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Goals and Objectives 

After you complete this chapter, you will understand: 

• What accounting is 
• Why we do accounting 
• Who makes the rules 
• Why we need rules 
• What entities are 
• The different types of entities 
• Logical levels 
• The reports-to relationship 
• What collocation codes and ledger codes are 
• A fully qualified account  
• How legislation relates to structures in AKSAS 

Accounting 

What is accounting? 

Accounting is: 

• Recording activity to keep track of monies budgeted, monies expended and monies received 
• Analyzing activity to inform people about what happened 
• More than just money – it places controls on resources. 

Why do we do accounting? 

To provide information that is useful. Groups interested in accounting information include: 

• Citizens and media who are interested in assessing stewardship 
• Elected officials who make tax and spending decisions to plan for the future 
• Program managers who ensure resources are used properly, and who document resources 

spent and received (e.g., for auditors) 
• Creditors and investors who evaluate credit-worthiness  
• Grantors who ensure grant funds are used properly 

Who makes the rules? 

• Governmental Accounting Standards Board (GASB) 
• Legislature (and Legislative Intent) 
• Governor 
• Federal Government 
• Department of Administration, Division of Finance 
• Office of the Governor, Office of Management and Budget (OMB) 
• Department Commissioner and Directors 
• Program Managers 
• Project Managers 
• Grant Administrators 
• Finance Officers 
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• Accountants 
• Accounting Technicians and Accounting Clerks 
• Program / Administrative Staff 

Where are the rules? 

• Generally Accepted Accounting Principles (GAAP) 
• Governmental Accounting Standards Board (GASB) 
• Federal laws and regulations 
• Alaska Statutes (AS) 
• Alaska Administrative Code (AAC) 
• Alaska Administrative Manual (AAM) * 
• Accounting Procedures Manual (APM) * 
• AKSAS Handy Guide * 
• Policy memos and directives (verbal and/or written) 
• Procedure memos and directives (verbal and/or written) 

* Located on Division of Finance website at http://doa.alaska.gov/dof/  

Why do you need rules? 

Rules are established for the purpose of standardization and comparability, between years for example. 
Users of financial reports expect and require information to be recorded and reported in accordance with 
established rules. In doing so, this gives users assurance that information is accurate and complete. 

Rules are established to place controls on: 

• Spending 
• Receiving 
• Budgets 
• Safeguarding of assets 

What is the Alaska Statewide Accounting System? 

The Alaska Statewide Accounting System (AKSAS) was custom developed and has been in operation since 
July 1, 1985. It represents the official accounting records of the state. In addition to AKSAS, other financial 
systems have been established and are maintained by the various departments. These separate systems 
create interfaces that enter their data into AKSAS.  

Reporting Structures (Entities) 

Reporting structures are hierarchies created to account for and report financial activity along user-defined 
lines. Financial transactions are recorded to and reported on by an entity or a structure. Each hierarchy 
consists of individual entities to which financial transactions can be recorded and reported.  

Financial activity is summarized through the hierarchy from the bottom up, beginning with the entities 
where financial transactions are recorded and summarizing activity at each higher level based on reporting 
relationships. 

http://doa.alaska.gov/dof/
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All reporting structures consist of five-digit entity numbers and are maintained on the entity structure file 
(ESF). Entities can be viewed online through IE - Entity and CC/LC Inquiry. Hard copy reports are also 
available through RR - Report Request Maintenance. 

AKSAS has seven financial reporting structures, six account structures, and an RD code structure. 

Financial reporting structures 

• Fund (FU) 
• Appropriation (AR) 
• Organization (OR) 
• Program (PR) – external or internal  
• Project (PJ) 
• Grant (GR) 
• Contract (CO) 

Account structures 

• Assets (AS) 
• Liabilities (LI) 
• Fund equity (FE) 
• Restricted revenue (RR) 
• Unrestricted revenue (RU) 
• Expenditures (EX) 

Responsibility distribution (RD) code structure (non-financial structure): 

 

Logical Levels 

The relationship of each entity and structure to the hierarchy is defined by its assigned logical level (LL) and 
reports-to relationship. You can find more information on LLs for each structure type using the PF12 (help) 
key on the AKSAS main menu. 

Each entity in a structure is assigned a logical level, corresponding to its relationship to entities above and 
below it. The logical level number assigned to an entity must be greater than the logical level number 
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assigned to its reports-to entity. Up to 99 logical levels are available for a reporting structure. At the AKSAS 
main menu, press the PF12 key to find the descriptions. 

 

Reports-to Relationships 

Reports-to relationships define the exact location of an entity in a reporting structure by specifying the next-
higher-level entity through which its activity should be summarized. For example, in the appropriation 
structure, an allocation (LL70) reports to an appropriation (LL50). In summarizing financial data for 
reporting, AKSAS traces a path from the bottom to the top of the structure through reports-to relationships. 

Beginning and Ending Sequence Numbers 

AKSAS assigns each entity on the entity structure file (ESF) a beginning and ending sequence number. These 
numbers are used as keys or indexes to identify the entity number on the management report file (MRF).   

Structure Definitions 

Fund Structure 

The fund structure is used to maintain the funds of the state in accordance with statutes and generally 
accepted accounting principles. Funds are self-balancing sets of accounts authorized by the Legislature to 
account for and report on particular activities and to account for the assets, liabilities and equities of the 
state. All financial activity of the state is accounted for within a fund. Funds are classified according to the 
nature of the activities and the source of financing. Examples of funds used by the state are the general 
fund, special revenue funds, enterprise funds, internal service funds, and fiduciary funds. Financial activity is 
recorded to the fund structure through collocation codes. The Division of Finance sets up and maintains the 
fund structure.  
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Below is a screen print of the logical level 10 funds that have been established in AKSAS. This example 
indicates the different categories in which lower level funds have been established. These categories are in 
accordance with the Governmental Accounting Standards Board. 

 

Appropriation Structure 

The appropriation structure maintains the statewide budget (capital and operating) for the fiscal year and 
includes structural entities for all appropriations and allocations identified in the appropriations bill. The 
Division of Finance reviews and approves structural transactions that add and change appropriation entities 
to assure correspondence to the appropriations bills. The Office of Management and Budget (OMB) and the 
Division of Finance oversee the recording of the budget to the appropriation structures. Agencies can add 
lower level appropriation entities to manage and control spending and to record receipts. Financial activity 
is recorded to the appropriation structure through collocation codes. 
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Below is a screen print of an online management report showing the budget amounts that have been 
recorded in AKSAS for AR 11725 2012. These amounts should total all of the appropriated amounts that are 
included in the legislative bill. 
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Legislation 

The next two pages are excerpts from the operating legislation for fiscal year 2014. The first page shows a 
description of the bill. The second page shows appropriations and allocations for the Department of 
Administration. 
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Chapter level AR for Department of Administration is 03487-14 
 

           
                      
 

7 
      

Appropriation General Other 
           
 

8 
     

Allocations Items Funds Funds 
           
 

9 
    

***** 
 

***** 
  

 
10 

   
******  Department of Administration  ****** 

 
 

11 
    

****** 
 

****** 
             LL 50 12 

 
Centralized Administrative  

 
78,282,600 14,277,100 64,005,500 

           AR 
03510-14 13 

 
 Services 

                 
 

14 
 

The amount appropriated by this appropriation includes the unexpended and unobligated 

 
15 

 
balance on June 30, 2013, of inter-agency receipts appropriated in sec. 1, ch. 15 SLA 2012, 

 
16 

 
page 2, line 12, and collected in the Department of Administration's federally approved cost 

 
17 

 
allocation plans. 

