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Date: 08/08/2014 

Target Audience:  Central Allocation Maintainer

Purpose: This Supplemental Job Aid provides the Central Allocation Maintainer the instructions to Update/Modify Allocation steps and run Allocation processes. The example below demonstrates the steps for updating or reviewing any particular Allocation Step. 

NOTE: The instructions for configuration changes on Allocation Steps are for information purposes only. The same instructions can be used to review the configuration.

Maintaining Allocations:

Part 1- Update/Modify/Review Allocations Step “ABCEXPAL01” for ABC (Dept. Alcoholic Beverage Cntrl) department.
In this example, we will update Pool Criteria for Allocation Step “ABCEXPAL01” for ABC Department (SetID 2100). 
· Add a new Program 9900 – Administration Total to pool criteria.


Step 1: Navigate to the Define Allocation Step:
· Navigation: Main Menu  Allocations Define and Perform Allocations  Define Allocation Step 
· Click the Find an Existing Value tab 
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Step 2: Enter SETID as “2100” and click on Search button.
· In Search Results click on Allocation Step “ABCEXPAL01”
[image: ]

Step 3: Allocation main page will open.
· Click on Pool Tab on the page.
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Step 4: On Pool page – Navigate to “Pool Fields” section. The Pool Fields section displays the Chartfield information
· Click on “View All” to see all Chartfields.
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Step 5: Set up the Program allocation
· Scroll down to Chartfield Program
· Click on “+” button, and a new row for Program will appear.
[image: ]
· Enter the new program value 9900 in the field.
· Click on Save.
[image: ]
· The new program is added for this Allocation step.

Part 2 – Run Allocation Process:
In this example, we will run an Allocation process with one of the three different options. PeopleSoft provides three ways to run Allocation process –
1. Create Calc Log and Output – This option will create Calculation log report to display the result as well as the actual output (Allocation Journals)
2. Create Calc Log – No Output – This option will just create the Calculation log report to display the result but will not create any Allocation Journals. 
3. No Calc Log – Create Output – This option will create Allocation Journals but will not create any report.
Step 1: The first step in running an Allocation process is to create an Allocation Group to group all the Steps need to be run.
· Navigate to Define Allocation Group.
· Navigation: Main Menu  Allocations Define and Perform Allocations  Define Allocation Group.
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· Click on Add a New Value
· Enter SetID and Allocation Group Name.
· Click on Add.
[image: ]
Step 2: Enter the details and select Allocation Step to be run.
· Click on Save.
[image: ]
NOTE: In this example we are running only 1 Allocation step.

Step 3: Navigate to Allocation Request
· Navigation: Main Menu  Allocations Define and Perform Allocations  Allocation Request.
· Click on Add a New Value
[image: ] 

Step 4: Enter the required fields and Allocation group you want to run.
· Select one of the 3 options –
· Create Calc Log and Output 
· Create Calc Log – No Output 
· No Calc Log – Create Output
· Click on Run
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Check the Process Scheduler option and click OK
[image: ]

Step 5: Run the process in FI$Cal
· Click on hyperlink Process Monitor
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You can monitor the process in Process Scheduler
[image: ]
· The Run Status will show success once the process completed successfully.

Step 6: After it is completed, Allocation journals can be reviewed via General Ledger  Journal Entry online page or Querying Jrnl_Header and Jrnl_Ln tables in Query Manager.
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