May Tip of the Month
In past months we have learned abut the different subsections of the FPR. The non-personnel section needs special attention on a monthly basis to make sure dollars being charge to your office are in fact your responsibility and the amount charged is correct. This can be accomplished by going into your Expense Details Report found in the EDW under your finance number.
Here is the path: Log into EDW > Accounting > Shared Reports > Accounts Payable > Accounts Payable Reports > Expense Details by FPR Line.

· Highlight the period you want and move to the selected box.
· At the Attribute drop down box click on Finance Number and then click Go.
· In the Search For box, type in your finance number and then click on the magnifying glass.
· Arrow over your office to the selected box and arrow National back to the available box, click Next.
Highlight all the available reports or just the ones you want.  It looks like a lot of reports but it is only going to bring  up those lines that you have charges in so highlighting them all is much quicker. After the sub lines are highlighted, arrow them over to the selected box. Click on Run Report. 

You will find all the charges for that month, what type of payment was used and who was paid.  Review this report monthly.  If you have not done so it is not too late to go back and pull every month for this year.  If you find a charge that is not yours or you have questions about them, contact your finance department.  We are winding down FY/08 and it is not too late to get these charges removed from your FPR.  These reports can also be used for mitigating circumstance if appropriate.  Place each of these monthly reports in your NPA file.  You never know when you may need them. 