                LL 70 18 
 

Office of Administrative 2,915,700 AR 11695-14 
   

 
 

19 
  

Hearings 
                 

 
20 

 
DOA Leases 

 
1,564,900 AR 11698-14 

             
 

21 
 

Office of the Commissioner 1,077,800 AR 11700-14 
             

 
22 

 
Administrative Services                  3,625,700        AR 11715-14 

 
23 

 
DOA Information Technology           1,385,700        AR 11720-14   

 
24 

 
  Support 

 
25 

 
Finance 

  
  11,000,900 AR 11725-14 

             
 

26 
 

E-Travel 2,961,800 AR 11727-14 
             

 
27 

 
 Personnel 

 
17,641,900 AR 11729-14 

  
 

 
  

   
   

 
 

  
    

   
 

 
 

    
   

 
 

  
    

   
 

 
 

    
   

 
 

  
    

   
 

 
 

    
               

 
          CCS HB 65, Sec. 1 

 
-2- 
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The illustration above indicates how activity is recorded in AKSAS. When activity is recorded through a 
collocation code, program code, ledger code and an account code, it is also recorded in any combination of 
the seven financial reporting structures. The activity recorded through this collocation code also records the 
same activity in several appropriations, beginning with appropriation 11725-2012. Financial activity is also 
recorded in all of the upper level appropriations until you reach the top appropriation, 00001-2015. 

Organization Structure 

The organization structure maintains the management and reporting hierarchy for each state agency. The 
organization structure is used to summarize appropriation activity along organizational lines, such as 
geographical lines, to summarize financial data by region or location. Agencies set up and maintain their 
own organization structure. Financial activity is recorded to the organization structure through collocation 
codes.  
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Program Structure 

The program structure maintains agency-assigned programs for keeping track of financial activity across 
appropriation and organizational lines. Financial activity can be recorded to the program structure through 
collocation codes. The program can be identified within the collocation code, and all financial activity 
recorded through the collocation code is automatically reported for the program. This is called an internal 
program. Alternatively, the program code can be entered as a separate code in the transaction financial 
lines. This is called an external program. When the program is added as a separate code, only financial 
activity associated with the financial line in which the program code is entered is recorded in the program 
structure. Agencies set up and maintain their own program structure. 

Project, Contract and Grant Structures 

The project, contract and grant structures provide inception-to-date basis reporting for activities that cross 
multiple state or federal fiscal years. The meaning of each of these structures is up to each agency. For 
instance, the Department of Transportation and Public Facilities (DOT/PF) uses part of its contract structure 
to define the election district, and another part of its contract structure to define operating reimbursable 
services agreements. Financial activity is recorded in the project, contract and grant structures through 
ledger codes. The structures can be linked to each other through ledger codes as one ledger code can report 
to all three structures. Agencies set up and maintain their own project, contract and grant structures. 

Account Structures 

The account structures maintain the real and nominal account balances according to fund accounting and 
reporting requirements and generally accepted accounting principles (GAAP). Real accounts maintain the 
balances of the assets, liabilities and equities of the funds of the state. Nominal accounts are the revenues 
and expenditures used to report the results of operations. Below you will find the definitions of each 
account structure. 

• Asset account structure – Maintains cash and investments managed by the Department 
of Revenue, Treasury Division. Also maintains cash-held-in-trust and accounts 
receivables in operating funds. 

• Liability account structure – Maintains the state’s liabilities, such as warrants outstanding 
and accounts payable. 

• Fund equity account structure – Accounts for reserves and available fund balances. 
• Restricted revenue account structure – Maintains appropriated revenues earmarked for 

particular uses through appropriations. 
• Unrestricted revenue account structure – Maintains the state’s general revenues 

received from taxes, royalties, etc. 
• Expenditure account structure – Maintains disbursements according to the nature of the 

goods or services being purchased. 

RD Code Structure 

The RD code structure maintains the responsibility/distribution (RD) codes used to control user security in 
AKSAS. RD codes allow users to sign into AKSAS; control the features users can access; identify the 
transactions the users are allowed to originate, certify and approve; control the type of reports users may 
request; and identify who should receive reports. 
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Expenditure Accounts 

Below is an example of the expenditure account code structure and its reports-to relationship. Notice that 
the budgets are recorded at logical level 40 and actuals are recorded at logical level 65. This only applies to 
the expenditure account code structure. 

 

Collocation Codes and Ledger Codes 

AKSAS uses collocation codes and ledger codes to record financial activity to the financial reporting 
structures. Collocation codes are required in all transactions and identify the fund, appropriation, 

70000
Expenditure Accts

71300
Premium Pay

71100
Wages

71150
Regular Duty

70100
Personal Services

71000
Personal 
Services 75000

Capital Outlay
74000

Commodities
73000

Services
72000
Travel

72100
Instate Travel

72110
Employee Tvl

70200
Other

LL 1

LL 30

LL 50

LL 55

Group Control
Personal Services

LL40
Record Budgets

72601
Legislator Tvl

72400
Out of State Tvl

72112
Surface Transpt

72113
Lodging

72114
Meals & Incident

72120
 Non Employee Tvl

72111
Airfare

LL 65
Record Actuals

Group Control
Other
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organization, internal program and default ledger code to which financial activity is recorded. Ledger codes 
are optional and identify the project, and/or contract, and/or grant to which financial data is recorded.   

Collocation codes and ledger codes are identified by eight-digit codes and are maintained on the collocation 
code/ledger code file (CLF). They can be viewed online through IE - Entity and CC/LC Inquiry. Hard-copy 
reports are also available through RR - Report Request Maintenance. 

Collocation Codes 

The collocation code is a required eight-digit code entered in financial transactions. The collocation code, or 
CC, is entered with an associated two-digit set-up year, or SY, to identify the budget year associated with the 
collocation code.  

Collocation codes must point to the fund and organization structures and usually point to the appropriation 
structure. They may also point to the program structure and may contain a default ledger code.   

Collocation codes are the means by which financial information flows into the financial reporting structures. 
Collocation codes are not accounting structures and do not have hierarchy or reports-to relationships to 
each other.  

Ledger Codes 

The ledger code, or LC, is an optional eight-digit code that may be entered when recording a financial 
transaction. Ledger codes point to the project, and/or contract, and/or grant structures, and are used for 
agency-specific accounting and reporting, such as cost accounting and federal reporting. Ledger codes can 
be entered as separate codes in financial lines, or they can be identified as default ledger codes in the 
collocation codes for appropriations associated with the project, and/or contract, and/or grant. If a ledger 
code is the default ledger code in the collocation code, all financial activity recorded through the collocation 
code is automatically reported in the structures to which the ledger code points. If the ledger code is 
entered as a separate code in the financial line, only the financial activity associated with that financial line is 
recorded to the structural entities to which the ledger code points.  

Ledger codes are the means by which financial information flows into the entity structures. Ledger codes are 
not accounting structures and do not have hierarchy or reports-to relationships to each other.  

Fully Qualified Account (FQA) 

A fully qualified account (FQA) is the financial information entered in a transaction that identifies the 
accounting structures to which the financial activity is recorded. The FQA contains the required set-up year, 
collocation code and account. The FQA may also contain an optional program and/or ledger code. 

• Set-up year (SY) – The year associated with the financial activity charged through the collocation 
code. For example, a collocation code with a set-up year of 10 will point to the fiscal year 2010 
appropriation, while the same collocation code with a set-up year of 09 will point to the fiscal 
year 2009 appropriation. The set-up year is an integral part of the collocation code. 

