Billing Unit: & paps
O oDalT

Enter MD% Parent Account:

OF.

Enter wour MO number:

Showe Customer List

4. Enter either the email address associated with your MDS parent account or your MD account
number and click the “Show Customer List” button to begin.

UMMERSITY OF WISCOMEIMN-MADIS O

Pre-posting Allocation Tool
select Billing Unit: &) pps,
O porT

Enter MD% Parent Account:

QF. Enter the email address associated
= with your parent account (e.g.

parent@wisc.edu)

Show Customer List OR

Your MD Number (e.g. mdxxxxx)

Enter wour MD number: mdn-o-ococ

Mew PAT feature: Click here to assignfmanage your PAT funding string preferences

5. By clicking the “Click here to assign/manage your PAT funding string preferences” link on the
login screen, users can enter and/or change their commonly used funding (or parts of the
funding string) which can be accessed while reallocating to save on keying. The funding is not
validated at this point and will not affect any of your default funding for your MD number.

UNIVERSITY OF WISCONSIN-MADISON

Pre-posting Allocation Tool

Asszignfedit your funding string preferences for PAT:

The following funding strings can be usedfinserted when reallocating and splitting your funding in PAT to eliminate the need for

re-keving. You may enter all ar part of a funding string {whatever is most convenient for your use). These funding entries are not

validated by the application.
Commonly used

You are not required to complete these preferences. funding can be
MOTE: The funding entered here WILL NOT affect vour default funding on your MD nurmber. entered to save on
keying by choosing
Account| Fund Dept Program| Project Class the link on the Iogin
[ Edit |[ Delete || 2101 | 107 | 036500 1 page. The funding will
[Save Sp”tl [ Cancel ] = 1T T = be specific to each

. L user that logs into
page 3 PAT.
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PAT Main Screen Overview

After logging into PAT with a valid MDS parent account or a specific MD number, the system will
display a grid similar to the one in the screen shot below. Only those MDS customer accounts that
have had transaction activity in the current billing period will be displayed. If you have chosen
to login with a parent account, all the MD numbers with any transactional activity that are associated
with that parent will be displayed. If you logged in with a specific MD number, only that MD number
will appear in the list and it will only appear if there has been transactional activity in the current
month. If nothing appears, that simply means that you have not placed any orders with MDS on that

MD number in the current month that have been brought into PAT.

The grid on the main screen will show your MD number(s), the default department ID for the MD
number, the total number of invoices for each customer account, and the total value of those invoices.

1. Choose a group of customer accounts to work on by clicking on the check box next to each
customer account, or choose the “Check All” button to work with all available MD numbers.

2. There are three options for reallocation when working with your accounts. They are associated
with the three buttons located below the grid, as follows:

a. Inthe first option, you can choose to “assign a single funding string to many invoices”.
This is also known as a mass reallocation. Specific instructions to walk you through
this option begin on the following page.

b. The second option is to “assign many funding strings to many invoices”. This allows
you to assign the same percentage splits to many invoices at once. Specific
instructions to walk you through this option begin on page 12.

c. The third option is to “reallocate funding one invoice at a time”. If you need to assign
more than one funding string to an invoice (also known as a split transaction or split
funding), you will need to use the second option. Specific instructions to walk you
through this option begin on page 14.

UMINVERSITY OF WISCOMSIN-MADISOMN

Pre-posting Allocation Tool

59 customers with invaices for usen@wisc.edu

Once you choose a parent
account or an MD number, any
customer accounts that have
had transactional activity will
be displayed. If there has
been no activity in the given
month, the MD account will not
be displayed.

Customer#f Default Dept | # of Invoices | Total Invoice Amount] ™
1O w0255z 534255 1 $71.595
2 |0 MDoz45a 534250 1 $343.08
3 MDo2474 534260 5 293 49
4 MDO2475 534280 1 $124.64
5 | ]| MDo2 506 534285 4 $650.04
6 |[dMDos135 534200 4 $33515
7 | MDo&137 534225 3 $1,207.52
g |0MDos13D 534244 7 Fon.42
o | [ iMDo&147 534250 2 f227.53
10| []MDoa143 534255 5] $916.31
11 |MDoa144 534253 2 $523.80
12| [ |mMDoa145 534265 1 $46.52
13/ [ |MDoa148 534208 3 $97.259 4
[ Checkall | | Uncheck Al

[ Assign a single funding string to many invoices

)

[ Assign many funding strings to many invoices

)

l Feallocate funding one invoice at atime

)
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Click the check box next to the

account(s) you would like to

work on (or “Check All") and

choose from the options at the

bottom to continue:

e assign a single funding
string to many invoices

e assign many funding strings
to many invoices

e reallocate funding one
invoice at a time
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Assign a Single Funding String to Many Invoices

Using a Parent Account

1. Check the MD numbers you would like to work with (as in the screen shot below) and click
“assign a single funding string to many invoices” to do a mass reallocation.

