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Invoice Roles

Any role can access the invoice module and query, but only the following roles
can enter and update information in the module. These roles are:

= PCT_INVOICE - If user is a member of BPSS Accounting allows query,
insert, and update of invoices and change orders.

= PCT_INVOICE_ADMIN — Allows insert, update, and delete to the invoice
code tables and encompasses the role of PCT_INVOICE.

Accessing the Invoice Form

Anyone who has access to STCM may query information on this form but only
BPSS Accounting staff can make changes. From the STCM main menu, go to
Cleanup, Work Order, Invoices, Invoices.

Order |nvoices  Tasks
) 4t TankiContamination Tracking - Work e ;
- Waork OrderTask Assignment Invoice Processing Work Order | B.lnck_.
YOITA # | Site Manager | | Team |Phase | Prograr | | Priofity (D |
COIFamIltyI_ | | | Contractar 1D Mame |
Retainage% |  PaclD#| Confract D # | BCO Weekly Approval Date [ | CancelledDate|
CnstCenterAl;:lmln [ Sent Tn FeA | Reconcile Date | Capital Equiptrent Cost| =R
'ﬂﬁ'bf Inyoice  Change Reconcile  Priority Equipment BCO Yieekly z
Invoice Date™ Received® Invoice #7 tem#  Amount Amount Due* Change Amount 1D Cost Approval Date <.
I i 8
Fiscal Years GostCenter* Fiscal year change reason i j
| [
Comments | =] !
WOITA Total [_ Action Date* Action Type *  Description Comments _, f
&
Change Total | }
Mew Tatal f Doc Total | £ e
Previuuslylnvoicedl |\T_! 'f
This Imvoice | Returmned/Rejected Reason }
Balance f'with Ret CO | f =
l— (=]
Total Rejected [ Clock Stopped Total ot 5
C4

Enter a query; press F12 to execute, C trI+F4tn cancel.

L O

The form opens in query mode automatically. Enter a work order number and
press F12. All the information pertaining to the work order you just entered is
now displayed. Before we go any further, we need to see what all the fields
mean.
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Work Order Block

Field Definitions

WOITA #

The work order or task assignment number you enter to query
on.

Site Manager

The Site Manager who created the Work Order/ Task
Assignment. Note that if the background color of this field is
yellow it means that that the Current Site Manager is different
from the Site Manager who is being displayed. The contact
information for the Current Site Manager can be viewed by
selecting Site Manager under the Work Order menu at the top
of the form.

Team The team of the site manager who created the Work Order/Task
Assignment.

Phase The phase of the work order or task assignment that was
queried

Program Cleanup program for the facility / discharge combination
represented in the Final Deliverable.

Priority ID Priority assigned to the work order / task assignment by the site
manager. Please note that work orders and task assignments
will not be put on the weekly approval listing until this field has a
valid entry.

CO County ID number

Facility Facility ID number

Contractor ID Contractor ID number

Name Contractor name

Retainage %

Percentage of the total work order amount that will be withheld
from payment until the work has been completed.

Pac ID #

If this work order / task assignment is for a PAC site the PAC
contract number will be listed.

Contract ID #

If the site is a PUC the PUC contract number will be filled in
here.

BCO Weekly Date that the work order / task assignment was approved by the
Approval Date bureau chief.

(Encumbrance

Approved)

Cancelled Date

Date the work order / task assignment was cancelled. Please
note that once a contractor signature date is populated or if
there are invoices for this work order / task assignment it may
not be cancelled.

Cost Center Admin

The cost center administrator signature date from the work
order / task assignment. Please note that work orders and task
assignments will not be put on the weekly approval listing until
this field has a valid date.
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Sent to F&A

Date that the work order was sent from BPSS Accounting to
Finance & Accounting.

Reconcile Date

Date BPSS Accounting verifies that the F&A has officially
encumbered the given work order/ task assignment into the
State of Florida accounting system.

Capital Equipment
Cost

The cost for capital equipment for this facility, if any.

Invoice Block

Invoice Date

Date contractor placed on the invoice. Must be less than or
equal to the current date and less than or equal to the received
date.

TLH Ofc Received

Date the Tallahassee Office received the work order / task
assignment at DEP. This date must be less than or equal to
any invoice action dates and less than or equal to the system
date when data was entered into STCM.

Invoice #

Invoice number assigned by the contractor. You may not have
duplicate invoice numbers for the same work order or task
assignment.