• Eight-digit collocation code (CC) – Must point to the fund (FU) and organization (OR) structures. 
Usually points to the appropriation (AR) and sometimes the program (PR) structures. A 
collocation code must always be used with financial transactions. 

• Five-digit account code (AC) – The real (balance sheet) or nominal (income statement) accounts 
of the State of Alaska. An account code must always be used with a financial transaction. 
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• Five-digit program code (PR) – Reports to the program structure. May be linked to the 
appropriation structure through the collocation code (internal program code) or may be added 
as a separate code (external program code) in the financial transaction. 

• Eight-digit ledger code (LC) – Points to the project (PJ), and/or contract (CO), and/or grant (GR) 
structures. A ledger code can be identified as a default ledger code in the collocation code 
profile and the system will automatically add the ledger code to all financial transactions with 
the collocation code, or it may be added as a separate code in the financial transaction. 

 

Summary 

You should now be able to: 

• Explain what accounting is 
• Explain why we do accounting 
• Know who makes the rules 
• Explain why we need rules  
• Know what entities are and the different types of entities 
• Know what logical levels are 

Fund
(FU)

Organization
(OR)

Appropriation
(AR)

Account
(AC)

Grant
(GR)

Contract
(CO)

Program
(PR)

Project
(PJ)

SY (Setup Year) - CC (Collocation Code)
SY = 2 digits and CC = 8 digits

Required

Program Code
PR = 5 digits

Optional

Ledger Code
LC = 8 digits

Optional

Account Code
AC = 5 digits

Required

Relationship of the FQA to AKSAS Structures

FQA

STRUCTURES

Responsibility / Distribution (RD) Code

RD Code = 5 digits

The first two digits are the agency number.  This is a non-
financial structure.

Types of Account Codes

AS = Assets
LI = Liabilities
FE = Fund Equity
RR = Restricted Revenues
RU = Unrestricted Revenues
EX = Expenditures

FQA = Fully Qualified Account is on all financial transactions  (SY + CC + PR + LC + AC)

CLF = Collocation Code / Ledger Code File contains CCs and LCs

ESF = Entity Structure File contains all structures (everything except CCs and LCs)

Number Range

10000 - 19999
20000 - 29999
30000 - 39999
50000 - 59999
60000 - 69999
70000 - 79999
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• Know how the reports-to relationship works 
• Know what collocation codes and ledger codes are 
• Know how to identify a fully qualified account  
• Know how legislation relates to structures in AKSAS 

Review 

1. We do accounting to provide information that is useful to which groups? 

a. Citizens, media, elected officials 
b. Program managers 
c. Creditors, investors, grantors 
d. All of the above 

2. What are entities? 

a. Account and financial reporting structures 
b. Financial reporting structures 
c. Account structures 
d. Responsibility/distribution (RD) non-financial 
e. Both A and D 

3. What is a logical level? 

a. Each entity is assigned a logical level. 
b. The reports-to relationship above and below the entity 
c. Must be less than the reports-to entity 
d. Hierarchy defines the logical level. 

4. In the expenditure account code structure, at what logical level are budgets recorded? 

a. Logical level 65 
b. Logical level 10 
c. Logical level 40 
d. Logical level 50 

5. In the appropriation structure, at what logical level is the departmental summary? 

a. Logical level 10 
b. Logical level 20 
c. Logical level 50 
d. Logical level 70 

6. What is a fully qualified account? 

a. The financial information entered in a transaction by a user and includes SY, CC, PR, AC. 
b. The financial information entered in a transaction by a user and includes CC, PR, LC, AC. 
c. The financial information entered in a transaction by a user and includes SY, CC, PR, LC, 

AC. 
d. The financial information entered in a transaction by a user and includes SY, CC, AC. 
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7. What are the seven financial reporting structures? 

a. FU, AR, OR, AC, PJ, CO, GR 
b. FU, AR, PR, OR, CO, GR, AC 
c. PJ, CO, GR, CC, FU, OR, AR 
d. FU, OR, AR, PR, PJ, CO, GR 

8. What are the six account reporting structures? 

a. AS, LI, RR, RU, FE, EX 
b. LI, AS, RR, EX, AC, FE 
c. AC, FE, EX, RR, AS, LI 
d. CC, AS, LI, FE, RR, RU 

9. Why do we need collocation codes? 

a. To identify the fund, organization and internal program code 
b. Collocation codes are required. 
c. To record financial activity to the financial reporting structures 
d. Collocation codes provide hierarchy reporting for appropriations. 
e. Both B and C 

10. What is the purpose of using ledger codes?  

a. Ledger codes are used for agency-specific accounting and reporting. 
b. Ledger codes point to a project, contract and grant. 
c. Ledger code is a default on the collocation code. 
d. Ledger codes have hierarchy reporting. 
e. Both A and B 

11. What is the organization structure used for? 

a. To maintain management and reporting hierarchy for a state agency 
b. To summarize financial activity by region or location 
c. To summarize appropriation activity by region or location 
d. To record activity through a collocation code 
e. All of the above 

12. Projects, contracts and grants provide what type of reporting to agencies? 

a. Inception-to-date reporting for activity that crosses multiple state and federal fiscal 
years 

b. These structures are given meaning by each state agency. 
c. Financial activity is recorded and reported through the ledger code. 
d. All of the above 
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13. What is the difference between an internal program code and an external program code? 

a. Internal program is recorded on the financial line; external program is recorded through 
the collocation code. 

b. External program is recorded on the financial line; internal program is recorded through 
the collocation code. 

c. External program code does not appear on the online audit trail; internal program code 
does not appear on the online audit trail. 

d. Both A and C 
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Goals and Objectives 

After you complete this chapter, you will understand how to: 

• Log into the main frame 
• Change your mainframe password 
• Identify the inquiry RD codes 
• Identify the AKSAS main menu 

Logging into the Main Frame 

When AKSAS was implemented in 1985, personal computer technology was still being developed. Function 
keys (found on the top row of your keyboard) were referred to as “PF” keys. AKSAS screens were designed 
using the “PF” terminology. Keyboards today label function keys with “F” not “PF.” When “PF” is referenced 
in this material it indicates a function key application.  

To login to the main frame you will need a sign on ID and a password.  You will need to change your 
password every 45 days. The system will prompt you when it is time to change your password. Passwords 
are a minimum of five characters and maximum of 10 characters. Password changes are made on the screen 
shown below.   

 

To change your password: 

• Input your ID. 
• Tab to Password and type in your current password. 
• Tab to New Password and type in a new password. 
• Tab to verify and re-type the new password. 
• Press Enter.  

If done correctly, you should see “Password Successfully Changed” displayed on the screen. 

Note: Use the tab key to move between fields on all AKSAS screens.  
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Below is a screen print of a main frame main menu. Each user’s screen will vary based on their security role. 

 

• Select the function key (PF) that corresponds with AKSAS CICS on your menu. On the menu 
above, it is PF2. Note: All users are not created equal and you may have a different PF key for 
AKSAS or different menu options. 

 

You are now at the NATURAL logon procedure mailbox display. The mailbox is used to notify users of AKSAS 
enhancements, when month-end reports run, schedules for payroll processing, structure schedules, and 
when AKSAS is available for users. The mailbox is updated frequently, so each time you go into AKSAS, you 
will want to read the messages.   

• Continue to press Enter until you have reached the AKSAS sign-on screen, shown below.  
• Enter your RD code and password to enter AKSAS. 
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Inquiry RD Codes 

If you do not have an RD code and password, there is an inquiry RD code available to each agency. The first 
three numbers of all inquiry RD codes are 999, and the last two numbers are specific to each agency. For 
example, the Department of Administration is department 02, so the RD code is 99902. See below for a 
listing of agencies and agency number. 