Pre-posting Alloca

559 customers with invoices for usen@wisc.edu

Customer#f Default Dept | # of Invoices | Total Invoice Amount| ™
1|Ompr2s:2 534255 1 $71.99
2 | [ MDo2456 534250 1 $343.08
3 [[A\Doz2474 534260 5 $253.45) Check the MD
4 002479 534280 1 $124.64 numbers you would
s\ Vi [MDo2 508 534285 4 $650.04 like to work with (or
6 | ™ |MD0&135 534200 4 $339.19 “Check All") and click
7 |[0|MDog137 534225 3 $1,297.52 “assign a single
g |[MDos139 534244 7 $90.42 funding ft”ng to many
5 | [ MD0G147 534250 2 $227.53 invoices
10| [J|MD0&143 534255 6 $916.21
11| [0 |MDo&144 534253 2 $523.80
12| [J|MD0s145 534265 1 $46.52
13| []|MD0&146 534206 3 $97.20|y
| Checkall | | Uncheck Al

’ Azzign a single funding string to many invoices 4—

l Assign mamy funding strings to many invoices ]

[ Reallocate funding one invoice at atime ]

2. The next screen (as seen below) displays the eight invoices associated with the three MD
numbers that were checked. The invoice amount and associated funding string for each are
displayed in the grid. You may click the Customer#, Invoice#, or any of the other column
headings to sort the records. Clicking again will change the sort order.

UNIVERSITY OF WISCONSIN-MADISON LOGOUT
¥ Pre-posting Allocation Tool

# Customer# &4  Invoice# Invoice Amount Account Fund Dept Program Project Class Funding Total JET Desc ®
1 [] MD02474 $201.44 3105 233 534225 4 233E381 $201.44 MDS CE2(
2 [0 MD02474 CYLODODODDO01116068 $9.15 3105 233 534225 4 233E381 $9.15 MDS CYLC
3 [ MD02474 LO9-2831961 $44.98 3105 233 534225 4 233E381 $44.98 MDS LO9-
4 [ MD02474 L09-2831963 $76.62 3105 233 534225 4 233E381 $76.62 MDS LO9-
5 [0 MD02474 L09-3238011 $1,224.00 3105 233 534225 4 233E381 $1,224.00 MDS LO9-
6 [] MD02479 SUBG4713 $728.36 3101 233 534225 4 2337576 $728.36 MDS SUBt
7 [0 MD02506 CYLOODOD0D01116069 $9.15 3105 144 534260 4 144MT0O4 $9.15 MDS CYLC
8 [ MD02506 CYLODODODDO01117630 $6.82 3105 144 534260 4 144MT0O4 $6.82 MDS CYLC
£ >
[ CheckAll | [ Uncheck All |

You may click the invoice number (CE20067104101 circled in blue in the screen shot above)
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to open a new window containing detailed invoice information. Use this feature to review the

details of the invoice while determining how to real

locate an invoice or group of invoices.

@ - B géa < Iﬁvﬁage - -;;('Q}Tgols -

g

Click on the

Invoice # to get Fax: (608) 497-4424

detailed Email: mdscsr@bussve wisc.edu

invoice :

. . . Cardiology

mform?‘tlon na iBHE/379 CsSC 3248

new window.  [] |BRER 600 mighland ave
Madison, WI 53752

[ Customeré Byl

P M cE20067104101 &
[CIIENRE 3/ 25/ 2009

John Folts

S| H6/322 CSC 3248

1)} 600 HIGHLAND AVE ZN 3
VERONA, WI 53593

Ordered Shipped
e o [ e | | e | v

|EIEWCB029A $201.44 $201.44
PRINTER,0J J6480 Mo
$201.44
$0.00
S

v

3. To assign a single funding string to a group of invoices, select the invoices to reallocate by
clicking on each check box next to the line number. You can also click on the “Check All”
button to check all invoices in the grid.

Ecrip
200¢
JLOCO
[0-28
[0-28

9-32

‘ |V‘

UNIVERSITY OF WISCONSIN-MADISON LOGOUT
| ¥ Pre-posting Allocation Tool
# Customer# A Invoice# Invoice Amount Account Fund Dept Program Project Class Funding Total JET Desc i
1 MD0O2474 CE20067104101 $201.44 3105 233 534225 4 233E381 $201.44 MDS CE2(
2 MD02474 CYLO0000001116068 $9.15 3105 233 534225 4 233E381 $9.15 MDS CYLC
3 D02474 L09-2831961 $44.98 3105 233 534225 4 233E381 $44.98 MDS L09-
4 D02474 L09-2831963 £76.62 3105 233 534225 4 233E381 $76.62 MDS LDS-
3 MD0O2474 L09-3238011 $1,224.00 3105 233 534225 4 233E381 $1,224.00 MDS LO9-
6 MD02479 SUB64713 $728.36 3101 233 534225 4 2337576 $728.36 MDS SUBt
7 MDO02506 CYLO0000001116069 $9.15 3105 144 534260 4 144MT04 $9.15 MDS CYLC
is [] MD02506 CYLOD000001117630 $6.82 3105 144 534260 4 144MT04 $6.82 MDS CYLC v
& 1 >

:'[ Check All | [ Uncheck All |

Click check boxes

Option #1: This option will assign a single funding string to all checked invoices.