Invoice ltem #

The events that this invoice covers per the work order
worksheet. If there are multiple events per invoice please
separate them with commas.

Change Amount

The change amount (if any) for this highlighted invoice. Please
Note: This amount may be the sum of multiple event change
order amounts from the invoice document.

Amount Due

The amount of the invoice is for.

Reconcile Change
Amount

This is the total of all billed, unbilled, and planned change
amounts used by BPSS Finance and Accounting can reconcile
the balance from the invoice document to the data entry form in
STCM. Basically, it assists in “checking the math”.

Priority ID

Assigned by BPSS Finance and Accounting. This field is
required anytime a Change Amount is not zero.

Equipment Cost

Cost of equipment on site, if any.

BCO Weekly Date the change amount was approved by the bureau chief. If

Approval Date the change amount is negative then this number reflects the

(Encumbrance date the original work order was approved. If this number is

Approved) positive it reflects the Friday of the week it was approved for
payment since change orders are always approved once on the
weekly sign off sheet.

Fiscal Year The fiscal year that this invoice will be paid from. Note the

Fiscal Year is determined by the Cost Center selected.
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Cost Center

The cost center covering this invoice. It defaults to the Cost
Center used when the work order / task assignment was issued,
but can be overridden by BPSS Accounting.

Comments

Optional comments field for the invoice

Fiscal Year Change
Reason

Optional field to list the reason that the original fiscal year was
changed. It was required to be entered by BPSS Accounting if
they can change the Cost Center (thus the Fiscal Year is
changed) via an override, from what was the Cost center when
the work order/ task assignment was originally asked.

Summary Information / Invoice Actions

WOI/TA Total

Original dollar amount for the work order / task assignment
queried.

Change Total

Total change amount billed to date for the work order / task
assignment.

New Total New total value of the work order / task assignment. Calculated
by adding the Original Work Order Amount plus the sum of the
Change Total to date.

Doc Total New work order total minus the change amount retainage.

Previously Invoiced

Total amount that was previously invoiced by the contractor to
BPSS.

This Invoice The total amount for the current invoice that is highlighted

Balance Balance remaining for the work order / task assignment after
the current invoice is paid. This amount assumes change
amount retainage has not been billed and includes the
highlighted invoice amount.

With Ret CO Same as balance but with change order and retainage already

billed.

Total Rejected /
Clock Stopped Total

Total amount of invoices for this work order or task assignment
that are currently in a clock stopped or rejected status.

Action Date

Date of the invoice action. This date must be greater than or
eqgual to the invoice received date, less than or equal to the
current date, and greater than or equal to any previous action
dates. You can not have more that one action date with the
same action type and same due date.

Action Type

Invoice actions are items such as sent to F&A, clock stopped,
rejected, etc... Please see the list of values for all of the
possible choices (press Control + L while in that field)

Description

Description of the Action Type, this is a display only field.

Comments

Optional comments that may be entered reflecting the invoice
action.

Returned / Rejected

The reason that an invoice has been returned or rejected.
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Reason Please see the list of values for all of the possible choices
(press Control + L while in that field).

Querying Invoice Data

The invoice data entry form opens in enter query mode. You may query on the
following fields: Work Order Number, Site Manager, Team, Facility ID, and
Contractor ID.

Entering Invoice Data

tab to move through the fields of this form. Failure to do so could

Please note that to ensure accurate and complete data entry, press
cause errors.

You may change any field that has a white background, depending on your
system privileges. Fields with gray backgrounds are read only. Note that fields
with asterisks (*) are required fields. If these fields are left blank the invoice will
not save.