The password for all inquiry RD Codes is INQUIRY. These are exempt from the 45-day requirement for 
changing passwords. Do not change the passwords for inquiry RD codes. 

 

DEPARTMENT / AGENCY 

Number 
 

Department / Agency Name 
 

Inquiry RD Code 
 

01 
 
Office of the Governor 

 
99901 

 
02 

 
Department of Administration 

 
99902 

 
03 

 
Department of Law 

 
99903 

 
04 

 
Department of Revenue 

 
99904 

 
05 

 
Department of Education and Early Development 

 
99905 

 
06 

 
Department of Health and Social Services 

 
99906 

 
07 

 
Department of Labor and Workforce Development 

 
99907 

 
08 

 
Department of Commerce, Community and Economic Dev 

 
99908 

 
09 

 
Department of Military and Veterans Affairs 

 
99909 

 
10 

 
Department of Natural Resources 

 
99910 

 
11 

 
Department of Fish and Game 

 
99911 

 
12 

 
Department of Public Safety 

 
99912 

 
18 

 
Department of Environmental Conservation 

 
99918 

 
20 

 
Department of Corrections 

 
99920 

 
24 

 
Department of Transportation and Public Facilities 

 
99924 

 
31 

 
Legislative Affairs Agency 

 
99931 

 
32 

 
Division of Legislative Finance 

 
99932 

 
33 

 
Division of Legislative Audit 

 
99933 

 
41 

 
Alaska Court System 

 
99941 

 
45 

 
University of Alaska 

 
99945 

 
57 

 
Retirements and Benefits 

 
99957 

 
 

Password for all inquiry RD Codes is INQUIRY. 
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AKSAS Main Menu 

Once you sign on, you will be taken to the AKSAS main menu, which contains a number of different 
selections: 

• Reporting 
• Data entry 
• Online inquiry 
• Special items/system maintenance 

This class deals primarily with the online inquiry menus. We will also touch on the online audit trail functions 
in AKSAS. 

 

Inquiry Options Description 
IO – Open Item Inquiry View open item detail or find an open item 
IE – Entity and CC/LC Inquiry View entity detail or find entity number 
IV – Vendor Inquiry View vendor detail or find a vendor number 
IW – Warrant Inquiry View warrant detail or find a warrant 
RO - Online Audit Trail Inquire on detailed financial activity for a specified period. 

 

Summary 

You should now be able to: 

• Log into the main frame 
• Change your password  
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• Log into AKSAS using an RD code 
• Understand the inquiry RD codes and password 
• Identify the AKSAS main menu options 

Review  

1. What year was AKSAS implemented? 

a. 1984 
b. 1985 
c. 1986 
d. 1987 

2. How often will AKSAS prompt you to change your passwords? 

a. Every 30 days 
b. Every 35 days 
c. Every 40 days 
d. Every 45 days 

3. What PF key is used to access AKSAS CICS? 

a. PF key varies based on the user’s security. 
b. AKSAS CICS is always PF2. 
c. AKSAS is assigned its own PF key based on the inquiry RD. 
d. PF key can change when you change your password. 

4. Should you change the passwords for the inquiry RD codes? 

a. Yes. 
b. No. 

5. What are the four main menu categories in AKSAS? 

a. Online Inquiry, Online Audit Trail, Special Items/System Maintenance, Data Entry. 
b. Reporting, Online Audit Trail, Online Inquiry, Data Entry. 
c. Entity and CC/LC Inquiry, Open Item Inquiry, Warrant Inquiry, Vendor Inquiry. 
d. Reporting, Online Inquiry, Data Entry, Special Items/System Maintenance. 
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Goals and Objectives 

After you complete this chapter, you will understand how to: 

• Access the open item screen 
• Identify the information on the base detail screen (PF5) 
• Access the reference information screen (PF7) 
• Find additional financial lines (PF6) 
• Access the activity screen (PF3)  
• Find a listing of open item types 

Accessing the Open Item Screen 

To access the open item inquiry screen: 

• Type IO at the main menu, as shown below. 

 

• Press Enter.  This brings you to the open item inquiry selection screen.  
• Under Open Item Type, enter the alpha characters for the open item you want to look up (e.g., 

EN = encumbrance).  
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This screen has a number of options: 

1. Detail – Provides the detail of an open item 
2. Activity – Provides the activity of an open item  
3. By Reference – Provides a list of open items that match the reference type and reference 

number 
4. By Entity – Provides a list of open items that match the entity type and number 
5. By CC/LC/EP – Provides a list of open items that match the collocation code, ledger code or 

external program selected 

Open Item Detail 

If you know the open item number, you can enter the open item type and the number. Later in this chapter, 
we will show you where to find the list of open item types. 

• In Open Item Type, type EN. 
• Make the selection by placing an X in front of Detail.   
• In Open Item Number, type 0248405. 
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• Press Enter. This will take you to the base screen, shown below. The base screen is also known 
as the PF5 screen. When you are in an open item, you can press PF5 and it will return you to this 
screen.   

 

Open Item Detail Discussion  

The open item detail screen provides information about the open item as described below. 

 



Introduction to AKSAS – Class Guide  Chapter 3 

Revised January 2014  Page 34 of 192 

This screen displays information such as: 

• A (Original Placed) – The amount used when the open item was established. 
• B (Adjust To Placed) – Sometimes you will find the amount that was established (originally 

encumbered) needs to be reduced or increased. Any change transaction amounts are reflected 
here. The activity screen (PF3) is the place to view the transaction history of the open item.  

• C (Total Liquidations) – The amount of payments made to date. 
• D (Current Balance) – This is the actual amount that remains in the open item at this date. 
• E (Description Long) – The first line is generally the name of the vendor. Sometimes it specifies 

what is being purchased (computers, office supplies, equipment) rather than from whom the 
item or service is being purchased. The second line of the long description gives additional 
details about the scope or purpose of the obligation. 

• F (REF Type) – This area includes reference information such as vendor number, 
delivery/contract number, user defined reference (UDR), and comments that identify the 
obligation.  

• G (FIN Current Balance) – This represents the coding of the current remaining balance. In this 
example, we can see that the open item is being charged to only one line of coding. There can 
be multiple lines of coding associated with a single open item. If all four financial lines are used, 
press (PF6) to display any additional lines.  

• ACTVY (PF3) – The activity screen shows all transactions that have occurred to date starting with 
the add open item transaction (110-10) and listing payments, changes and liquidations. 
 

• To view the reference screen, shown below, press the PF7 key. 
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• To view the financial coding screen, shown below, press the PF6 key. 

 

• To return to the base screen, shown below, press PF5.  

 

• To view the activity for the open item, press PF3. 
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• Press Enter to return to the base screen. 
• Press Enter to return to the open item inquiry selection screen. 

Open Item Activity 

If you want to view the activity associated with an open item, you can type in the open item number, as 
shown below. This is the same as pressing PF3 from the base screen of the open item. 

• In Open Item Type, type EN. 
• Tab to Activity.  
• Make the selection by placing an X in front of Activity. 
• In Open Item Number, type 0248405. 

 

• Press Enter. The open item activity report will be displayed, as shown below.  
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• Press Enter to return to the open item inquiry selection screen. 

Open Item by Reference Type 

If you want a list of open items based on a reference, you can complete the fields as shown below. In this 
example, we are using the reference for PVN (pay vendor number). It will give us a listing of all 
encumbrances associated with a specific vendor. 

• In Open Item Type, type EN. 
• Tab to By Reference. 
• Make the selection by placing an X in front of By Reference.  
• In Ref Type, type PVN. 
• In Ref Number, type WFB07226. 