Account | Fund Dept

N

‘Press F2 to access funding string lists.

Program Project Class

L]l IR

’ Assign Funding to all checked Invoices ]

next to the MD
numbers you wish
to reallocate.

| Option #2: This option will return all checked invoices to the funding string that existed at time the invoice was created,

’ Feturn all checked invoices to original values ]

Page 6
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4. Type a valid funding distribution in the set of text boxes under “Option #1” (as circled in blue in
the screen shot below) and click “Assign Funding to all checked Invoices”.

furt

UNIVERSITY OF WISCONSIN-MADISON
Pre-posting Allocation Tool

# Customer# &  Invoice#

1 MDO02474 CE20067104101 $201.44
2 MDO2474 CYLO0000001116068 $9.15
3 [¥] MD02474 L09-2831961 $44.98
4 MD02474 L09-2831963 £76.62
5 MD02474 L09-3238011 $1,224.00
6 [] mMD02479 SUB64713 $728.36
7 [ MDO02506 CYLO0000001116069 $9.15
8 [] MD02506 CYLODOD0001117630 $6.82

[ Check All | [ UncheckAll |

3105
3105
3105
3105
3105
3101
3105

3105

F)ption #1: This option will assign a single funding string to all checked invoices, —

Project

[233E381

Press F2 to access funding string lists.

Invoice Amount Account Fund

233
233
233
233
233
233
144

144

Dept
534225
534225
534225
534225
534225
534225
534260

534260

a4

4

4

Program Project Class Funding Total
233E381 $201.44
233E381 $9.15
233E381 $44.98
233E381 $76.62
233E381 $1,224.00
233T576 $728.36
144MT04 $9.15
144MT04 $6.82

[ Asgsign Funding to all checked Invoices 1‘7

1.

Enter your new funding
in the text boxes under
“Option 1”

Click “Assign Funding to
all checked invoices”

LOGOUT

JET Desc

MDS CE2(
MDS CYLC
MDS LO9-
MDS LO9-
MDS LO9-
MDS SUBt
MDS CYLC

MDS CYLC |
5

Option #2: This option will return all checked invoices to the funding string that existed at time the invoice was created.

[ Feturn all checked invoices to original values ]

Once the new funding is entered, the change will be reflected in the table.

Page 7
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Using Funding Preferences on the Reallocation Screen

Whenever you are entering funding to reallocate, you will have the option to use your funding string
preferences or to access commonly used funding for your parent account or MD number.

1.

All funding entry grids will have the text “Press F2 to access funding string lists.” listed below
the grid as a reminder (also highlighted in the picture below). Click in the Account box to make
sure your cursor is in the funding entry grid and then press the “F2” on your keyboard.

Dption #1: This option will assign a single funding string to all checked invoices.

Account

Program

Project

4 | ||233E38

Class

Click in the Account box of
the funding entry grid and

[ Press F2 to access funding string lists. ]

[ Azsigh Funding to all checked Inwvaices ]

then press the “F2” key on

your keyboard to view your
funding string preferences

and the most commonly

[ Return all checked invoices to ariginal walues ]

Dption &2: This option will return all checked invoices to the funding string that

used funding for your
account(s).

2. This brings up a list of funding preferences and the most commonly used funding associated

Page 8

aoow

with your account(s) as seen below. The funding can be viewed in four different ways by
clicking on any of the links:

Top 10 funding strings used by a parent account or MD number

All funding used by a parent account or MD number

Funding entered only during the current PAT session

Your funding preferences that are assigned to your login no matter which parent
account or MD number you are currently accessing.

Once you find the funding string you would like to use, click the Select button to have that
funding automatically populated in the grid. Using these preferences will keep you from
having to continually type all of your commonly used funding strings.

Iy Fund Preferences
Account | Fund Dept & Program Project Class
| Select 310 101 036500 1

chow Top 10 by Parent Account  Show All by Parent Account

show funds entered this PAT zession

chow my fund preferences

3. Once you are finished using the preferences screen you may click the “Exit” button to dismiss

the window.

Click on any of the four links
to find the funding string you
would like to use and then
click “Select” to
automatically populate the
funding grid with that string.
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Using a Specific MD Number

Users may also choose to assign a single funding string to many invoices after logging in with a

specific M

D number.

1. Login with your specific MD number and click the check box next to your MD number to begin
working as seen below.

ONSIN-MADISON
Pre-posting Allocation Tool
Irvoice surmmary for MDOZ2 548

Total Invoice Amount

$4,118.45

# of Invoices

20

(ACustumer#
| 7] Doz E48

[ Check Al | | Uncheck Al

Default Dept
534700

—_

Click the check box
next to your MD
number and click

[ Assign a single funding string to many invoices 4]

, , : —— “assign a single
[ Aszsign many funding strings to many invoices ] funding string to many
: — - invoices” to begin.
[ Feallocate funding one invoice at a time ]

2. The next screen (as seen below) displays the invoices associated with this MD number. The
invoice amount and associated funding string for each are displayed in the grid. You may click
any column heading to sort the records by that item. Clicking again will change the sort order.