The form opens in ‘enter query’ mode. Enter a Work Order Number, Site
Manager, Team, Facility ID, or Contractor ID and press F12 to execute the query.
All of the invoice data for this work order or task assignment is now populated.
Please make sure the invoice you have has not already been entered before
doing data entry, because the form will not allow duplicate invoice numbers on a
work order / task assignment. We are going to use the work order 2005-16-
WO07680 as an example.
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’E}E Storggee TankiContamination Tracking - Wark OrdenTask Assignment Invoice Processing oo el e e e eiee
Work CrdenTask Assignment Invoice Processing =%
YO/TA # [2005-01-W07680 Site Manager REBECCA CROWDER Tearn [PCLP1  Phase[RA  Frogram [ PriorityID 38 (2 &
§
cofFacilit /| [ssonnez |SUHOCO #0995-9677 Contractor ID {00156 | Marne HAHNDEX OF FLORIDA, INC. ¥
Retainage% 10— Pac D # Contract ID #4PUCI]I]1 BCO Weekly Approval Date |[0348/2005 Cancelled Datej f
| g
Gost Genter Admin (031772008 | Sent To F&A [03.24/2005 Reconcile Date [03/31/2005 Capital Eguiprment Cost | $.00 [~ &
TLH Ofi: Ihvoice Change Reconcile  Priotity Equipment BCO Weekly
Invoice Date® Received® |nvoice #° ltern#  Amount Armaunt Due* Change Armount (D Cost Approval Date
061252005 | ITALOL  JX10055690 |1 47724 | $5,208.37 | $a7T.24 21 osmazoos |~ |
| [
| — - |
Fiscal Year* CostCenter* Fiscal year change reason
(20042006  |37450404555-UP-067888-4773-139900
\ Comments | = -
; . = o i
WOTATotal | $5,685.61 Actinh Date* Action Type Descriptiah Comments 3
08:03/2005 |IFA [NV DATE TO F&A 2] &
Change Taotal -$477.24 | ] -:
Mew Total f Doc Total | $6,208.37 { | $5,208.37 | [ l J
Previously Invaiced | $.00 | | | [+ {
This Invoice | $5,208.37 Returned/Rejected Reasan :
Balance i With Ret CO | s.00 /| $.00 =
-
Total Rejected / Clock Stopped Tatal $.00 9
i+

Notice that there is a block below the Work Order Block. In the above image, the
block has been identified with a red border. The block above the red border line
is related to the work order or task assignment. Everything surrounded by the
red border pertains to the invoices related to the work order or task assignment
that was queried.

To enter a new invoice click on the first blank line under the invoice date column
(this is an exception to using the tab key). The required fields for an invoice are:
invoice date, TLH Ofc Received, invoice number, amount due, fiscal year, and
cost center. If one of those fields is blank, the invoice record will not be saved.
You may put in the invoice items for this invoice, the change order amount (if
any), and the equipment cost.

The BCO Weekly Approval date will be automatically populated when you leave
this record. If the invoice shows a negative change amount, the field will be
populated with the original BCO Weekly Approval date for the work order or task
assignment. If it is a positive amount, the BCO Weekly Approval date will be
populated with the next weekly sign off date that falls after the Sent to F&A action
is entered for this invoice/change amount record.

Once you have reached the end of the record press tab again and you will be
taken to the fiscal year field which will be populated with the fiscal year
determined by the cost center chosen on the work order or task assignment
when it was issued. You may change the fiscal year if necessary to indicate the
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fiscal year that the invoice is to be paid from. A limited list of cost centers will be
provided in a list of values. Inclusions will be limited to only cost centers for the
fiscal year that was entered. Press tab again and you will be taken to the fiscal
year change reason — if you can override the default cost center and fiscal year,
you should enter a fiscal year change reason. Please continue entering
information and pressing tab until you come to the action date/type section.

In this section you can enter invoice action information for the invoice highlighted.
Please make sure that the invoice that is highlighted in the section above is the
invoice you would like to enter actions for. Enter an action date and press tab.
Press CONTROL + L to get a list of possible actions. Please select the action
you want and press OK. You may enter more than one action for each invoice.
You may enter comments specific to each action that you enter. Press tab once
more and you will be taken to the returned/rejected field. Press CONTROL + L
for a list of reasons. You are now done. Press CONTROL + F6 (or the disk
button) to save your work.

Notice that when you click on an invoice row to highlight it, the
amounts on the bottom left-hand side of the screen change to

reflect the totals related to the highlighted invoice only.

Updating Invoice Data

Please choose the following from the STCM main menu: Cleanup, Work Order,
Invoices, Invoices.

tab to move through the fields of this form. Failure to do so could

Please note that to ensure accurate and complete data entry, press
cause errors.