 

• Press Enter. This will bring you to the open item report by reference page, as shown below.  
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Notice that the screenshot displays the reference used. If you do not type in the reference exactly as it exists 
in AKSAS, you will not find the open item you are seeking.   

Press Enter to return to the open item inquiry selection screen. 

Below is another example. 

 

Below is a list of open items for the reference that was entered. 
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• Press Enter to return to the open item inquiry selection screen. 

Note: AKSAS is a live system, so the screen that you see on your computer may show additional open items 
that have processed since the time that the student guide was last updated. 

Open Item by Entity Type 

If you want a list of open items based on any entity type, you may select the by entity line on the open item 
selection screen. Available entity types include: 

• AR – Appropriation 
• FU – Fund 
• OR – Organization 
• PR – Program 
• PJ – Project 
• CO – Contract 
• GR – Grant 

In this example, we are going to use the appropriation entity for our selection. When selecting 
appropriations, it is best to use a term year. If you do not select a term year, it will return all open items for 
all years that are still active. Using the term year will narrow your search to a specific year.  

• In Open Item Type, type EN.  
• Tab to By Entity. 
• Make the selection by placing an X in front of By Entity. 
• In Entity Type, type AR.  
• In Num, type 11725. 
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• Enter a Term Year of 2012 (remember if you leave this field blank, it will bring back all the open 
items associated with this AR number regardless of the year). 

• Press Enter. 

 

You should now see a list of the encumbrances that were returned based on our search criteria. The top of 
the screen reads open item cross reference, followed by SY: 2012-2012 AR: 11725. This is a way to verify 
that your search criteria selection is correct. 

The list also displays the following columns:   
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1. Open Item – Displays the open item type and the number 
2. LIN – Displays the financial line associated with the selection based on your search criteria, 

which was AR 11725 
3. COA – Chart of account year  
4. SY – Displays the set-up year associated with the collocation code 
5. CC – Displays the collocation code 
6. PGM – Displays the program code 
7. LC – Displays the ledger code 
8. ACCT – Displays the account code 
9. FY – Displays the federal fiscal year 
10. Balance – Displays the current balance of the LIN for the open item 

 

To view a specific open item on the list, type in the selection number in the enter selection area at the 
bottom of the screen. Note: In this example, line 2 of the open item is associated with AR 11725-2012 (see 
underline above).  

• Enter 7.  
• Press Enter. This will bring you to the encumbrance detail inquiry screen, shown below.  
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• To verify that financial line 2 of the open item is associated with AR 11725-2012, press PF6.  
• Notice at the bottom of the screen OVERFLOW? YES.  This means that there are more financial 

lines available for this open item.  To view the additional financial lines you would continue to 
press F6. 

 

• To see the financial line detail, type in the number at the bottom of the screen. In this example, 
you will type 2 next to FIN, as shown above, and press Enter. 

Recall that in Chapter 1, we discussed the fully qualified account (FQA). You can see below that the 
collocation code that was used on the financial line has populated the financial activity into: 

• Appropriation – 11725 
• Fund – 11100  
• Organization – 9180 



Introduction to AKSAS – Class Guide  Chapter 3 

Revised January 2014  Page 43 of 192 

The FQA did not use a program code or ledger code. 

We can also see the account code that was used and the description of the account code, which helps us 
understand what the expenditure was for. 

 

To see the activity related to a specific FQA, press PF4. On the top of the screen, notice that it says “Open 
Item Fin Line Activity.” This screen is specific to the financial line that we selected. 

 

• Press Enter twice to return to the PF6 Financial Line screen. 
• Press Enter again to return to the List of Open Items screen. 
• Press Enter again to return to the Open Item Inquiry Selection screen. 

Open Item by CC/LC Type 

If you want a list of open items based on a single collocation or ledger code, or a range of collocation or 
ledger codes, you can use the by CC/LC/EP selection on the open item selection screen. 

If you have a range of collocation codes you want as your selection, you can enter the first CC number you 
would like to capture in the beg num field, and enter the ending CC number you would like to capture in the 
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thru field. This will give you a list of all open items for the range in your criteria selection. The list will be 
inclusive of the beginning and ending numbers in the range. You can do the same for ledger codes. 

In this example, we are going to use a single collocation code. For the collocation code selection, you can use 
a set-up year to limit the list to a specific year.  

• In Open Item Type, type EN. 
• Tab to By CC/LC/EP. 
• Make the selection by placing an X in front of By CC/LC/EP. 
• In the Type field, enter CC. 
• In the Beg Number field, enter 02400210. 
• In the Thru field, enter 02400210. Note: By entering the same CC in the Beg Num field and the 

Thru field, we are selecting a single CC.  
• In the set-up year (SY) field, enter 2012.  

 

• Press Enter. 

You should now see a list of the encumbrances that were returned based on our search criteria. The top of 
the screen reads open item cross reference, followed by SY: 2012-2012 CC: 02400210-02400210. This is a 
way to verify that your search criteria selection is correct. 

The list also displays the following columns: 

1. Open Item – Displays the open item type and the number. 
2. LIN – Displays the financial line associated with the selection based on your search criteria, 

which was CC 02400210. 
3. COA – Chart of account year. 
4. SY – Displays the set-up year associated with the collocation code. 
5. CC – Displays the collocation code. 
6. PGM – Displays the program code. 
7. LC – Displays the ledger code. 
8. ACCT – Displays the acct code. 
9. FY – Displays the federal fiscal year. 
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10. Balance – Displays the current balance of the LIN for the open item. In this example, the line 
amount should equal the line amount on the PF6 financial detail screen for line 2. 

You can verify that you have only captured the selection of CC 02400210 by pressing PF3 to page forward 
through the data. Press PF2 to return to the first page. The pages are displayed in the top right-hand corner 
of your screen. 

 

• In Enter Selection, type 10.  
• Press Enter.  

This brings you to the open item detail inquiry screen, shown below. 

 

Changing Open Items in the Detail Inquiry PF5 Screen 

While you are in the open item detail screen, you can select additional open item types and/or another 
open item number to view. 

• At the bottom of the Open Item screen, input the two alpha characters for the open item type 
number and the open item number you wish to view.  

• In the For Next OI Enter===> OI Type/Num field, type EN. 
• In the Number field, enter 0228111. 
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• Press Enter. 

You will now see the new open item detail inquiry screen based on your selection. 

 

• Press Enter to return to the list of Open Items screen. 
• Press Enter again to return to the Open Item Inquiry Selection screen. 
• Press PF1 to return to the AKSAS main menu. 

Finding the Alpha Characters for Open Item Types 

To find the list of valid open item types, you will need to begin from the AKSAS main menu.  

• Press PF12 to access the help screen. Note: The help screen can only be accessed from the 
AKSAS main menu. 
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• On the System Table Inquiry screen, tab to Valid Open Item Types under Open Items & 
Warrants. 

• Make the selection by placing an X in front of the Valid Open Item Types. 

 

• Press Enter. 
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Pressing enter will return a listing of the open item types with the two-alpha character code and the title of 
the various types, as shown below. 

 

• Press Enter to return to the System Table Inquiry screen. 
• Press PF1 to return to the main menu. 

