Correcting Posted CBM Charges

If the charge does not belong to your department:

Contactthe appropriate billingareato fix the charge.
You can find a complete list of billing area contacts in Bill
Presentation.

1. OpenBill Presentation, thenselectthe Bill Area
Contacts tab.

2. Clickthe billingareayouwantto see.

The billing area contact’s name and contactinformation
will appearinthe right-hand panel.

The corrected charge will appearin the next month’s
CBM charges.

3. Verifythatthe correction was made.
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If the charge belongs to your department, but has an incorrect chartfield string:

You needtocreate a Correcting JE Journal.

1. Fromthe Admin WorkCenter home page, choose
Finance WorkCenter>General Ledger> Campus
Journal Entry

2. Inthe Transaction Group drop-down select
CorrectingJE, then click Search Transaction Type.

The Correcting Entry Creation screen willopen.

3. Tofindthejournalline youneedto correct, enteras
many of the search fields as possible.

— The chartfields onthe original transaction
— Datesfieldsforwhen the CBMfile was uploaded
— Source field

4. ClickSearch.

5. Selecttheline(s) that need to be corrected.

6. Make and save the required changes.

For more detailed instructions, see the Creatinga
Correcting JECampusJournal chapterinthe Campus

Journals guide.
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