Multi-Year Staging Encumbrance (CT) Quick Reference Guide

Introduction
On the Accounting Line of the BP54 contract (CT) document, you can set up multi-year staging to
encumber funds across several years.

The process for setting up the staging includes inserting several accounting lines, entering several
different fiscal years and selecting two different sets of event types

¢ PRO5 to encumber funds for this year and PR08 to encumber for future years
e PRO7 to unencumber funds for this year and PR88 to unencumber for future years
NOTE: Be sure to populate the Budget FY field on the accounting line, instead of the Fiscal Year field.

State of Maine Policy

The following workflow rules apply:
o the Dept/Agency Approver
e the Procurement Services

For more information on this topic, please refer to the 303 Procurement Contracts training book on the
OSC website.

Creating a CT document

1. Login to Advantage. ]
(step not shown)

+

. Message Center
2. Navigate to the

Document Catalog. Search

Page Search

Document Catalog 2

Report Search

F

History

+ Favorites

+

Administration
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3. Select Create.

Document Catalog

Create] 3

w Document ldentifier
Code: ﬁ Unit :
Dept. : I :

b User Information

b Document State

Browse Clear

Open Validate Submit Copw
Code Dept. Unit ID Comments Version Function Phase Status Date UserlID Amount
First Prev Next Last

Menu

Active

4. Enter Document
Code.

5. Enter/select the
following
information:

a. Dept
b. Unit

c. Auto
Numbering

6. Select Create.

Document Catalog

Fhk
= Document ldenti

Search

Unit : [yyF0q 5b

I0:

Code: o7

Dept. : (104

= Other Options

Auto Humbering : [

Create Template: [

7. AnewCT
document should
open.

NOTE: The CT

document can also

Contra-:’t:CT]‘ Dept: 104 1D: 20110511000000001419  Ver: 1 Function: New  Phase: Draft
Document Navigator [x]

Header

Renewal Period

[N s BBl Contract Details | Reference | Requestor Issuer Buyer || Mo

Accounting Diztribution

be created through vend | T th =
endaaor ocument Name: =
the Procurement
workspace.
2
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10.

Enter a brief
description of the
contract in the
Document
Description field.

You can use the
Document Name
field to put
additional
information
regarding the
contract, if
desired.

Enter 15 [SC] in
the Procurement
Type ID field or
click the Pick list;
this is a required
field.

Click the
Requestor
Issuer Buyer tab.

11.

12.
13.

Select a
Requestor ID
from the pick list.

Click Save.

Select Vendor
from the
Secondary
Navigation panel.

Document Information

“—Iio'—

(e = EINNTGLN TGV Coniract Details | Reference | Requestor Issuer Buyer | Modification | Exdended Description | Default Shipping/Billing | Reporting | Fixed Asset Intent Refere]

Document Name:

Award Status: | Active

v

PCard ID: 4|
Record Date: B =
PCard Exp:
Budget FY:
Procurement Folder:
Fiscal Year:
Type:
Period:
9 Procurement Type ID: |13 4|
Document Description: | Enter Description of the Gontract Effective Begin Dat =
ive Begin Date:
Actual Amount: 50.00 Expiration Date: =
Closed Amount: 50.00 Hearing Date: /|
(Er=PTE Authorization Date: =
Supplier Received Date:
Procurement Initiation Date: )
Open Amount:  $0.00 . ~
Cited Authority: |
Open Accrual Amount: 30.00
E 1Dz
Not to Exceed Amount: | 5000 scrow 3'
[ Accounting Profile: &
Terms Template: &
Confirmation Order: [
Document Navigator I
il | | ieader

Header
Renewal Period

Accounting Distribution

‘Vender 13
Business Type
Commodity
Commodity T & C
Accounting
Posting

Sub Vendor

Terms and Conditions.

Issuer ID: | kziemer2

EReques!or 1D: | jook

Name:  Joo Kook

Phone llumber:

Email: | joo.kook@egi.com

Requesting Dept: | 05C

&

General Information | Contract Details | Reference [CECIERIC: IV odification | Extended Description | Default ShippingiBilling | Reporting | Document Information

Ld

B [

Buyer Team:
Buyer:

Aweard Officer Name:

Award Officer Phone llumber:
Award Officer Phone Extension:

Award Officer Email:

Special Instructions
Award Details
Surety/nsurance

Supporting Decuments

B save || % unde
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14.

Select or enter a
Vendor

Vendar Line Verslor Cusiomer Legal Hame Line Amount Todined d
Customer. o T
Accounting Datrtuton Frem 110 1 Tomst 1 Getming ,_ [Gey
15. Select or enter an | |77 —
Commenny | 17 p Lt M |
Address Code oo | a

16.
17.