Summary 

You should now be able to: 

• Access the open item screen 
• Identify the information on the base screen (PF5) 
• Access the reference information screen (PF7) 
• Find additional financial lines (PF6) 
• Access the activity screen (PF3) 
• Find a listing of open item types  
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Review 

1. What are the two ways you can access the open item activity screen? 

a. From the open item inquiry selection screen, enter the open item type, select detail, 
and enter the open item number; from the open item base screen, press PF3 or from 
the open item inquiry selection screen, enter the open item type, select activity and 
enter the open item number. 

b. From the open item inquiry selection screen, enter the open item type, select detail, 
and enter the open item number; from the open item base screen, press PF6; from the 
open item inquiry selection screen, enter the open item type, select activity and enter 
the open item number. 

c. From the open item inquiry selection screen, enter the open item type, select activity 
and enter the open item number; from the open item inquiry selection screen, enter the 
open item type, select detail, and enter the open item number; from the open item base 
screen, press PF7. 

d. From the open item inquiry selection screen, enter the open item type, select detail, 
and enter the open item number; from the open item base screen, press PF4 (LNACT) or 
from the open item inquiry selection screen, enter the open item type, select activity 
and enter the open item number. 

2. What screen shows the references for an open item? 

a. PF5 
b. PF6 
c. PF7 
d. PF3 

3. What screen shows the financial lines for an open item? 

a. PF5 
b. PF6 
c. PF7 
d. PF3 

4. What is it called when an encumbrance has been reduced or increased with a change 
encumbrance transaction? 

a. Original placed 
b. Current balance 
c. Total liquidations 
d. Adjusted to place 

5. Can you see financial line detail for an open item? 

a. Yes. 
b. No. 
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Exercise 

You have just been asked to look up some information on an encumbrance for Office Plus. You’ve only been 
given the following information about the open item: 

• Collocation code – 02800210 – 2012 
• Expenditure account code – 74229 
• Reference type – DO 
• Reference number – 02-80-0079-12 
• Vendor number – OFP00116 

Based on this information, please answer the following: 

1. What is the encumbrance number?  

 

2. How much was originally encumbered?  

 

3. Have there been any payments made?  

 

4. What is the current balance? 

 

5. What are the appropriation, fund and organization numbers for financial line 1? 

 

6. Did this activity post to a project, contract or grant? Which ones, if any?  
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Goals and Objectives 

After you complete this chapter, you will understand: 

• How to access the vendor inquiry screen (IV) 
• The pay vendor numbers 
• How to identify the information on the base/detail screen 
• How to find a vendor using a wild card 
• How to verify vendor information 
• How to view payments made to a vendor 
• How to view vendor lists 

Accessing the Vendor Inquiry Screen (IV) 

• From the AKSAS main menu, type IV. 

 

• Press Enter.  
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You are now on the vendor inquiry selection screen. 

Pay Vendor Numbers 

When making payments in AKSAS, you must have a pay vendor number (PVN). A PVN contains eight 
characters, including three alpha (ABC) and five numeric (54321) characters. This schematic also includes 
temporary vendors. 

Vendor Search Using PVN 

If you know the vendor number, you can type it in the vendor number field. 

• On the Vendor Inquiry Selection screen, under Vendor Detail, in the Vendor Number field, enter 
COS89151. 
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• Press Enter.  

The vendor detail screen is now displayed and provides information about the vendor that was selected. The 
vendor detail screen includes:  

1. Vendor Number – This field displays the unique eight characters to identify vendors on the 
vendor master file. 

2. Active – This field determines if the vendor record is active or not. 
3. Date of Last Activity – This field shows how recently the record was used by AKSAS. 
4. Vendor Legal Name/Address – This field identifies the name the vendor uses to report taxes to 

the IRS and to whom the tax ID is assigned. 
5. DBA Name/Address – This field identifies if the vendor is doing business with a name different 

from the owner or parent company name. 
6. Vendor Address, City, State and ZIP – These fields identify the address to which a warrant or 

correspondence (e.g., 1099 MISC) is mailed. 
7. Business Type – This field identifies the type of business the vendor operates. 
8. Tax or Emp ID – Based on the vendor’s business type, this field can either be a social security 

number (SSN), tax identification number (TIN), or an employee identification number for a state 
employee. 

9. Vendor Class – This field identifies the type of vendor by business service.  
10. 1099 Reportable – This field identifies whether a vendor is 1099-reportable or non-reportable 

based on the vendor’s business type according to IRS regulations. 
11. Vendor Email/Contact – These fields identify an individual who may be contacted for 

information. 
12. EDI status – This field identifies whether a vendor can be paid electronically by Electronic Data 

Interchange (EDI). 
13. Enable Date – This field identifies the date the vendor can begin to receive payments 

electronically via EDI. 
14. Multiple Addenda – This field identifies if a vendor elected to combine multiple payments into 

one deposit with multiple addenda (remittance) records for each payment in the deposit. 
15. Refs – This field identifies the appropriate EDI references to use when entering reference 

information on a general warrant request transaction. 
16. Accepts Credit Card – This field identifies if a vendor accepts payment by credit card. 
17. Vendor Short Name – This field identifies the name of the vendor as it should appear on 

reports. This field is also beneficial when searching for a vendor who happens to have multiple 
records due to the parent company to which it is tied (e.g., Alaska Airlines). 

18. Vendor Notes – This field provides additional information about the vendor. 

For more information on vendors, see Section 10-Vendors in the Accounting Procedures manual located at 
http://doa.alaska.gov/dof/manuals/apm/index.html 

http://doa.alaska.gov/dof/manuals/apm/index.html
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To view a list of warrants paid to this vendor, press PF6. Please be patient as often there is a lot of data 
being retrieved and it may take a few moments for the data to load on the screen. 

 

Displayed below is a list of warrants that have been paid to this vendor. At the top of the screen, it displays 
the REF: PVN that was selected (COS89151), the number of pages (1 of 54) and the date the information was 
last updated (05/10/2012). Note: AKSAS is a live environment so the number of warrants listed can change 
from the date the student guide was updated.   

 

This screen also displays: 

1. Warrant number 
2. Payee name 
3. Warrant print date 
4. Warrant amount 

• To see the additional listings, press PF3. 
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• Notice when you go past page two using the PF3 key a PF4 key will be displayed.  The PF4 key 
will allow you to return to the first page. 

• To return to the previous page, press PF2.    
• To display more data, press PF6. 

 

In addition to what was previously displayed, the screen now also displays the PVN and the source RD code 
associated with the payment (this was done by truncating the payee name). 

• To return to the original display, press PF6.  
• Press Enter to return to the Vendor Detail screen. 
• Press Enter to return to the Vendor Inquiry Selection screen. 

Vendor Search using Vendor Name 

If you know the name of the vendor, you can search based on the vendor name. In this example, we will find 
the PVN for Capital Office. 

• Tab to Vendor Name. 
• In the first vendor name space, type Capital. 
• Tab to the second space and type Office. 
• Press Enter. 

Notice that we needed to tab to the next available space to type in Office. AKSAS requires that each word be 
segregated. If we typed in Capital Of, it would have cut off the name. When AKSAS cannot locate a vendor, 
you will get an error message that reads “2305 NO VENDORS FOUND FOR SEARCH CRITERIA.”  
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AKSAS searches on the vendor name, and then searches the first three characters of the vendor address. If 
the address contains DBA and/or any word in your search criteria, then the vendor will be included in the 
results. 

You now have a list of vendors that meet the search criteria. The top of the screen shows the search word(s) 
that were used.  The list contains: 

1. Selection number 
2. PVN (pay vendor number) 
3. Short description 
4. Vendor name 
5. Active status – Shows if the vendor is active (Y) or inactive (N) 
6. EDI status – Show if the vendor can receive electronic payments  

 

To view the detail of a vendor from the list: 

• Enter the selection number in Enter Selection for Vendor Detail. 



Introduction to AKSAS – Class Guide  Chapter 4 

Revised January 2014  Page 58 of 192 

• To see the detail of vendor 1 in the list, enter 1. 