To assign a single funding string to this group of invoices, select the invoices to reallocate by
clicking on each check box next to the line number. You can also click the “Check All” button
to check all invoices in the grid. Type a valid funding distribution in the set of text boxes under
“Option #1” (as circled in blue in the screen shot below) and click “Assign Funding to all
checked Invoices”.

- THIS IS THE TEST PAT APPLICATION

# A~ Customer# & Invoice# Invoice Amount| Account Fund Dept Program Project Class Funding Total
1 ' “MDDEEM—EI CE20420117001 $£40.90 2105 144 | 537200 4 PRI125D $40.90
2 \ VMD02848 CE20484421901 £18.03 3101 233 |534225 4 233E381 $18.03
ki tr MDOZ2848 G105442131200906 £10.63 SPLIT $10.63
4 | [ |MDoza4s G105513237200906 £10.63 SPLIT $10.63
5 | [0 |MDo2848 G105513253200906 £77.50 2105 144 | 537200 4 PRI125D $77.50
& | []|MDoza4s INWVO000000017 7567 Ele ol 3101 233 534225 3k 233E381 $17.51
7 | [ {MDoza4a INWOOOO000017E545 $115.20 3104 144 1334700 4 144Nk E4 £115.20
g | []|{MDo2e48 LO9-5957140 (£70.97) 3104 144 534700 4 144NkKE4 ($70.97)
b3

[ checkall | [ Uncheckal

Check the invoices to be
reallocated, enter your new funding

(Option #1: This option will assign a single funding string to all checked invoices.

string in the boxes below “Option 1”
and click “Assign funding to all
checked invoices” to complete the
changes.

Account

Project

Program

Press F2 to access funding string lists.

[ Assign Funding to all checked Invoicesh

Once the new funding is entered, the change will be reflected in the table.

Page 9
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Returning Invoices to Original Values

If the user determines that they have made a mistake and wish to return to the original funding
distributions, they can choose “Option #2” located near the bottom of the screen.

1. Select the invoices by clicking on the check boxes for each individual invoice (as circled in

blue in the screen shot below).

2. Click the “Return all checked invoices to original values” button under “Option #2".
3. Choose “OK” in the pop-up window asking if you are sure that they want to update the

indicated invoices to their original values.

4. Once you choose “OK”, the original values for your funding strings will again appear in the grid

for those invoices that have been checked.

UNIVERSITY OF WISCONSIN-MADISON

LOGOUT

Pre-posting Allocation Tool

0 invoices updated successfully

MD02474 CE20067104101 $201.44 3100 233 534225
MD02474 CYLO00000011160638 $9.15 3100 233 534225
MD02474 L09-2831961 $44.98 3100 233 534225

MD02474 L09-2831963

Windows Internet Explorer

Customer# &  Invoice# Invoice Amount Account Fund Dept Program Project Class Funding Total JET Desc ™

4 233E381 $201.44 MDS CE2(
4 233E381 $9.15 MDS CYLC
4 233E381 $44.98 MDS LO9-

$76.62 MDS LO9-

MD0D2474 L09-3238011 $1,224.00 MDS LO9-
MDO2479 SUBG4713 :.T/ Are you sure you want to update all checked invoices to their original values? $728.36 MDS SUBt
7 [ MDo2506 CYLO0000001114 - - $9.15 MDS CYLC
| oK | [ Cancel
8 [] MD02506 CYLOO0D0000111 $6.82 MDS CYLC
< >
[ Check Al | [ Uncheck Al

Option #1: This option will assign a single funding string to all checked invoices.

Account Fund Dept Program Project Class
3100 233 534225 4 233E381
[ Assign Funding to all checked Invoices ]

Option #2: This option will return all checked invoices to the funding string that existed at time the invoic

[ Return all checked invoices to original values *

Check the invoices of interest,
click the “Return all checked
invoices to original values”
button under “Option #2”, then
click “OK” to return the invoices
to their original values.

Note that the term “original values” means the default funding string that is associated with
each MDS customer account, i.e. the original values brought into PAT with the transaction, not

any previous values that may have been entered.

Page 10
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Funding String Editing/Validation

When reallocating funding in PAT, the newly entered funding string is edited and validated before
being applied to your invoice(s). After you check the invoices to be reallocated and enter a new
funding string, it is validated upon pressing the “Assign funding to all checked Invoices” button.

In the case shown below, an error occurred after clicking the “Assign funding to all checked Invoices”
button. None of the invoices are successfully updated (as shown below in the circled text) because of
the funding error highlighted above the funding fields in the Option #1 boxes (again as shown below in
the circled text).