Only users with the PCT_INVOICE role may update invoice information — and
they can not update Work Order / Task Assignment information, other than some
specific dates listed below. If there is incorrect work order / task assignment
information, the site manager will have to correct that. Any fields that have a
white back ground are updateable. If, for any particular reason, you need to
delete a record (invoice), highlight the record and press the delete button (with
the red X) on the tool bar. Once all of your changes have been made, press
CONTROL + F6 to save the changes.
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Invoice Cleanup

Unfortunately, not all of the work order / task assignment / invoice data
transferred cleanly from Budtrack or from the BPSS Accounting Access
database. As a result we have created a form to assist BPSS Accounting to do
data cleanup. From the STCM main menu go to Cleanup, Work Order,
Invoices, Invoice Cleanup.

iz FePords Help eXit 'Window

Invoice Data Cleanup

WOTA TN ENGIOE | ErorLoad Table|TBLSUBPRE2

Suggested Action|RESEARCH WORK ORDER NUMBER FIELD
Action Taken| |

Invoice ark For
Invoice Date*  Invoice Mumber® Date To F& A* Due This Invoice*® Change Amount  tem# Comments Cleanup Clean
1111072004  |04-0007868 11192004 (8541 o n H =
06242005 |1 8256.52 |-733.08 haa H N
04082005 1 [10952.08 o nss | H N
Erorlnvoicesssad | Wo+lmvoice GO'sp Invoicesfo WO- NV Differencefs.
" -~ Budtrack Change Orders
:Eludtrack WO O Admin Signature Mark For
ﬂ CO# Amount Fiscal Year Cost Center Date Cleanup =
r =]
r_‘ =
[ ] g5 B

Action Taken| |

Budtrack TDtaI1 WO + Budtrack Total Invoice TDtaIi WO - Y Diﬁerencei e E

The work order/ task assignment number will be populated along with the error
load table. The error load table will tell you which BPSS Accounting Access table
the error came out from during the Invoice Module load process. The suggested
action will tell you what the application thinks the problem is after analyzing the
load data. Action taken will populate after the cleanup of the data is complete.
The invoice details are listed for each invoice that is in the system for this work
order/ task assignment. You can indicate that it needs priority cleanup by clicking
the mark for cleanup check box. Below the invoice detail is a summary of
information for the work order, and the invoices. Error Invoices indicate the
number of invoices that are not correct that the system can detect via data
analysis. Work order + Invoice CO'’s, is the original work order amount, plus any
invoice change amounts that are in the system (either positive or negative). The
invoices are summed up in the Invoices field. WO-INV Difference is the, original
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work order amount + sum of invoice change order amounts, minus the invoices
amount. If everything is correct, the difference should be $0.00.

On the bottom half of the screen you will see the same type of calculation totals
represented for the Budtrack Change Order data. Before the work order module
was developed, work orders and change orders were tracked in BPSS
Accounting by a database they developed, and by the Cleanup Site
Management/ LP’s in Budtrack.

Saving Invoice Information

No matter what form you are in, press CTRL + F6 or the Save button on the
toolbar to save the record. You can verify the record was saved by looking at the
status bar on the lower left-hand corner of the form. It should display a message
similar to “record applied and saved”.

Weekly Approval Sign Off Form

From the main menu, select Cleanup, Work Order, Invoices, Weekly
Approval. This list will give you all of the work orders and task assignments that
have received a cost center administrator signature prior to or during the current
week, and a Priority ID, that have not yet been approved by the Bureau Chief.
The form automatically calculates which entries make the cut for the weekly
approval based on the Priority ID, Cost Center Admin Signature Date, and dollar
amount. This form also lists the weekly cap that can be spent, the cap with
rollover (surplus and deficits from previous weeks), utilities amount, cash
balance, investments, NPDES, weekly reductions, and change order amounts.
There is also a summary report on the bottom that sums up the amount of money
that did and did not make the cut for Priority groups 1, 2, and 3. At the very
bottom the surplus/deficit is listed after the calculations are done for the weekly
signoff.
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Waork Order |nvoices f\.,' s Budtrack Data Cleanup  Commmaniz RePorts Help exit Window

