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This is a portion of an aging report.  You can see the item ST45329 is a credit that is “tied” 
to ST44684. The credit bill was created by using the “adjust entire bill’ functionality in 
Billing.  Auto Maintenance will create a worksheet for you to complete and then process.
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The system process of Auto Maintenance creates worksheets based on a credit bill created 
by the “Adjust Entire Bill” functionality in Billing.  When a credit is created this way in 
billing, it tags the original bill to the credit and creates a worksheet with the two items.  
This process runs at 2pm and overnight, each day.  Run an aging report and you will see 
how the items are ‘tied’ together as on the previous screen.  To find a system created 
worksheet, follow the navigation in this screen.
Search on your business unit.  Any results that are created by Auto Maintenance will have 
the UserID as BATCH.  Click on the worksheet number 283.
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A system created worksheet will come in like this- you don’t need to enter the items, just 
verify they are the ones you want to process. You have to check off the select box and 
enter the reason code.  The type must be MT.  Click on the Save, then go to Worksheet 
action.  Create the accounting entries, save them and set to batch standard.  The 
worksheet will be picked up in the next AR Update Batch which runs at 10:30am, 2:30pm, 
and overnight.
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There are currently 11 reason codes to choose from.  Central Agencies such as OPM can 
run queries to see the reason you are crediting bills.
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Manual Worksheets can be created any time by an agency.  You first need to be sure there 
are no system created worksheets for your items.  Go to Receivables Maintenance, 
Maintenance Worksheet, Update Worksheet and search.  If you get results, check the 
worksheet to see if the items you need to work on are on this worksheet. If they are not, 
you can create one to process in the next AR Update Batch.
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If you have a debit and credit bill on your aging report, and a system worksheet has not 
been created after the auto maintenance process has run, you need to create a manual 
maintenance worksheet.
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Follow the navigation to create a maintenance worksheet.  The worksheet will come in 
blank.  The Qual Code of ‘I’ must be entered with the Item Reference.  The item reference 
must be exact and is case sensitive.  This is all that is needed to be entered.  Then click the 
build button.
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Once you click the build button, a worksheet will be built matching the items that were 
referenced.  You complete this worksheet just like you would a system created worksheet.  
Check off the select box, the Type will be MT and a reason code must be entered.  Once 
completed, save, go to worksheet action to create the accounting entries, save, then set to 
‘Batch Standard’.

When creating manual worksheets, be sure that no system created worksheets for your 
items are available. Go to the update worksheet navigation first to see if any are there. If a 
system created worksheet is processed in the same batch as a manually created one, there 
will be duplicate entries created and the items will be open, not closed.  Core must unpost
the second entry for the items to close.

Every agency must look to see if they have worksheets created and not completed at the 
month end close.  CORE deletes any worksheets not completed in the closing month. 

To be sure you don’t create duplicates, go to the Item Information navigation and look up 
the items.
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To be sure you don’t create duplicates, go to the Item Information navigation and look up 
the items in the worksheet. Follow the navigation path above, enter the business unit and 
item number, then search.  Go to the Item Activity Tab.  You can see there were 2 
maintenance worksheets created, and by doing this, it put the credit on the item twice and 
the item remained in open status.  The unpost had to be applied against the item to close it 
out.
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SSMM1 will no longer be a state agency.  It will be taken over by the American Legion, 
which is private. Do not use or try to activate the SSM001 customer in AR or Billing or use 
the SSM001 Vendor in AP.

CMEM1 was administered under the UCONN Health Center (UHCM1) for the past 2 years.  
We had de-activated the business unit and now we will re-activate it for business beginning 
7/1/2014.  It will be a smart agency under DAS.

All the Community Colleges and CT State Colleges will now be under the centralized Board 
of Regents.  Their Business Unit names will use BOR at the beginning and then keep the 
same last two letters they used previously. In AR and Billing, we kept the old names as 
customers and you can continue to use them, they have not changed to BOR.  In AP you 
must not use the old names as vendors, they will all change to BOR on 7/1/2014.0
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These are the CCC conversions to BOR Business Units
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These are the CSU conversions to BOR Business Units.

If you are an AR processor at these agencies, any money deposited through 6/30/2014 will 
come into the picklist of the current Business Unit (CCC or CSU).  Any money deposited on 
7/1/2014 and after, will come into the picklist of the new BOR business unit.

If there are any outstanding items in AR created with the old business unit and the 
payment is not received by June 26, agencies must create and process credit bills, then 
create maintenance worksheets to match them up. A conversation should also be added to 
the debit and credit items to reference the offsetting bill number. The reason code on the 
maintenance worksheet must be entry reason 011- for Closing or Consolidating Agency. All 
of this should be complete by Friday, June 27. 

If any money comes in on Monday, June 30, it should be direct journalled with a reference 
to the closed bill on the line description field. All bills that were credited for the old 
business unit, must be re-created in the new BOR business unit after 7/1/2014.  The old bill 
number and credit should be referenced on the new bill so there is an audit trail.  If a 
payment had to be direct journalled on June 30, you would not have to re-create that bill.
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Journal Date and Budget Date must Always be the same.
They will default in this way and should NEVER be changed.

This also goes for Budget Date/Accounting date in all other Core-CT modules, such as for 
Reqs, POs, Vouchers, Bills and Deposits.
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After the 9.1 Upgrade, it was necessary to start checking off the “Include Closing 
Adjustments” in order to see Carry Forward from the prior Fiscal year
With the implementation of the latest set of Bundles, Core-CT Users no longer need to 
check this box to see their prior year carry-forward funds.
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Click the Budget link to access the Activity Log.
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You can see all budget journals, both carry-forward and manual entry.

Please note, that Appropriation Budget Journals that were automatically generated with 
Allotments will not display the Journal ID.
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Note:  You cannot delete Posted Journals.

87



88



89



90



91



11000 – General Fund
10020 – Other Expenditures

12031 – Employment Security Administration
40001 – Non-Budgeted Operating Expenditures

12060 – Federal & Other Restricted
29101 – ARRA Grant
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Can still select Budget Reference on Run Control.  If so, you must still select ‘Include CF’ 
with Blank as a value.
You may omit Budget Reference from some of your run controls, based on your needs as 
well.
Blank will be a valid value.
Blank will bring back all values on this particular report.
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