LOGOUT

0 invoices updated successfully

# Customer# &  Invoice# Invoice Amount Account Fund Dept Program Project Class Funding Total JET Desc &
1 MD02474 CE20067104101 $201.44 3105 233 534225 4 233E381 $201.44 MDS CE2(

2 MD0D2474 CYLODODO0D0OD1116068 $9.15 3105 233 534225 4 233E381 $9.15 MDS CYLC

3 MD02474 LO9-2831961 $44.98 3105 233 534225 4 233E381 $44.98 MDS LO9-

4 MD0D2474 L09-2831963 $76.62 3105 233 534225 4 233E381 $76.62 MDS LO9-

5 MD02474 LO9-3238011 $1,224.00 3105 233 534225 4 233E381 $1,224.00 MDS LO9-

6 [] MDD2479 SUBG4713 $728.36 3101 233 534225 4 233T576 $728.36 MDS SUBt
7 [0 MDoz2s06 CYLODODO00O1116069 $9.15 3105 144 534260 4 144MTO4 $9.15 MDS CYLC
8 [ MD02506 CYLODODO00O1117630 $6.82 3105 144 534260 4 144MTO4 $6.82 MDS CYLC
< >

[ Check Al | [ Uncheck Al

Option #1: Thi ing string to all checked invoices.

ChartField Error: MSN(EO4) Program invalid for fund/projectlD

Account Fund Dept Program Project Class
3100 101 534225 4 233E381
[ Assign Funding to all checked Invoices ]

In order to successfully update the funding, you must first correct the error and enter a valid funding
string. In this case the fund should have been 233 instead of 101 to be used with the specified
Project ID. Once the change is made, click the “Assign funding to all checked Invoices” button again
and the invoices will be updated successfully.

If you encounter any errors of this type, the funding errors with screen shots, explanations, and
suggested corrective action are documented and available on the PAT Help web page at
http://www.bussvc.wisc.edu/mds/PAT/PATHelp.html.
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Assign Many Funding Strings to Many Invoices

To assign more than one funding string to a number of invoices at a time (i.e. split more than one
invoice with the same percentage splits), choose the “Assign many funding strings to many invoices”
button from the main screen. This functionality is essentially no different whether using a parent
account or a specific MD number. The only difference is how many MD numbers you may see at one
time. When using a parent account, you can see the invoices for all the MD numbers assigned to that
parent. When using a specific MD number, you will only see the invoices that have posted for your
specific account, but all the screens will generally look the same.

1. After logging in, check the MD number or numbers that you would like to work with. In this
example, the three MD numbers shown below have been checked. If you have logged in with
a specific MD number, there will only be one available to check. Click the “Assign many
funding strings to many invoices” button.

UNIMERSITY OF WISCONSIN-MADISOMN

*  Pre-posting Allocation Tool

59 customers with invoices for usen@wisc.edu

Customerdf Default Dept | # of Invoices | Total Invoice Amount ™ Check the MD number
1| Omorzsiz 534255 1 $71.00 or numbers you would
2 |L]jMpoz456 534250 1 $345.08 like to work with and
3 [E\MDo2474 534260 g $293.49 click “Assign many
4 MDO2 475 534280 1 $124.64 fund.mg ftrlngs to many

invoices”.
5 N¥J| MD02 506 534285 4 $650.04
6| [J|MD0OS135 534200 4 $330.10
7 | [dMDo&137 534225 3 $1,207.52
g |[J|MDo& 139 534244 7 $o0.42
o | []|MD0s 141 534250 2 $227.53
10| O] MDO&E 143 534255 & $016.31
11| |MooE144 534253 2 $523.80
12| Moo 145 534265 T $45.52
13| 1 MDO& 146 534206 3 $97 20

| Checkall | | Uncheck Al

’ Assign a single funding string to many invoices l

’ Aszsign many funding strings to many invoices 4-]—

’ Feallocate funding one invoice at atime I

Page 12
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2. Select the invoices to reallocate by clicking on each check box next to the line number. You
can also click on the “Check All” button to check all invoices in the grid. Once the invoices are
checked, type valid funding distributions in the set of text boxes under “Option #1” (as circled
in blue in the screen shot below). Begin by assigning the percentage split to each funding line
and be sure to click “Save Split” before moving on to the next funding. You may enter as may
splits as you like as long as they total 100%. When finished, click “Assign Funding to all
checked Invoices”.

3

" Pre-posting Allocation Tool - THIS IS THE TEST PAT APPLICATION

# Customer# & Invoice# Invoice Amount{ Account Fund Dept Program Project Class Funding Total
1 | [0 | moozs0s CE20587135101 £23.23 3105 144 | 534260 4 144PW01 £23.23
2 E MDO2508 INVOO0O0D000178415 £75.57 2105 144 534260 2 144PW01 £75.57
3 (\ MDo2508 LO9-59965588 $444.36 2105 144 534260 4 144PwW01 £444.36
4 MDO2508 LO8-5995689 $347.07 3105 144 | 534260 4 144PW01 £347.07
) MDo2508 LO9-5995591 $62.70 2105 144 534260 4 144PwW01 $62.70
& \ MDO02508 LO9-50356320 £18.43 3105 144 | 534260 4 144PW01 £18.43
7 | O |MDozs0s LO9-6036321 $70.15 3105 144 | 534260 4 144PWW01 $70.15
g | [J | MDo2s08 LO9-5113598 $47.52 3105 144 534260 o 144PW01 £47.52
P |
[ checkall | [ Uncheck Al
Select the invoices to reallocate.
Option #1: This option will assign multiple funding strings to all checked invoices. Begin by assigning a percentage
Percent | Account Fund Dept Program Project Class

split to each line and enter as
many valid funding lines as

L desired. Click “Assign Funding
Press F2 to access funding string lists to all checked invoices” when
[ Asgsign Funding to all checked Invoices ] ﬁnished to I’eallocate the funding_