HEEEE 5«0 B s EEE 2

-=_ Storage TankfCaontamination Tracking - Wark Order Approval
Wieek OF[0324:2006  to [0330:2006 ) Total Utilities Amaount] $.00 Cash Balance| 500 e Weekly Sign.Off
Weekly Cap ] $2,684,000.00 Settlernent Total $.00 Investmentsi $.00
Cap with Rollover NPDES Permit Fees| $.00 Mon-Cleanup Tr] $.00 View FCO Statement |
heg Change Orders m Tatal Change Ordersm Weekly Reductions m
Adrnin Previously
Work Order# Score Priority CID Facility [0 Bite Manager Signature  lssued Arnount 5
[ [2006-91-W12851 50 [pcB [1086 [s944476 [ALTUN_M |D327i2006 | $4,929.36 |~
[ |2006-53-WM1576 ;5_ BC-B  |456 $735368 ARNOLD_DB 103” 6:2006 03172006 $31,249.05
[ [2006-49-W12621 11 [scs [so 8630737  |TAYLOR_DS |03724:2006 $2,761.56
¥ [200691w12se0 |11 [BcB 488 $520871  [CASPARY_G [03:27:2006 $2,614.12
[ |2006-29-W12761 5[-5_ 2B 142 §625226 ECKERT_TJ 1039‘2?3‘2005 $32,730.25
[ [2006-D5-MM2834 ‘?T— 2B 142 $501341 HOUGHTOH_H insrzsrznns $1,824.70
[ [2006-17-W11792 ? 2K (Ll §521139 YAZAK D !03."24"2006 $23,340.32
[ |2006-94-W12819 ‘ﬁ_ 2K 462 Gr37037 SMITH_RL 103."28."2005 $30,173.29
[ |[2006-95-W12818 :1.3-_ 2K &0 $508485 GLUDEMAH_S insrzsrznns $34,447.53
[ |2006-94W12789 F 30 110?? F516725 BINGEL _C !03."24"2006 $4,235.67
Accept Checked kems| Priority 1 Made Cuti $41,554.09 Priority 2 Made Cut! $458,518.29 Priority 3 Made Cutl $13,789,386.51
- Didnt Make Cut $.00 DidntMake cut]  §00  DidntMake Gut $.00
End Fiscal Year | _ e | L
NORECREER L pignityt Total| $4es408 Priority 2 Tatal $458,518.29  Priority 3 Total | $13,789,386.51
Total Accumulated Cap I— Tentative Surplus After Approval [_'37&',?;'4‘?4371'2?? Rallaver With Surplusi $16,250,477.24

Recard: 141

Weekly Pay Schedule Form

In order to access these forms from the main menu go to Codes, Invoice
Codes, Weekly Pay Schedules

& Florida Departml:'jt of Environmental Protection - Enterprise Applications E]E|E|
l tfark Ordar Invoices T =V s Help »-I ORACLE
JJJJJ“jﬂﬂﬂ

rage Tank/Contamination = T s

~ Work OrdenTask Assignment Invoice Processing =
WAOITA # [2005-01-W05655  Site Mananer [PRASAD KUCHIBHOTLA Program [E  Priority 1D [3a (=]
Invaice Actions

COIFaCIIINi 58500016 IﬁMOCO HICKS Contra R AHD AIR RESEARCH, INC.

Retainage® [0 Pac D #| Contract 1D # BCO wies| IMVOICE Return/Rejected Cancelled Date |

Cost Center Admin 11042004  SentTo F&A [12:02:2004 Recong IM¥oice Data Cleanup ACIONS | q)inment Cost | $.00 |~

Weekly Amounts

The weekly Amounts tab was designed to track changes in the weekly caps.
also allows accounting to enter the weekly dollar amounts for cash balance,
utilities, investments, settlements, and all SAMAS amounts for the FCO
statement. You can not enter surplus information on this tab, it is just displayed
as an aid. You can enter it using the surplus data entry tab.
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,%?:EI Starage TankiContamination Tracking - YWeekly

%

\Weekly Pay Schedule ;’
Monthly Week Mumber [ “Weekly Start [03/242006 “Weekly End [03:30/2006 §

o

&

4

-

Weekly Amounts [ F¥ Year To Date FC... ~ FCO Expenditure Co... = Adjustment DataEn.. Adjustment Detail V...  Adjustment uescri’la
Weekhy Approved Amounts f
=weekly Cap | [EXCERLLRL] Current Cap Rollover $.00  Rollover\With Cap Surplus | $16,250,477.24 i
Encurmbrance Reduction $.00 Rejected $.00 Cancelled $.00 .i
®

-

Submitted ¥Wo i $.00 Submitted TA $.00 Submitted Ret %.00 Total Submitted $.00 i
Total WO $.00 Total TA %.00 Total CO $565,793.74  Total Retain $.00 .