You are now at the vendor detail screen, as shown below. When researching an invoice for a vendor, you 
should verify the name, address and tax ID if the information is available on the invoice. 

 

• To return to the vendor Word Search screen, press Enter. 

 

• Press PF11.  
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This allows you to view the addresses associated with each vendor, as shown below. This is a much easier 
way of identifying a vendor, especially if you have a large list. If a list has multiple pages, press PF3 to go to 
the next page. Press PF2 to return to the previous page.   

 

• Press PF11 to return to the vendor Word Search screen. 

Let’s do another vendor search from this screen.   

• At the bottom of the screen, type Alaska. 

 

• Press Enter. 
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If you are searching for a vendor and the name is used by many other vendors, you will get an error message 
that reads “TOO MANY MATCHES FOUND; NARROW SEARCH CRITERIA,” as shown below.  

 

• Remove the word from the search criteria. 
• Return to the Vendor Inquiry Selection screen by pressing Enter.  

Vendor Search using Wild Card 

If any word of your search is longer that the allowed field, use the wild card *. When you enter partial words 
ending with *, the search finds vendor records including words beginning with those characters in the 
vendor and/or DBA name. 

• Tab to Vendor Name. 
• Type Juneau. 
• Tab to the second name space. 
• Type electroni*. 
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• Press Enter. 

The word electronics was too long to fit in the word search space. By using the wild card, we were able to 
find all vendors that met the criteria.   

 

Let’s try another wild card search.  

• At the bottom of the screen, type GCI. 
• Tab to the second name space. 
• Type Communicat. 

 

• Press Enter. 
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If you do not use the wild card and the word is too long for the space, AKSAS will return the NO VENDORS 
FOUND FOR SEARCH CRITERIA error message, as shown below.  

 

• Remove the names from the search criteria and press Enter; this will take us back to the Vendor 
Inquiry Selection screen. 

Vendor Search using Tax ID Number or Vendor Number List 

When would you use these search options? 

1. Use the tax ID number (EIN, SSN or EMP) when a vendor has multiple remittance addresses. 
Note: Many vendors include their EIN on the invoice (e.g., Fred Meyer = EIN 930798201). 

2. Use the naming convention if you do not have an EIN and are not able to find the vendor using 
the word search option.   

Vendor codes are set up with three alpha characters (ABC) and five numeric characters (YYJJJ = year and 
Julian date). Let’s use Capital Office Systems (COS89151) as an example. 

• COS – The first alpha character of each word in the title 
• 89 – The year 1989, which was the year this vendor was set up in AKSAS 
• 151 – Julian date; this vendor was set up in AKSAS on May 31, which was the 151st day of that 

year 

You can search by using the three alpha characters of the vendor name. Here are some tips on vendor 
naming logic:  

• For one-word vendor names, the vendor code often begins with the first three characters of the 
vendor name (e.g., ABC, Inc. = ABCXXXXX).  

• For two-word vendor names, the code often begins with the first two letters of the first word 
and the first letter of the second word (e.g., Fred Meyer = FRMXXXXX). 

• For three-word vendor names, the code usually begins with the first letter of each word (e.g., 
Arctic Air Alaska = AAAXXXXX). 

Of course, there are always situations when the rules have not been applied exactly as defined.   
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• In the Vendor Inquiry screen, tab to Tax or Emp ID. 
• Type EIN930798201 (when searching in this field, you must preface the number with EIN, SSN or 

EMP). 

 

• Press Enter. 

You now have a list of vendors that meet your criteria for a specific tax ID number. It’s important to note 
that searching by tax ID gives us multiple vendor numbers. Review and analysis will be necessary to select 
the vendor number with the correct description and remittance address.   

 

Notice at the bottom of the screen you can search for additional vendors using tax or EMP ID. 

• To return to the Vendor Inquiry screen, press Enter. 
• Tab to Vendor Number List. 
• Type FRM. 
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• Press Enter. 

AKSAS pulls all vendors numbers that begin with FRM. Remember that searching by tax ID gives us multiple 
vendor numbers. Review and analysis will be necessary to select the vendor number with the correct 
description and remittance address.   

 

• Press PF3 to page through the list. 
• Press PF2 to return to the previous page. 
• To return to the Vendor Inquiry Selection screen, press Enter.  

Additional information on vendor inquiry can be found in the Accounting Procedures manual, Section 10, 
Vendor Search. 



Introduction to AKSAS – Class Guide  Chapter 4 

Revised January 2014  Page 65 of 192 

Summary 

You should now be able to: 

• Access the vendor inquiry screen (IV) 
• Understand pay vendor numbers 
• Identify the information on the base/detail screen 
• Find a vendor using a wild card 
• Verify vendor information 
• View payments made to a vendor 
• View vendor lists 

Review 

1. The pay vendor numbers are comprised of three alpha characters and five numeric characters.  

a. True. 
b. False. 

2. What field identifies the name of the vendor as it appears on reports? 

a. Vendor legal name 
b. Vendor DBA name 
c. Vendor number 
d. Vendor short name 

3. The vendor wild card search is used when? 

a. The vendor cannot be found using the vendor DBA name. 
b. The vendor name is too long to search using the vendor search field. 
c. The vendor number is not available.  
d. To narrow down the search criteria 

4. Can you view the warrants for a specific vendor from the vendor detail screen? 

a. Yes. 
b. No. 

5. When would you use an EIN or SSN to look up a vendor? 

a. When you are unable to find a vendor using the vendor search 
b. When a vendor has multiple remittance addresses 
c. When a vendor has listed their EIN on their invoice 
d. All of the above 
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Exercise 

You have received an invoice from Home Depot that needs to be paid. The address on the invoice is 1715 
Abbott Rd., Anchorage, AK 99507-3444.  

• What is the PVN number?  

 

• Is the PVN EDI capable? 

 

• Find the following information: 

 

• VAL94130 is for what vendor? 

 

• Does EIN911750031 accept credit cards? 
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Goals and Objectives 

After you complete this chapter, you will understand: 

• The purpose of the warrant inquiry (IW) screen  
• How to access the warrant inquiry screen  
• How to identify the information on the base/detail screen 
• How to verify the warrant status 
• How to view payments made to a vendor 
• How to view warrant lists  
• The various types of warrants 
• What the warrant codes are and how to find their description 

Purpose 

The warrant inquiry screen is a research tool. This tool is limited to approximately 16 – 18 months of 
financial activity. The period for which data is currently available online is displayed in the upper right-hand 
corner of the online audit trail (RO) screen. If a transaction was processed prior to the dates currently 
available, your option is to run an audit trail report using ALDER. Most, but not all, AKSAS transactions are 
included in the online audit trail. For verification that the transaction you are looking for will be displayed in 
the online audit trail, refer to the AKSAS Handy Guide to Financial Transactions, located on the Division of 
Finance website at http://doa.alaska.gov/dof/manuals/handy_guide.  

Accessing the Warrant Inquiry (IW) Screen 

To access the warrant inquiry (IW) selection screen: 

• Type IW from the AKSAS main menu. 

 

• Press Enter. 

You are now at the warrant inquiry selection screen. 

http://doa.alaska.gov/dof/manuals/handy_guide
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IW – Warrant Detail 

• If you have or know the warrant number, select Warrant Detail by placing an X in front of 
Warrant Detail. 

• Type in warrant number 24752480. 

 

• Press Enter. 

From the warrant detail inquiry screen, there are four additional screens available: 

1. PF5 – Base Screen 
2. PF6 – Financial 
3. PF7 – References 
4. PF8 – Remittance Advice 

Warrant Detail PF5 – Base Screen 
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The base screen (accessed by pressing PF5), pictured above, provides some very basic information about the 
warrant. Listed next is a description of each of the fields identified on the base screen. 