[ Edit |[ Delete || 50 3105 144 | 534260 4 144PWO0T
[SaveSpIit][ Cancel ] B0 || | | I (

3. If your update is successful, a note at the top of the screen indicating “x” invoices updated
successfully will be displayed (as seen below). Once the new funding is entered, the change
will be reflected in the table with the word “SPLIT” now appearing in the grid for those invoices
as opposed to the original funding. You may click the word “SPLIT” whenever it appears to
see the details of that split.

" __Pre-posting Allocation Tool - THIS IS THE TEST PAT APPLICATION

4 invoices updated successfully

# Customer# & |Invoice# Invoice Amount| Account Fund Dept Program Project Class Funding Total |
1 | [0 |MDo2s08 CE20587135101 §23.23 3105 144 | 534260 4 144PW01 £23.2311
2 | [ |mpozs08 INVODDO0000178415 §75.57 3105 144 1534260 3k 144P\W01 £75.57 |1
3 | [ |MDozsos LO9-3996588 £444.36 f SPLIT ) $444.36 |1
2 | [ |mDD2508 LO9-5996689 £347.07 SquCIicktDseesplitdetaill £347.07 |1
5 | [0 |MDpozsos LO9-59966591 §62.70 SPLIT $62.701
& | []|{mDoz2s08 LO9-6036320 £18.43 . SPLIT ) £18.43 |1
7 | [ |MDo2s08 LO9-6036321 §70.15 3105 144 | 534260 4 144PW01 £70.1511
g | [1 |Mpozsos LO9-6113598 47 .52 2105 144 534260 = 144PW01 $47.52 |1
- ;
[ Check Al | [ Uncheck Al

You may click the word “SPLIT”
whenever it appears to see the
details of that spilit.
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Reallocate Funding One Invoice at a Time

To assign more than one funding string to an invoice (i.e. split the invoice), choose the “Reallocate
funding one invoice at a time” button from the main screen. This functionality is essentially no
different whether using a parent account or a specific MD number. The only difference is how many
MD numbers you may see at one time. When using a parent account, you can see the invoices for all
the MD numbers assigned to that parent. When using a specific MD number, you will only see the
invoices that have posted for your specific account, but all the screens will look the same.

1. After logging in, check the MD number or numbers that you would like to work with. In this
example, the three MD numbers shown below have been checked. If you have logged in with
a specific MD number, there will only be one available to check. Click the “Reallocate funding

!

one invoice at a time”

LIM 7 OF

button.

A4 Pre-posting Allocation Tool

55 customers with invoices for usen@wisc.edu

Customerd#f Default Dept | # of Invoices | Total Invoice Amount| ™
1|0 \moi2sr2 534255 1 $71.599
2 MOGOZ2456 534250 1 $343.08
3 Doz474 534260 5 $293.49
4 Do247a 534280 1 $124.64
5 D2 506 534285 4 $650.04
4] MDOGE135 534200 4 $339.19
7 {OMoos137 534225 3 $1,297.52
g |[mDos13g 534244 7 $90.42
o [OMDos141 534250 2 $227.53
10| [J{MD0OG 143 534255 G £8146.31
11| [ |MD0& 144 534253 2 $523.80
12| [J|{MDo& 145 534265 1 $46.52
13| [ |MDo& 148 534208 3 $97.29| 4
[ Check Al | [ UncheckAl

’ Assign a single funding string to many invaices ]

’ Assign many funding strings to many invoices ]

’ Feallocate funding one invoice at atime h

Check the MD number
or numbers you would
like to work with and
click “Reallocate funding
one invoice at a time”.

2. Splitting an invoice requires working with one invoice at a time. Click on the invoice number of
the invoice you would like to start with as shown below. In this example, we will be choosing
the first invoice, CE20067104101. You may click the Customer#, Invoice#, or any of the other

column headings to sort the records. Clicking again will change the sort order.

: w % UMIVERSITY OF WISCONSIN-MADISON

¥ Pre-posting Allocation Tool
nvoice# & Customer#

1 CE20067104101

2 CYLOOD00D0O1116068
3 CYLOODO00D0DO1116069
4 CYLOODO0D0D01117630
5 L09-2831961

6 L09-2831963

7 L09-3238011

8 5UBG4713

Page 14

MD02474

MD02474

MD02506

MD02506

MD02474

MD02474

MD02474

MD02479

Invoice Amount Account Fund Dept

$201.44 3105 233 534225
$9.15 3105 233 534225
$9.15 3105 144 534260
$6.82 3105 144 534260

$44.98 3105 233 534225
$76.62 3105 233 534225
$1,224.00 3105 233 534225

$728.36 3101 233 534225

Program Project Class

4

4

4

233E381

233E381

144MT04

144MT04

233E381

233E381

233E381

233T576

Fun

Click the
invoice
number
to begin
the split.