(or let the default
infer).

Click Save

Select
Commodity from
the Secondary
Navigation panel.

v...e.., eR—

Legal Name:

Alas0BA:

Vensor Contact B0: | V010000177722

Vendor Contact Mam:

Vender Conpet Phone:

Vendar Cortaet Phore Ext:
Vendor Contact Lmait

Secondary Reason:

Moaified: 1

18.

Select Insert
New Line.

Line

Commodity

From 0 to 0 Total: 0

CL Description Line Amount

Open Amount

LN Wy e BN Reference | Shipping/Billing | Specification | Matching | Retainage || Tolerance | Discount || Worksites
CL Description: ﬂ Maintena
=

T&C Temp|

Warehouse: 4 |
— Fixed Ag

Commodity: E
ity | Lock Order Spj
SieckiiiemiSuring & Lock Catalog List P|
Supplier Part Number: | Allows Promaotional Pri

Line Type: I—L, Vendor Preference L
Quantity: Inactive I
Unit: 4| Commeodity Sp

Unit Price:

18

Discounted Unit Price:

=4 Inzert New Lins | [24 Insert Copied Line | Ef Edit with Grid

19. Select Or enter a (5eneri‘i|‘i|;}(;r.mation Refe ation | Matching | Retainage | Tolerance | Disco orksites

CO mmo d Ity CL Description: |Health Care Conter Services = Maintenance: -
C d E T & C Template: |
0 e Viarehouse: &
Fixed Asset: [

Commodity: 92247

Lock Order Specs: [
20. Enter [Ex'gended S = i
Description of ——
Servlce to be ELrEReEa s | Vendor Preference Level:
Line Type: WE Inactive Line: [

performed

Quantity: 000000 Commodity Specs: =]
(Scope). # |
Unit Price:  30.00 j
21 Set L| ne Type Of Discounted Unit Price: 50.00 Extersied Deseription: Shannon Kng. Agreement Adrin. [
Serv'ce List Price: | 50.00 &l
Contract Amount: | 520,000.00 E Non-Reserved Funding Open
Service From: | 08i11/2011 Amount Total:
22 Enter CO ntraCt El o P F'! Item Sub Total: $20,000.00 &

Am 0 U nt A save | ¥ Undo | [E4 Insert New Line | [B4 insert Copied Line ‘ BE Edit with Grid

Related Actions +
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NOTE: This amount
must equal the sum of all
accounting lines.

23. Enter Service
From.

24. Enter Service To.

NOTE: This date will
determine how many
future fiscal years you
need to create
accounting lines for.

25. Click Save to
infer fields,
including the CL
Description.

Click the
Shipping/Billing
tab.

26.

27. Enter the
Shipping
Location and
Billing Location

fields.

Select
Accounting from
the Secondary
Navigation panel.

28.

Document Navigator
Header

Renewal Period
Accounting Distribution
Vendor

Business Type
Commaodity
Commodity T & C
sczauntng
Posting

Sub Vendor

Terms and Condtions
Special nstructions

Award Details

Supporting Decuments

x

Conmodly,
Line Commodity CL Description Line Amount Open Amount Closed Amount
1 94847 Health Care Center Services $30,000.00 50.00 5000 No
From 1o 1 Totak 1
General Information | Reference Specification | Watching | Retainage | Tolerance | Discount | Worksites
Sh\ppmg Location: | 104117 | 4R/ Bleg Location: [10421 &
DHHS MECDC DHHS Augusta - Whitten Road
268 =i, Sth Floor Key Flaza 268 Whitten Road
11 State House Station 11 Stats House Station
Augusta Augusta
ME uE
04333 04333
us us
Shipping Method: | Additional Info: =]

B [

Free On Board:

State of Maine Advantage Training
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29. Select Insert

New Line.

Line

From 0 to 0 Total: 0

Line Amount

Line Open Amount

[N IR RGOl Reference | Fund Accounting | Detail Accounting

Fixed Asset

Event Type:
Accounting Template:

Line Description:

Line Amount:

&
h A

o

Nu
Reserved Funding: ﬂ
ine Closed Amount:
29 ha T lonead Nata- Ly
24 Insert New Line | [Zq Insert Copied Line | | EA Edit with Grid |
[ Copy | validate | | £1 Submit| | [3 Discard | am Vie

30.

31.

32.

33.

34.

Enter the Event
Type—use
default PRO5,
since this
accounting line is
for the current
year.

If you have an
Accounting
Template, please
enter it here. If
not, you can skip
this field.

Enter Line
Amount.

Enter the fiscal
year in the
Budget FY field.

