TEM Support Announcement

Date: September 12,2013
Topic: Workarounds for “Account code is required” error when using Fast Index and Activity code

Why have | received an “Account Code is required” error message in TEM?

If you are in the General Information window, entering a Funding Default that has both a Fast Index and an

Activity code, you will get an error message that looks like this:

An error has occurred.

ERROR* Account code is required.

0K

Note that this error only occurs in the General Information window (the first data-entry window when entering a
TA or TR). It does not occur if you update the Funding string for individual expense items while in the Expenses
window — in that window, you can enter both a Fast Index and an Activity code without getting this error.

This is a known defect which should be fixed in a future TEM upgrade. Meanwhile, the following
pages show two different workarounds that will allow you to avoid this error.

All announcements can be found on the TEM website: www.wwu.edu/bs/travel/tem
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Workaround #1: Use equivalent Fund-Orgn-Prog on default funding string

You can enter a Funding Default with an Activity code, but only if you omit the Index. Remember, the Index is
just “shorthand” for some combination of Fund, Organization, and Program codes. So if you don’t need to see
Fast Index on your reports, you can leave the Index field blank, and enter the equivalent Fund-Organization-

Program codes, plus your Activity code.

Step 1: Write down the equivalent Fund-Orgn-Prog codes (displayed next to the Index):

 Edit.General Information

General Information
Report Name: s#|fTest Actv code errar #2 | Report Type: #| In-State Travel | v
Purpose: *| Reszarch | A I Report Date *iSep 12, 2013 i;:
Description: Testing how activity code error appears ‘ Affiliation: #| Employes/Student Emplo | A d

[[] Relocation
Funding Default
Chart Index Fund Organization Program
100% 1 FOFSY 10200 5336 OB2SYS
Index Equivalent Fund-Orgn-Prog

Step 2: Delete the Funding Default and replace it with a new one:

a) Click on the pencil icon next
to Funding Default:

|Edit. General Information

General Information

Report Name: s |Test - Jactivity code error msg

|
Purpose: *l Research | =]

Desription:  [Testing how activity code error appears

Funding Default
Chart
100% 1

Index
FOFSY

b) When the Funding Default
window opens, click on the

Funding Default

. Add Funding
“X” to delete that line: —_—
Percent: 0
Chart: | ane| Index:
Aocount: Program:

Project:

Chart Index Fund Organization

1 FOFSY 10200 5336

Report Type: #| In-State Travel | >

Report Date: w|5&p 12, 2013

Affiliation:

Fund
10200

Program

0825YS

Activity Location

|(E)

# | Employes/Student Empla | w Click here
[ Relacation \
9*
Organization Pragram Activity Location

5336 0825YS

Fund: Organization:

Activity: Location:

Clear | | Add

Activity Location Project Percent

100% [%]

I
Click on the "X"
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c) Inthe top part of the form, re-enter your funding default, leaving Index blank, and entering Fund,
Organization, Program, and Activity codes:

\Funding Default

Add Funding

percent: [ 100.00] Leave Index blank

Chart: |]_ aun | I0EX | »”~ anel| - FLEOCE [10200 «ea| Oroanization: [5335 o
Account: Program: | 0825YS ee | Activity: |BIGRNT ,,,| Location: | h

Project: | =

Funding defaulting occurs upon initial entry of the element (Index, Fund and/or Organization). Select the Clear button and re-enter if changes are required.

Clear Add

d) Click on the Add button to add that line. Now click on the Save button (bottom of window).

e) You'll be back at the General Information window. The default funding string should now look something
like this:

,Edit. General Information

General Information
Report Name: s |Te5t Actv code error #2 | Repart Type: q-l In-State Travel | v ‘
Purpose: *I Ressarch | v ‘ Report Date: |Sep 12, 2013 |I°_d!
Diescription: Testing how activity code error appears Affiliation: q-| Employee,/Student Empla | - ‘
[[] Relocation
Funding Default =
Chart Index Fund Organization Program Activity Location
100% 1 10200 5336 0B25YS BIGRNT
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Workaround #2: Don’t use a default funding string — enter Fast Index and Activity for

each expense item

If you need to see the Fast Index code included on reports, you can delete the Funding Default on the General
Information window, and enter funding for each individual expense in the Expenses window. When entering

funding strings for each item in the Expenses window, you can use both a Fast Index and an Activity code, and will

not see the “Account code is missing” error.

Here’s how to delete the default funding string, and enter expense item funding strings ~

Step 1: Delete the Funding Default from the General Information window:

a) Click on the pencil icon next
to Funding Default

b) When the Funding Default
window opens, click on
the “X” to delete it, then
the Save button:

it General Information

General Information

Report Name: s |Test - JActivity code error msg Report Type: # | In-State Travel

*‘-F'EE

Purpose: | » Report Date: % |Sep 12, 2013

Description Testing how activity code error appears Affiliation; % | Employee/Student Emplo | v

[] Relocation

Funding Default

Chart Index Fund Organization Program
100% 3 FOFSY 10200 5336 0825YS

nding Default

Add Funding

Percent: | ) El

Chart: || [vee| Index: Fund:

Account: Pragram: Activity:

Project:
Chart Index Fund Organization Program Activity Location
1 FOFSY 10200 5336 0B2SYS

Activity Location

Organization:
Location:
Clear Add

Project Percent

Click on the "X"

___then click on Save

Cancel Save

c) When you return to the General Information window, your default funding string will be gone.
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Step 2: Add Funding for each Expense item in the Expenses window

a) Inthe Expenses window you’ll see a yellow triangle next to each item that needs funding entered.

b) Click on an item to select it. The details will appear in the top part of the window. Now click on the

“Funding” link:

Update Selected Expense

Itinerary
Date: s |Sep 13, 20135y Type ,l In-State Lodging - Per Diem - Amount: # v
Expenses >
Per Diem: s usD izq;
Attachments
_ City: #* State/Province:
Comments
Natian pesiption: — |Click here to enter Funding
= ———& Funding
Related Doouments —
Status History Cle Save
Date Type Desoription Pay in USD
_| Sep 13, 2013 In-State Lodaging - Per Diem 3 o 2 R 13700/ x
Indicates Funding is missing -
Sep 13, 2013 In-State Meals - Per Diem 71.00 £ x
Arcen Thaman (=l

c) The Add Funding window will open. Enter the Index, hit <Tab> until you are in the Activity field, then

enter the Activity code:

Add Funding

Enter Amaount: 137.00{ Qr Percent: 100,00

Chart: i} ',__ Index: §FC-F5Y ..‘. Fund: 10200 .,.,' Organization: |5336

Account: |E351 .___ Program: |0825YS .,,, Activity: |BIGRNT Location:

Project:

Funding defaulting occurs upon initial entry of the element (Index, Fund and/or Organization). Select the Clear button and re-enter if changes are required.

Cleal

d) Click on the Add button to add that line. Now click on the Save button (bottom of window).
e) You'll be back in the Expenses window. The yellow triangle for that item will be gone.

f) Repeat (b) thru (d) until all expense items have funding, i.e. no yellow triangles appear.

Add
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