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To prepare for Year End, all Soft Commitments must be processed. Soft Commitments cannot exist
once the Year End process has started. Soft Commitments consist of Requisitions and all journal
entries and vouchers that have been budget checked but not yet posted.

To see the outstanding Soft Commitments, run the 1074 Report - Section 5.

DEPARTMENT VERIFICATION REPORT-SOFT COMMITMENTS SECTION (1074.5)

Navigate as follows: CUSTOM REPORTS — GL — DEPT VERIFICATION RPT (1074)

Report Parameters
Run Control ID: 2006630 Report Manager Process Monitor Run
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—~
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2 *Deptid: [ Tree Range _v| Node:|C0096 Q
SpeedType: *Prog: :
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1. Enter the time frame for selection of the Soft Commitments. To review all Soft
Commitments in preparation for Year End, select months 1 —12.
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2. Check the Soft Commitments box.

3. Select “Only Print Active Cost Centers”.

4. Choose “ALL” for Fund, Program, and Project. Select the rollup tree node to run the report
for an area. These values can be obtained from the DEPTID_ROLLUP tree. In this example,
all departments in the College of Education will be selected.

5. cnckM.

Once the report finishes running, select the .csv file:

File List

Name File Size (bytes) Datetime Created

SOR_UGLS1074 14171834 log 1742 08/24/2021 4:25:51.458159PM CDT
<GLS1074_Section_5_transactions.csy > 1,313 08/24/2021 4:25:51.458159PM CDT

ugls1074_14171834 PDF 181,712 08/24/2021 4:25:51.458159PM CDT

ugls1074_14171834.out 593 08/24/2021 4:25:51.458159PM CDT

The report opens in an excel type format:

UGLS1074_Section_5_transactions (1).csv - Excel Scardino, Cecille 5al = O
Insert Page Layout Farmulas Data Review View Help Bl Publisher Acrobat Q Tell me what you want to do r!;_‘-;_ Share
o o oll= - i ing * - -
D % Calibri Tn A s ==MEae- 2 General FZ Conditional Farmatting %“‘\nser‘t > %Y p
5 Eg - $-9% > L?Formata;Tab\e' " Delete - ' SoriE Bl
aste R - - === e 3= - s ort n
- W BIU - P-A- EEEEE 8 38 [ cell Styles - [=| Format = " Filter - Select -
Clipboard = Font (F] Alignment . MNumber & Styles Cells Editing
Al - F GLBU
A B e D E F G H J K L M
1]6L BUlFund DeptlD Program Project BudgetRef Chartfieldl Account Acct Descr Account Type DocType DocBU Doc Number
2 |00759 2078 CO0S0 A0226  INA BP2021 43600 NONTAXBL SALES/SVC-E&G-DEFT1 Revenue JRNL 00759 0003884670
3 |00759 2078 CO0OSO  A0372  INA BP2021 43601 NONTAXBL SALES/SVC-E&G-DEPT2 Revenue JRNL 00759 0003884712
4 00759 2064 CO046 D1237  NA BP2021 53510 LICENSE FOR SOFTWARE Expense VCHR SC759 00039330

Sort the data by Document Type first. All of the requisitions will be listed together. Those
requisitions MUST be either turned into a PO or cancelled by the deadline listed on the Year End
Calendar. NOTE: If cancelling the requisition, cancel the entire requisition — not the lines.

Vouchers and Journal entries must be posted or deleted as well. Please follow the deadlines listed
on the Year End Calendar for these transactions as well.

Reviewing Soft Commitments
Last Update Date: August 24, 2021 Last Review Date: August 24, 2021