$6.82 1
$44.98 1
$76.62 1

$1,224.00 1

$728.36 1
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3. After clicking on the invoice number, you are brought to the next screen (as shown below).
This screen lists the default funding assigned to that invoice. If you click the invoice number
on this screen, a new window will open displaying the detail of the items ordered on that
invoice and can help you in determining how to split the costs. You can split by either
assigning a percentage or an amount to each line. Click the “Edit” button next to the first line
of funding to begin.

! W‘!Z UNIVERSITY OF WISCONSIN-MADISOMN
¥ Pre-posting Allocation Tool

Invoice #: CE20067104101 Customer: MD0O2474
Amount Percent Account Fund Dept Program Project Class
Edit || Delete | 201.44 100.00 3105 233 534225 4 233E381

Save Split l [ Cancel ]

Invoice Amount: $201.44

Click “Edit”

Total Split Amount: ~ $201_44 to begin

In this example, we entered 50 in the “Percent” column to charge 50% of the invoice to the
listed funding string as shown below.

UNIVERSITY OF WISCONSIN-MADISON
Pre-posting Allocation Tool

Invoice #: CE20067104101 Customer: MDO02474
i You can
Amount Percemt Account Fund Dept Program Project Clq S |It b
| Update || Cancel | 20144 50 3105 233 | 534225 4 233E381 Pit by
percentage
Invoice Amount: 5201 .44 or amount
Total Split Amount: 5201 .44

Once you tab or click out of the percent field, the calculated amount you still need to assign is
highlighted as below. Enter another funding string or strings to account for the difference. Be
sure to click “Save Split” after each new funding string is added.

UNIVERSITY OF WISCONSIN-MADISON

Pre-posting Allocation Tool

Invoice #: CE20067104101 Customer: MDO2474
Amount Percent Account Fund Dept Program Project Class
[ Edit |[ Delete | 100.72 5000 3105 233 534225 4 233E381

_’fSave Split ] [ Cancel ]

Invoice Amaunt: 5201.44

Total Split Amount: $100.72

ﬁ Difference: $100_72 ™ These splits will only be used for billing if the Invoice Amount matches the Total Split Amount.

The difference that you still need to
account for is highlighted for you. Add
another funding string or strings to account
for the difference and click “Save Split after
each is added.
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There is no limit to the number of splits that an invoice can have. In this example, we choose
to only split the invoice twice by adding another funding string and clicking “Save Split”. You
can change any part of the funding string, but in this example only the Account Code has been
modified. Once you are finished entering splits, choose “Go Back to Invoice List” at the bottom
of the screen to return to the listing of invoices that you had selected.

UNIVERSITY OF WISCONSIN-MADISON
Pre-posting Allocation Tool

Invoice #: CE20067104101 Customer: MDO02474

Amount Percent Account Fund Dept Program Project Class
[ Edit |[ Delete | 100.72 50.00 3105 233 534225 4 233E381
[ Edit |[ Delete | 100.72 50.00 3100 233 534225 4 233E381

I Save Split ‘ [ Cancel l

Invoice Amount: 5201 .44
Total Split Amount: 5201 44

Once you are finished entering splits,
choose “Go Back to Invoice List”

Go Back to Invoice List <«uumm—

You are returned to the list of selected invoices as shown below and the invoice you just
completed is now marked “SPLIT” in the invoice grid. You may click on the word “SPLIT”
whenever you see it in the reallocation grid to view the details of the split.

i UNIVERSITY OF WISCONSIN-MADISON LOGOUT

¥ Pre-posting Allocation Tool
# Invoice# & Customer# Invoice Amount Account Fyfl Dept Program Project Class Funding Total JET Descrip
1 CE20067104101 MDO02474 $201.44 SPLIT 3$201.44 MDS CE200¢
2 CYLOOOODD01116068 MDO02474 $9.15 3105 233 534225 4 233E381 $9.15 MDS CYLOOC
3 CYLOOOODDOD1116069 MDO2506 $9.15 3105 144 534260 4 144MTO4 $9.15 MDS CYLOOC
4 CYLOOOOD0D01117630 MDO2506 $6.82 3105 144 534260 4 144MTO4 $6.82 MDS CYLOOC
5 L09-2831961 MDO2474 $44.98 3105 233 534225 4 233E381 $44.98 MDS L09-28
6 L09-2831963 MDO2474 $76.62 3105 233 534225 4 233E381 $76.62 MDS L09-28
7 L09-3238011 MDO2474 $1,224.00 3105 233 534225 4 233E381 $1,224.00 MDS L0O9-32
8 5SUBc4713 MDO2479 $728.36 3101 233 534225 4 23371576 $728.36 MDS SUB64;
< ¥

Go Back to Customer List

Click on another invoice number to begin the process to split the next invoice or choose “Go
Back to Customer List” to return to the main menu.
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Some Possible Errors

On the main menu, your MD number will be italicized and highlighted in red (as shown below) if at
least one invoice within that MD number contains error. For more information if you encounter any
errors; screen shots, explanations, and suggested corrective action are documented and available on
the PAT Help web page at http://www.bussvc.wisc.edu/mds/PAT/PATHelp.html.