Total Eguipment $.00 Approved $.00 j
Cash Balance $108,757.64 Total Utilities $76,109.70 Invest Total | $144,272,321.75 Settlernent Total $.00 »j
§

|4

Samas Wi $.00 SamasTA $.00 Samas Retain $.00 Samas Utilities $.00 /
Samas Equip $.00 Samas Approved $.00 :{
o e i F A = e 5 ’» - T e TS R T -K/

FY Year to Date FCO

Here you can enter any new FCO expenditures. Please note that you can not
adjust the amount of any expenditure already entered. You have to add a new
record to make adjustments. Once you enter the amount please enter the
received date and any comments you may have. You are limited to the list of
FCO expenditure types. You can edit that list on the next tab.

3

__%Bk]j}:.ﬁ'i"nouriis__ FY Year To Date FC... l F@O’ﬁ:pendlﬁur&m ﬂdjustmantﬁa‘tain. alﬁusﬁmnﬂ]&taﬂﬂ‘_\ 'alit:':lliusﬁmnt-]']esor_h:u

A -

Year To Date FCO Expnediture 4

You May Hot Change Existing Amounts Here - Please Put Additions To Existing Expenditure As Fresh Record g

|3

*FCO Expenditure *FCO Exp Amit Received Date Comments 1

" &

|[SETTLEMENT AGREEMENT | $49,498.92 (080372005 | ] | 3

[RFA 13 [ $24,000.00 {0812212005 | .

[RFA 14 | $23,000.00 |08/24/2005 | | }

[RFA 15 | $32,000.00 {09/m1:2005 | 5

[BECO CORRECTION [5171,383.89 [02:27.2006 |Add back BC money that should not 1

[RFA 16 | -$42,000.00 {03/02/2006 [contractor will pay 42k to dep "}

[RFa 17 | $16,500.00 [03/02/2006 | =

[ECO CORRECTION [ -%45,060.79 [0306:2006 |Add back BC money that should not j

[BCO CORRECTION | -$46,813.10 {03:21/2006 |Add back BC money that should not .

[WORK ORDER CORRECTION |-$116,824.71 [03:22/2006 [2006-66-W11476 was charged twice | [+ | j

il Total Year To Date FCO Expenditure | -$204,112.57 }
T RS N e e e e 3
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FCO Expenditure Codes

This tab lists the current FCO expenditure codes. In order to end a current code,
place a date in the end date field. Once the current date has passed the current
date this code will no longer be valid. To add a new code click in a blank record
and create a short name, description, and enter the date you would like the new
code to become active. The new code will be active until that date and after, until
such time as an end date is reached.

A

W — = ——— T I
‘Weekly Amounts FY Year ToDate FC..  FCO Expenditure Co... | Adjustment DataEn... | Adjustment Detail V... Adjustment Descrip. é
FCO Expenditure Codes f
*Short Hame *FCO Expense Desc *Begin Date End Date - i
|DEM BUILDING DEMOLITIOH l030312005 | & o
[RFA12 [RFa 12 |06 752005 [ *
ISETT |SETTLEMENT AGREEMENT [05:24:2005 [ §
|RFA13 [RFa 13 [08:22.2005 [ )
[RFA14 [RFA 14 [08:24:2005 [ 1
|RFA15 |REA 15 [09/4.2005 [ f
|BCOADY [Bco CORRECTION |02:22/2006 [ f
[RFA16 [rFa 16 [03:02:2006 [ %
IRFA1T RFA 1T [03:02:2006 [ r
[wocor [WORK ORDER CORRECTIOH [03:22:2006 [ | ;(
Il

T

TP T J-""\_;‘P\-’W‘n&:_m,.a,__..p"\,.._., e e S I e s S """“"":--\-m_.. I T f

Surplus Data Entry

Using this tab, BPSS Accounting can add or subtract to/from the surplus for any
given fiscal year. The FCO Adjustment Description comes from a code table
listed on the last tab on this form that is named the same. Any adjustments to
the description need to be done on that tab.

‘Weekly Amounts | FY Vear ToDate FC...  FCO Enpenditure Co...  Adjustment Data En... || Adjustment Detail V.. | Adjustment Descrip.
Surplus Details | 2?

