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Performing the Plan of Financial Adjustment Process in FI$Cal 1.0
Supplemental Job Aid
[bookmark: _GoBack]

Date: 12/9/2014

Target Audience: GL Reporter  

Purpose: This Supplemental Job Aid provides instructions on how to prepare a Plan of Financial Adjustment (PFA) Transfer Request for remittance to the State Controller’s Office.

The Plan of Financial Adjustment Transaction Request Report summarizes the results of Labor Distribution, Cost Allocation, General Ledger Journals, and Accounts Payable Vouchers reversed from the Clearing Account and allocated to direct appropriations and programs. For FI$Cal implementation Waves 1 and 2, the amounts on the PFA report must be transferred to a Transaction Request Form and sent to the State Controller’s Office (SCO).  
The ideal time to order the PFA report is after the month has closed to ensure no additional expenditure activity will post, but the report can be order prior to the month-end closing process.  



Step 1: Navigate to the Plan of Financial Adjustment Report page:
· Navigation: Main Menu  FI$Cal Processes  FI$Cal Reports  GL Reports  Plan for Financial Adjustment. Click the Add a New Value tab. 
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Step 2: Create a Run Control ID. Click the Add button. 
The Run Control ID will be saved and can be accessed for future report requests. (To access a saved Run Control ID, go to the Find an Existing Value tab, enter the saved “Run Control ID” in the Prompt Box or the click Search button, and select the saved Run Control ID).   
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Step 3: Enter the required details in the “Business Unit”, “Fiscal Year”, and “Period” fields. This report will return monthly activity only. The balances for this report are not cumulative. Click the Run button. 

[image: ]



Step 4: On the Process Scheduler Request page, click OK.  
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Step 5: The Plan of Financial Adjustment Transaction Request Report page will now display a Process Instance Number. Note the Process Instance number for future reference. Click the Process Monitor link.
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Step 6: Periodically click the Refresh button until the Run Status displays “Success” and the Distribution Status displays “Posted”. Click the Go Back to Plan of Financial Adjustment link.  
[image: ]
Step 7: On the Plan of Financial Adjustment Transaction Request Report page, click the Report Manager link.  
[image: ]
Step 8: On the List tab, click the Report ID ZZ_GL_FINADJ-ZZ_GL_FINADJ.xls link which corresponds to the Process Instance number noted in Step 5.
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Step 9: Click the ZZ_GL_FINADJ.xls link to open the newly generated report.
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[image: ]

Verify:
· All debits and credits sum to zero.
· Debits and credits by Fiscal Year sum to zero.  
· Administration and Distribution Administration sum to zero by Fiscal Year (if this appropriation is applicable to your Business Unit).
If the PFA report fails any of the above verifications, please call the FI$Cal Service Center for further assistance.
Transfer the amounts from the PFA Report to a Transaction Request and remit the Transaction Request to SCO per your current business process. A Journal Entry from SCO will be returned to your Business Unit after the Transfer Request has been processed. Upon receipt of the PFA Journal Entry, no additional accounting transactions are needed because the State Cash Account is debited or credited in FI$Cal prior to the SCO Journal Entry.  
The amounts on the PFA Report are displayed at a summary level. To view the Labor Distribution Journals, Cost Allocation Journals, General Ledger Journals, and Accounts Payable Voucher transactions for each ChartField combination on the PFA Report, run the ZZ_PFA_TRANSACTIONS Query found on the Query Viewer page. 


Instructions to run the query are as follows:
Step 1: Navigate to the Query Viewer page:
Navigation: Main Menu  Reporting Tools  Query  Query Viewer. Type “ZZ_PFA_Transactions” in the “begins with” prompt box. Click the Search button.
[image: ]

Step 2: Click the desired choice of report format:
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Step 3: Populate the “Fiscal Year”, “Accounting Period”, and “Business Unit” fields. Click the View Results button. 
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The results of this query will equal the amounts on the PFA Report. 
The report can be reviewed in Excel format. In order to review this report in Microsoft Excel, click the Excel Spreadsheet link next to the “Download result in:” field.
You may also export this report in CSV and text file formats. These formats will have reduced capabilities for sorting/filtering.
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