& CORE Correcting Accounting Period on
PREXP, PRLNP and PRLIA

Process

The payroll process involves the creation of multiple documents from the
PAM/HRM cycle. The documents generated by PAM are the payroll expenditure
(PREXP), payroll internal document (PRLID), payroll net pay (PRLNP), and payroll
liability (PRLIA). The document generated by HRM is the payroll expenditure
correction (PREXC). The objective of this document is to show users how to
correct an accouting period in the PREXP, PRLNP and PRLIA document.

The PREXP, PRLNP, PRLIA and PREXC documents are laid out the same. Upon
opening the documents you will see a header tab, accounting tab, and posting
tab. The PRLID has all of the previous listed tabs in addition to a vendor tab.
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Below are the steps to navigate to Advantage

Correcting Accounting Period on

Log On
Step Image
Log on to Adva ntage X "QWEI(Ometc AMS Advantage: LOGIN - Windows fnfemet Explorer provided by CGI US ! ; - . =] =&
] https://codpa-npd.hostams.com:1443/webapp/DE1FINLJ1/Advantage;jsessionid=0000_CO2cYNPIYRyBrp-j9j9QZ1:-12timeoutReload=truellogout=true E ]
. NAMS :
1. Enter your ID in User TRV S dvantage ,
ID field.
2. Enter your password
in Password field. = . ﬂ
d gm Az;z;::\;féi?:jﬂZ CGlI Technologies and Solutions Inc.
3. Click Login. |
Advantage Home |
Page appears.
Done @ Intemet | Protected Mode: Off v ®R10% -
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Search for rejected PREXP to make corrections

Search for Rejected PREXP to make correction

Step Image

Log on to CORE. [TV

Enter your user ID in
User ID field.

Enter your password
in Password field. ]

Click Login.

The Home Page
appears.

Type PREXP in the
Jump to field.

Click Go.

Welcome to

CORE

Colorado Operations Resource Engine

A
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(25 AMS Advantage - Windows Intermet Expiorer provioed by CGI US L= @ e

The Payroll e —
Expenditure (PREXP)
on document
catalogue appears.

Enter your
department and doc
ID in the search bar.

If you don’t have the
document ID:

Go to Document State
and from the Status
pick list select
Rejected.

Click Browse.

Select the rejected
PREXP document ID.

Page 4 of 7
© 2016 Proprietary and Confidential



A CORE

Correcting Accounting Period on

PREXP, PRLNP and PRLIA

The rejected
document now
displays with error
messages.

snsacton net MoWED (41558)

I
e v T ey 21

ding Line: 1 Line Amouniz §730 56 Event Type: HR31

i

i [3 Discard @ Prina | | Processing = | Werklew - | | Fin

Go to the Header tab.

Under General
Information update
the Period to reflect
the open accounting
period.

Accounting Toksi Lines: | Accounting Line: 1 Line Amount: §730 5 Event Types HRO1
Posting TotsiLines: 1 _Posting Line: 1
b Copy| ) Vabaate| [} Suwmst| [ Discars & P | [Processing = | [ viaktow = | [Fie~ | [
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Go to the Accounting
tab.

Under General
Information update
the Period to reflect
the open accounting
period.

Pl Save | % Undo | [ insact pew Line || [2 insent Copied Line
Posting ot Lines: 1 _posting Line: ¢

(5 Com| [ e [ Subrt] [t e | & Pt | [ Frscesamg | [ vt~ [Fin =] [0 6

Select Validate.

& AMS Advantage - Windaws Intemet Explarer provided by CGI US

& hipe. cope-npd hostame.com 1443 wehspp/ SYSFNLL Adantage

[P Sove | 5 Undo | [ Insest Hew Line | | [, Insent Gepied Line |

Total Lines: 1 Pasting Line: 1

(3 comy | |2 vaiate | |£3 swtmit | |Gy Discses & Prot | | Processing - | | ok
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Select Submit. =

@ Pt [Procsssing =
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