& CORE Correcting Accounting Period on
PRLID

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 PRLID 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 "éWEkumetc 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 ]
. NNE :
1. Enter your ID in User | |/ idvantage ,
ID field.
2. Enter your password
in Password field. = . ﬂ
d gm A:;z;::\;fezbm‘jcﬂ CGlI Technologies and Solutions Inc.
3. Click Login. T |
Advantage Home — |
Page appears.
Done @ Intemet | Protected Mode: Off v ®R10% -
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Search for rejected PRLID to make corrections

Search for Rejected PREXP to make correction

Step

Image

Log on to CORE.

Enter your user ID in
User ID field.

Enter your password
in Password field.

Click Login.

TTANM Shdvantage

The Home Page
appears.

Type PRLID in the
Jump to field.

Click Go.

Welcome to

CORE

Colorado Operations Resource Engine

A
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The Payroll Internal
Document (PRLID) 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.

tage - Windows Internet Explorer prowided by CGIUS o O

Select the rejected
PRLID document ID.
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5 AV Advantage Windows Intemet Dilorer rovided by GGl US = ra |

The document now
displays with error
messages.

Go to the Header tab.

Under General -
Information update = .
the Period to reflect
the open accounting
period.
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Go to the Accounting
tab.

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