A Pre-posting Allocation Tool

SLNustomers with invoices for user@wisc.edu

‘:ustumer# Default Dept | # of Invoices | Total Invoice Amount| ™
111 i00g139 534255 1 $71.99
2 |0 MDoz458 534250 1 $343.08
3 | [1|MD02474 534260 5 F293 45—
4 | [J|MD0O2479 534280 1 $124.84
5 |[d|mpo2506 534285 4 $650.04
6 |[dMDo&135 534200 4 $338.19
7 | MDos137 534225 3 $1,207.52
g |dMDo&130 534244 7 o042
o | [ {MDo&141 534250 2 $227.53
10| ] MDoa143 534255 5] F516.31
11 [ mooa144 534253 2 $523.80
12| [J|MD0E145 534265 1 $4a.52
13/ [ mDoa148 534206 3 $97.29 .
| Checkall | | Uncheck Al

[ Azsign a single funding string to many invoices

[ Assign many funding strings to many invoices

[ Feallocate tunding one invoice at atime

—

On the main menu, your MD
number will be italicized and
highlighted in red if at least
one invoice within that MD
number contains an error.

To view and correct any errors, check the MD number and choose “Reallocate funding one invoice at
a time”. All errors will be italicized and highlighted in red as shown below. In this case, the first
invoice has a split where the sum of the amounts does not equal the invoice amount. You can view
the error by “mousing” over the red highlighted and italicized text for an explanation.

UNIVERSITY OF WISCONSIN-MADISON
Pre-posting Allocation Tool

Invoice# &

CYLOODDD001116565

CYLOOD00001116566

CYLOODDD001116567

CYLOODD0001116568

CYLOODDD001116569

CYLOO0D0001116570

CYLOODDD001116571

CYLOODD0001116572
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Customer#

MD09139

MD09139

MD09139

MD09139

MD09139

MD09139

MD09139

MD09139

Invoice Amount Account Fund

$09.15
$0.15
$09.15
$0.15
$9.15
$0.15
$9.15

$9.15

3105

3105

3105

3105

23105

3105

23105

3105

Dept
136 534204
136 534204
136 534204
334204
534204
136 534204
136 534204

136 534204

Program Project Class

4

4

4

LOGOUT

Funding Total JET Des

£7.78 MDS CYL
ERROR: Invoice Amount DOES MOT match the Funding
Tokal

$9.15 MDS CYL

$9.15 MDS CYL
$9.15 MDS CYL
$9.15 MDS CYL
$9.15 MDS CYL

$9.15 MDS CYL

Choose “Reallocate funding one invoice at a time”
and hover your mouse over any red italicized and
highlighted text to view the error.
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Click on the invoice number to fix the reallocation and in this case, add a split to get rid of the
difference as shown below. Choose “Go Back to Invoice List” to see that the error is no longer
indicated in your invoice list.

UMNIVERSITY OF WISCONSIN-MADISON
Pre-posting Allocation Tool

Invoice #: CYLODOO000T116565  Customer: MDO9139 Add a split to cover the
Amount Percent Accoumt Fund Dept Program Pr| difference and choose “Go
[ Edit ][ Delete ] 778 8500 3105 136 534204 4 Back to Invoice List” to see

that the error is no longer

Save Split | [ Cancel S . T
(Save Spit ] Cancol | indicated in your invoice list

Invoice Amount: $9.15
Total Split Amount: $7.78
Difference: %1.37 ~ These splits will only be used for billing if the Inveice Amount matches the Total Split Amount.

Go Back to Invoice List

The other red highlighted and italicized invoices have invalid funding as shown below. If you do a
mouse-over on a record that has an error, you will see an indication of what the problem is. In the
case below, the message says “This funding string is invalid”.

7 CYLOOOOOD01116571  MDO9139 $0.15 3105 136 534204 J4

8 CYLOOOOOD01116572  MDO9139 $9.15 3105 136 534204

9 CYLOOOOOD01118281  MDO9139 $6.82 3105 136 R O Rl e DT
10 CYLOODOO001119170  MDO9139 $6.82 3105 136 534204

11 CYLOODOO001119602  MDO9139 $6.82 3105 136 534204

12 CYLODOOOD01119605 MDO9139 $6.82 3105 136 534204

13 CYLOOOOO001119679  MDO9139 $6.82 3105 136 534204

<

Click on any of the problem invoices to drill into the row with the invalid funding and update it to
correct the error. Choose “Go Back to Invoice List” to see that the error is no longer indicated in your
invoice list and to continue.

UNIVERSITY OF WISCONSIN-MADISON

Pre-posting Allocation Tool

Invoice #: CYLOQOOOQOOT116572 Customer: MD0O9139

Amount Percent Account Fund Dept Program Project Class
| Update || Cancel |l9.15 100.00 3105 136 | 534204
Invaice Amount: $9.15
Total Split Amount: $9.15

Go Back to Invoice List
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