*FCO Adjustment Desc =] |8

‘FNCUMBRAHCE TRAHSFER TO CURR FY FROM A PREV FY §
*FCO Adjustment Amount  From Fiscal Year To Figcal Year Adj Amt Recu Date j

| $1,755,753.84 2005-2006 2004-2005 02/27/2006 %

L i R R R L g S e L g A A e e AR SN s o R e

Surplus Detail View

This tab lists all of the adjustments to the surplus for any fiscal year. This form is
view only. Any adjustments need to be made on the Surplus Data Entry tab.
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Weekly Amounts  FY Year ToDate FC...  FCO Expenditure Co..  Adjustment DataEn... Adjustment Detail V...| Adjustment Deserip:.

Surplus Data View P

FCO Adj 1D FCO Adjustment Desc FCOAdjAmt  FromFY ToFY Receive Date . 3

1 CURRENT YEAR ACCUMULATED SURPLUS | $25,000,000.00/2004-2005 [2004-2005  [08:27:2004 Joci L

2 ENCUMBRAHCE TRANSFER TO CURR FY FROM A PREV FY | $20,978,061.71/2002-2003  2004-2005  |04/22:2005 <

3 [EXPENDITURE TRANSFER FROM CURR FY TO A PREV FY | -$11,200,033.5¢2004-2005  [2002-2003  [04:22/2005 f'
4 CURRENT YEAR ACCUMULATED SURPLUS | $3,355,000.00 2005-2006  [2005-2006  |07/08/2005 b
5 EXPENDITURE TRAHSFER FROM CURR FY TO A PREV FY | $679,822.57 [2005-2006 [2004-2005  [12119/2005 f

6 [EHCUMBRAHCE TRANSFER TO CURR FY FROM A PREV FY | $10,725,760.07 2005-2006  2004-2005  |02:27.2006 o

7 [EHCUMBRAHCE TRANSFER TO CURRFY FROM & PREV FY | $8,173,389.68 [2003-2004  [2005-2006  [02:27/2006 £

8 |EXPENDITURE TRANSFER FROM PREV FY TO A CURR FY | %2,263,355.81 20042005 [2005-2006  |02:27/2006 {

] [EHCUMBRANCE TRANSFER TO CURRFY FROM A PREV FY | $1,755,753.84 2005-2006  2004-2005  |02:27./2006 | j"

| | | | | LT
A e WP F e e e T A Tl e W g ey i “'-'-u_k_j)

FCO Adjustment Description

This tab contains the code list for FCO Adjustment descriptions. You can not
change an existing code, only begin a new one or end an old one. To end on old
one just enter a date when the code will no longer be effective. To create a new
one place your cursor on a blank line and fill in all of the information except for
the end date.

Weekly Amounts  FY Vear ToDate FC...  FCO Expenditure Co..  Adjustment DataEn...  Adjustment Detail V...  Adjustment Descrig
FCO Adjustment Description o
*Short Hame *FCO Adjustment Descripton *Begin Date End Date |z
[cvas |CURRENT YEAR ACCUMULATED SURPLUS [os272004 | (=] 4’; .
[ExP_F_CF¥ |[EXPEHDITURE TRANSFER FROM CURR FY TO A PREV FY 030172005 || j
[ENC_T_CFY |[ENCUMBRANCE TRANSFER TO CURR FY FROM A PREV FY oqn012005 [ f
ETTPFY EHCUMBRANCE TRANSFERRED TO PREVIOUS FISCAL YEAR [o40172005 | ¥
EXP_T_PFY |[EXPEHDITURE TRANSFER FROM PREV FY TO A CURRFY 02/27/2006 || ";
| I [
| [ | | ¢
| | | {
E 2 g g

Invoice Code Forms

From the main menu select Cleanup, Work Order, Codes, Invoice Codes and
then choose which code table you would like to view. Currently, there are six
code tables in the Invoice Module. These are:

1. Cost Center
2. Priority Codes
3. Weekly Pay Schedules
4. Invoice Actions
5. Invoice Return/Rejected
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6.