Click the Fund

34

H save | 5} unde |

[CELEIEINN GG Reference | Fund Accounting || Detail Accounting | Fixed Asset Intent Reference | Payment Details

Event Type: |PROS
Accounting Template:

Line Description:

Line Amount: | 10000
Reserved Funding:

Line Closed Amount:

&

M

30

33 Budget FY

[24 Insert New Line | [Z¢ Insert Copied Line |

&1 31

12020

Fiscal Year:

Period:

Freight %:

Modified

32

Number of Attachments

: No

0

Qutyear Adjustments

Amount

Eé Edit with Grid

Accounting tab.

State of Maine Advantage Training
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35. Populate the

. General Information | Reference A EXTLGWE Detail Accounting | Payment Details
following fields
Fund: 010 4| Object: | 4042 4| OBSA: &
 Fund e N *
Sub Fund: 4 Sub Object: & Sub OBSA: &)
[ Department Department: 102 3\ Revenue: ﬁl Dept Object: $|
Unit: 2313 4 Sub Revenue: & Dept Revenue: &
b Unlt Sub Unit: 01 & BSA: &
. Appr Unit: & Sub BSA: &
e Sub Unit - -

e Object
e Appr Unit

36. Click the Detail
Accounting tab.

37. Populate the
below fields, if

. 38
appllcable Line Line Amount Line Closed Amount Line Open Amount Modified Referenced Line Amount Event Type -
) 1 $10,000.00 50.00 $10,000.00 Ho 50.00 PROS 1)

e Location (for Fixed || coube]
Assets) e
General Information | Reference | Fund Accounting Payment Details ﬂ

° Program Location: & Reporting: a&| Major Program: &
Sub Location: & Sub Reporting: & Program: &
¢ Phase (for Activity: & Task: & Phase: &
P FOJ eCtS) Sub Activity: & Sub Task: & Program Period: &
. Function: & Task Order: &
e Program Period &

(system will infer
default value)

=] Save‘ %3 Undo | (24 insert New Line| [« Insert Copied Line‘ E# Edit with Grid

Creating Future
Fiscal Year
Accounting Lines

38. Click the copy
icon to
create the 2™
accounting line.

39. Click Insert
Copied Line.

40. A new line is
added.

Line Line Amount Line Closed Amount Line Open Amount Modified Referenced Line Amount Event Type

41 C||Ck the General 1 $10,000.00 $0.00 $10,000.00 Mo S0.00 PROS ju]
. 0 $10,000.00 50.00 No S0.00 PROS i
Information tab. cowme| (o]

= Lstview
General Information | Reference | Fund Accounting RESENFIRGITYE Payment Details

State of Maine Advantage Training 7
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42.

43.

44,

45.

46.

Since this 2™
accounting line is
for a future fiscal
year, replace the
value in the
Event Type field
with the future
event type [PRO8
or PR88 if funds
are to be
unencumbered].

Replace the value
in the Budget FY
field with the 2"
fiscal year.

If any of the
accounting
structure changes
for this year, then
navigate to the
Fund Accounting
or Detail
Accounting tabs
to update a value.
(step not shown)

Click the copy
icon to
create the 3"
accounting line.

Click Insert
Copied Line.

H Sa\ne| 5 Undo‘

Line Line A

From 1 to 2 Total: 2

mount
$10,000.00
$10,000.00

Line Open Amount Line Cloged Amount Modified ~
$10,000.00 $0.00 No By m
$10,000.00 $0.00 No 45 By m

Show Lines: Gotoline:| | Go|| Exportto CSV
= List View

et CIEIRL T B Reference | Fund Accounting Detail Accounting | Fixed Asset Intent Reference | Payment Details ﬂ

Event Type:

rros || 42

43 |Budget Fy: [2021

Accounting Template:

Line Description:

Line Amount:

Reserved Funding:

Line Closed Amount:

$10,000.00

Mo ﬂ

= §0.00

Line Closed Date:

Line Open Amount:

Referenced Line Amount:

4| Fiscal Year:
Period:
Freight %: | p_ooo0
Modified: Mo
Number of Attachments: 0
Qutyear Adjustments

Amount:

Obligation Amt Adjusted for 510,000.00
Outyear:

: §10,000.00
x 50.00

Related Accounting Line:

46 v

=+ Insert New Line | | [ Insert Copied Line | | 54 Editwith Grid |

3 Cony |

B Validaie| 3] 5uhni1| & Discam|

== View PDF | | (2 Print | | Processing= Womﬁuw| Filew | | E§ Close |

State of Maine Advantage Training
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47.

48.

49.

50.

51.

