Steps to Correct Incorrect Programs

Step 1: Identify the Source of the Incorrect Program for your Agency

Use the FIN Ledger Inquiry to identify the source of the program value that was used
incorrectly for your agency. Use FINJA060 Job Aid: Inquiring on Ledger Balances for
more information.

General Ledger>Review Financial Information>Ledger>Ledger Inquiry

If this is your first time using this inquiry, you will need to enter a new Inquiry Name.
The inquiry name should be no more than 30 characters and cannot contain spaces. (Use
underscoring if necessary.) Otherwise, click “Find an Existing Value”:
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Complete the “Ledger Inquiry Criteria” page:

Unit = STATE
Ledger = ACTUALS
Year = 2009

From Period = 1

To Period = CURRENT PERIOD

Department To = Three letter agency code (i.e. OBM) + percent (%) sign (i.e.
OBM%)

Program Code = Program code you are searching for
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Enter ledger, period, and ChartField selection criteria. Click on one of the Summarization hyperlinks located in the lower
right side of the page to execute the query.
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Click on Right Side: Sum by Period, Account, Dept.

Drill down by clicking on Details
Drill down again by clicking on Activity

You will be able to review how the program code was used in error. Then
proceed to appropriate document correction.



Step 2: Correct the Inaccurate Program

e If the incorrect program(s) are from vouchers, follow this chart to correct them to the

correct program(s) for your agency. If you need to close, delete or reverse the
original voucher a new voucher will need to be created with the correct coding.

Voucher Status

Action Required

If a voucher is posted, is paid,
AND references a Purchase
Order...

Enter a reversal voucher to
restore the Purchase Order AND a
new, correct, voucher to correct
the coding

If a voucher is posted, is paid,
AND does not reference a
Purchase Order...

Enter a journal voucher to
correct the coding.

If a voucher is posted, is not
paid, AND references a
Purchase Order...

Enter a reversal voucher to
restore the Purchase Order AND a
new, correct, voucher to correct
the coding

If the voucher is posted, is not
paid, AND does not reference
a Purchase Order...

Close the voucher and reenter a
correct voucher.

If the voucher is not posted,
not paid, AND references a
Purchase Order...

Delete the voucher and reenter a
correct voucher.

If a voucher is not posted, not
paid, AND does not reference
a Purchase Order...

Delete the voucher and reenter a
correct voucher.

e If the incorrect program coding is from the HCM payroll journal, you must correct
the journal. Then work with your HR department to edit the combo code(s) that are
using the wrong program. Please refer to the General Ledger Payroll Corrections
Manual found here: http://www.obm.ohio.gov/mppr/FIN-HCM%20Handbook.pdf

Step 3: Contact OBM for Training if Necessary

If you need help with the cleanup of your program coding, please contact Alana
Haberman (Alana.haberman@obm.state.oh.us) or Erica Thomas
(Erica.thomas@oaks.state.oh.us) to schedule training for one-on-one assistance.
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