Invoice Data Cleanup Actions

# Florida Department of Environmental Protection - Enterprise Applications

Cormmzniz RePods  Help eXit  Window

Veek Of (03242006 to [03130/2006 Tntal| Jjeeklv Pay Schedules

Weekly Cap | $2,684,000.00 . Invoice Actions
Cap with Rollover | NEDI myoice Return/Rejected

Med Change Orders -$1,902,600.57  Tqta|

$.00
eekly REU‘L.II[.:’HDHS -$115.48 .

ty Codes

Invaice Data Cleanup Actions

L 1
¥
Adrnin Previously ¥
Work Order#®  Score Priarity CID Facility I Site Manager Signature lssued
[ |2006-91WM12851 (60 |[BC-B 1086 (8944476  |ALTUH_M 03272006 | 5
IV [2006-53wW11576 |53 |BCB (456 (8735368  |ARNOLD DB [0316:2006 0311772006 &

3 ¥ 120064913689 “.kt\..\ﬁg;g_ s, iﬂ_li?gi"i? o TAYLORDS. ,.._ﬁil_ljg,@?nus L’;k[
vudm, ny = e

Invoice Reports

To access the Invoice STCM reports simply click on Reports from any menu in
STCM. Then follow the menu selection of Contamination, Invoices. Or you
could click at the following link to access the Invoice Reports page directly.

http://tlhora6.dep.state.fl.us/stcm/default invoices.asp

Each report has a description in order to help you find what you are looking for.
Currently, there are five reports under the Invoice Reports section. These are:

arwnE

Invoice Changes

Invoice Data Cleanup

Work Order Statistics

Work Orders By Site Manager
Bureau Chief’'s Monthly Reports

The Bureau Chief Monthly Reports have the link to the following reports:

QAN E

GC Tasks

GC Invoices

Rejected Invoices

Stop Clock Invoices

Days Between

(Business Days Between Invoice Received Date and Action Date when
Sent to F&A)
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http://tlhora6.dep.state.fl.us/stcm/default_invoices.asp

5TCM Data Entry | Main Report Menu |

~

Invoice Reports

1. Invoice Changes
This report lists the change orders for the fiscal year selected
as well as the previous two years., The top of the report lists the summary of
all changes for the 3 fiscal years: FY Total Change Order Amount,
Total Change Order Amount for 3 FY Period, Fiscal Year, Wark Order Murnber,
Change Order Mumber, and Total Amount

2. Invoice Data Cleanup
This report provides information on invoice errors and their possible causes:
work Order Mumber, County, Facility 1D, Invoice Date, Date to F&a4, Invoice Amount,
Change Amount, PAC Contract Number, Error Load Table, Budtrack Error, and Suggestive Action

3. Work Order Statistics
This report provides information on the details of work orders:
Work Order Number, Sent to F&4 Date, Fiscal ¥Year, Cost Center, Work Order Amount,
Change Order Mumber, Team, Site Manager, Contractor 1Dy, County 1D, and Facility ID

4. Work Orders by Site M%aqer
This report provides information on work orders and site managers:
Company Mame, Sent to F&A Date, Fiscal Year, Cost Center, Work Order Murnber,
Change Order Mumber, County, Facility ID, Work Order Amount,
work Order Amount Total by Contractor, and Work Order Total by Site Manager

5. Bureau Chief's Monthly Reports
These reports provide the counts in SQPR, the Bureau Chief's Monthly report,

for Work Orders and FCO Task Assignments. They can also be run at any given time
for any date range. Reports include GC Tasks, GC Invoices, Rejected Involce Counts by Team,
Ston Clock Counts by Contractor, and Average Number of Days to Brocess and Involce by Team.

oo y

Bureau Chief Monthly Reports can also be accessed at:

http://tthora6.dep.state.fl.us/stcm/monthly acct sqpr count rpts.asp
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http://tlhora6.dep.state.fl.us/stcm/monthly_acct_sqpr_count_rpts.asp

Storage 1anks &c~
Contamination: —=
Monitoring Information «

STCM Data Entry | Main Report Menu |

Bureau Chief's Monthly Reports

1. GC Tasks

This report provides a list of FCO Task Assignments in a given date range of
when they where sent to Finance and Accounting: Work Order Number, Sent to F&A,
Contractor ID, Site Manager, and Amount

Each of these reports has parameters which would let you enter your own criteria
to refine the search. For example, the Invoice Changes report has two
parameters: Fiscal Year and Sort By to help filter the records and display them in
the required sort by order.

Invoice Changes

" )

Fiscal ¥ear: 2005-2006 2|
{Select the maximum 2ON4-2005
fiscal year you want 2003-2004
included in the report) S02-2003
| 2001-2002 G|
Sort By: IFisu::aI ear (Descending) V|
iWDrk Order Mumber V|
k iChange Qrder Number ¥ |_)
Output: |Eirc|wser(HTML autput) V|
Display SQL Only: Ll

[ Submit ] [ Feszet ]

|
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