NOTE:
should not be created for
fiscal years beyond the
end date of the
commodity line.

52.

A new line is
added.

Since this 3"
accounting line is
for a future fiscal
year, ensure the
Event Type field
reflects the future
event type [PRO8
or PR88 if funds
are to be
unencumbered].

Replace the value
in the Budget FY
field with the 3
fiscal year.

If any of the
accounting
structure changes
for this year, then
navigate to the
Fund Accounting
or Detail
Accounting tabs
to update a value.
(step not shown)

Repeat Steps 38
to 50 for any
additional future
fiscal year
accounting lines.

Accounting lines

Select Validate. If
the system
returns error
messages, make
the appropriate
corrections and
Validate again.

. Total Lines: 3 _Line: 0_ Line Amount: $10,000.00 _Line Open Amount: D

Line Line Amount Line Open Amount
1 $10,000.00
2 §10,000.00
o §10,000.00
47
From 1103 Ti

Line Closed Amount

$0.00 No
$0.00 No

~
B o
B @
B

Show Lines: Gotoline:[ | Go| | Exportio CSV

felo G IR g ELLL | Reference | Fund Accounfing || Detail Accounting | Fixed Asset Intent Refarence | Payment Details

= List \View
A

Event Type:
Accounting Template:

Line Description:

Line Amount:
Reserved Funding:

Line Closed Amount:
Line Closed Date:

Line Open Amount:

] Save || 5, 52 [=4 Insert New Line | [E4 Insert Copied Line

PROG &l 48

$10,000.00

Ho ﬂ

49 Budget FY: 2022

Fiscal Year:
Period:
Freight %: | 0.0000
Modified: Mo

Number of Attachments: 0
Qutyear Adjustments
Amount:

Obligation Amt Adjusted for
Qutyear:

Related Accounting Line:

= EditwithGrid|

3 Comy |

B Valid.ﬂe| 7] 5ubrri1|

[5 Discard |

= View PDF | | (2 Print | | Processing= Wamﬁw.«v| Filer | | E3 c.lase|

State of Maine Advantage Training
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53. Click Submit.

Ed Edit with Grid

M [24 Inzert Copied Line|
|} Dizcard |

r Save| =% Undo | =4 2 53
[h Copy |

‘-.-fal'rdate| Ed E-ut:-m'rt|

54. The document
has been
submitted but is

pending approval.

55. Click Posting
from Secondary
Navigation panel.

Jigw &1 1 of 1] Document =ubmitted zuccessfully - Pending Approval g4
Contractl:CT]| Dept: 104  1D: 201102811000000000113  Ver: 1 Function: New Phase: Pending
DO = gato
Header

Renewal Period
Accounting Diztribution
Vendor

Buzinezz Type
Cormrmodity

Commodity T& C

Accounting

Posting 55

Sub Vendor

Termz and Conditions
Special Inztructionz
Award Details
Surety/ingurance

Supporting Documents

56. To view the
posting lines,
click the eye icon
to view posting
details.

- R Debit Posting Debit Posting Name Debit Amount
Credit Posting Credit Posting Hame Credit Amount
PO0S Encumbrance §10,000.00
1 Standard . Res Encumbrance siwooooo T

From 1 to 1 Total: 1

Go to line: l_ﬂ

57. Review the
information in the
General
Information tab.

58. Click the Fund
Accounting tab.

T T Debit Posting Debit Posting Hame Debit Amount
Credit Posting Credit Posting Hlame Credit Amount
1 Standard POOS Encumbrance $10,000.00
andar FO0G Res Encumbrance $10,000.00
e

e el Gy ELGO Il Fund Accounting || Detail Accounting n
Run TimeiDate: 0&/11/2011

Record Date: 08/11/2011

Journal Posting: Not Ready

Budget FY: 2012
Fiscal Year: 2012
Period: 2
Budget Posting: Posted Post Pair ID: A
Bank Account: Line Amount: $10,000.00
BSA Type Indicator: Posting Amount: $10,000.00

OBSA Type Indicator: Equity Closed Amount: 50,00

State of Maine Advantage Training
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59. Review the
accounting string.

Credt Amount

60. If you populated
values in the
Detail Accounting
tab, then click the
tab.

(step not shown)

61. Click Accounting | [
to switch R

accounting lines et gt
and view the -
corresponding —T —T—TT— __
Posting line. '
(step not shown)

62. Click Close to
return to the
Document
Catalog.

$10.000.00

Sub B&A:
0B3A: 0212
St DB5A:
Dept Object:

Dept Revenue:

Verification Tables
To locate the contract, you can navigate to the Contract Catalog (CNTCATLG).

State of Maine Advantage Training 11
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