1. Warrant class – Describes the type of warrant issued (e.g., GN = General Warrant). This is 
entered by the user.  

2. Routing – The routing codes are: 

a. M – Mail, mailed directly to payee 
b. A – Agency, warrant returned to the agency for mailing 
c. Electronic Payment – payments sent directly to the vendor’s bank account 
d. Blank – Indicates the warrant is an EP-One card zero net  

3. Warrant number – The eight-digit warrant number is assigned by AKSAS when the transaction 
processes. 

4. Status – Provides the status of the warrant: 

a. AW – Active warrant 
b. CA – Warrant was cancelled and can no longer be redeemed 
c. DR – Warrant was deleted before it was printed (specific to general warrants) 
d. SP – Stop payment was placed on the warrant and it can no longer be redeemed 
e. SD – Warrant stale dated (warrant was not redeemed within six months of issue date) 
f. CR – Warrant cancelled and reissued (specific to general warrants)  

5. Date last activity – The last date that any activity was recorded to the warrant, usually the 
redeemed date activity 

6. Sched print date – Date the warrant was scheduled to print 
7. Wrt print date – Identifies the date the warrant was printed  
8. Redeemed date – Date warrant was redeemed by payee. Note: EDI will have no redeem date. 
9. Reconciled date – Date the warrant was reconciled through the bank 
10. Payee – Identifies who the warrant was issued to (payee, name and address) 
11. Microfilm number – This number will need to be provided if you request a copy of the 

redeemed warrant from the Department of Revenue, Treasury Division. 

Warrant Detail PF6 – Financial  

• Press PF6. 
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This screen shows the financial coding that was used to pay the vendor; this is also known as the fully 
qualified account (FQA). 

To see more detail about the coding and the encumbrance, you can enter the financial line number in the 
FIN area at the bottom of the screen.   

Notice that in the bottom right corner of the screen is the word “overflow.” 

• NO indicates that there are no additional financial lines on the warrant. All of the financial lines 
are being displayed. 

• YES indicates there are more financial lines on subsequent screens. If you have additional pages 
to view, press PF6. Note that AKSAS will not allow you to return to the previous page. If you 
want to view the first screen, press PF5 and then PF6. This will take you back to the first page of 
financial lines. 

The financial line shows: 

• COA – Chart of Account Year. This defaults to the current fiscal year. If the transaction is not for 
the current year, enter the fiscal period code (FPC) as defined in the AKSAS Handy Guide. 

• SY – Set-up Year. This defaults to the fiscal year associated with the FPC if no entry is made. If 
the default value is not correct, enter the two-digit set-up year associated with the collocation 
code. 

• FY – Federal Fiscal Year. This defaults to the current federal fiscal year if no entry is made. If a 
federal fiscal year is required by your agency and the default value is not correct, enter a two-
digit federal fiscal year. 

• CC – Collocation Code. This is required on every financial line. 
• PGM – Program Code. This is optional and no external program code was used in this example. 
• LC – Ledger Code. This is optional and no ledger code was used in this example.  
• ACCT – Account Code. This is required on every financial line.   

Warrant Detail PF6 – Financial Line Detail 

To see the financial line detail: 
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• Type the financial line number at the bottom of the screen in FIN field. For this example, type 1. 

 

• Press Enter. 

In chapter 1, we discussed the fully qualified account (FQA). In the example below, you can see that the 
collocation code 02800410 populated the financial activity into: 

• Appropriation – 11735 Labor Relations 
• Fund – 11100 General Fund 
• Organization – 4120 Management 
• Internal Program Code – None 
• Internal program code is attached to the collocation code and does not appear on the financial 

line. Only external program codes appear on the financial line. 
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This screen also shows the account code and the description that was used on the financial line, which in 
this case was 73677 Office Furn & Equip. 

 

The bottom of the screen displays the open item EN and the open item number 0248405 that was used on 
the financial line. 

• Press PF3 to see the open item detail for that which was used for the financial activity. 

 

You are now in the open item detail screen.  You can access any of the open item screens from here by 
pressing any of the PF keys. 
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• Press Enter to return to the Warrant Detail Inquiry – Fin Line screen.   
• Press PF5 to return to the Warrant Detail Inquiry screen. 

Warrant Detail PF7 – References 

 
• Press PF7 to go to the References screen. 

 

The PF7 reference screen lists: 

1. Reference type 
2. Reference number 
3. Reference amount 
4. Reference date 
5. Comments 
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In addition to displaying the required vendor number as a reference, a number of different reference types 
were used on this warrant: 

1. UDR – User defined reference 
2. INV – Invoice 
3. ACC – Vendor account  

As you will have a number of search options available, knowing how your department enters references on 
warrants will help you research payments. For example, you may have a vendor account (ACC) number, but 
no invoice number, or you may want to find out what payments have been made for a particular 
division/section (UDR).   

AKSAS automatically lists the payee name on the PVN reference comment line. In this case, it reads Tongass 
Business Center.  The comments field can be used by the user to reference other information. 

Notice the column Comment (Truncated) at the top of the screen.  

• Press PF11 COMNT to display more of the comment line on screen.  

 

• Press PF11 DATE to return to the truncated comments.  

 

In the upper right corner of this screen, it says “overflow yes.” This tells us that there are more reference 
screens available for viewing. 
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There are three lines on the reference screen that are reserved for specific information and are 
automatically populated by AKSAS. 

1. Line 17 – Source RD (SRD) – The RD code of the user who input the transaction. RD codes can be 
associated with the user; later in this student guide, we will show you how to look up the name 
associated with the RD code. 

2. Line 18 – Original Document (OD) – The original document number assigned by AKSAS when the 
document was entered by the user 

3. Line 19 – Open item that was used on the financial line.  This is only populated by AKSAS when 
an open item has been used on the warrant. 

• Press PF7 to view the additional screen. 

 

• PF5 to return to the Warrant Detail Inquiry screen (base screen).  
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Warrant Detail PF8 – Remittance Advice 

• Press PF8 to see the Remittance Advice screen. 

 

The PF8 screen allows you to view information that appeared on the stub of the warrant when the routing 
code was “M” (mailed). This is usually information that the user has input to help the vendor identify the 
payment and/or a simple message that the user wants to convey to the vendor. 

• Press Enter to return to the Warrant Inquiry Selection screen. 

Note: It is a fairly common mistake for some vendors to give you the stock number (located in the upper 
right-hand corner on general warrants) on a warrant rather than the actual warrant number. You may have 
to ask them to look at the actual warrant if they have it in hand. 
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Researching Payments 

Each agency has its own requirements for data entry. When researching payments, it is critical that you are 
familiar with your department’s standardized data entry practices. For example, does your department drop 
leading zeros, dashes, slashes or asterisks when entering an invoice for payment? Knowing when and why 
certain references such as BIL, STM, INV and GEN are used will aid in your researching of payments. 

There are a variety of ways to research whether an invoice, bill or delivery order (DO) has been paid, based 
on the information you have available to you. In the following example, we will use the reference INV to 
search for a payment on the warrant inquiry selection screen. There are a number of fields on this screen: 
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• REF type – We will cover how to find valid reference types at the end of this chapter. 
• REF num – The number associated with the reference type; this number is entered by the user. 
• Warrant class – Default is WM, which encompasses five different warrant classes (e.g., BU, GN, 

FW, HW, WP). We will cover how to find warrant classes at the end of this chapter. 
• Order – Default is D (descending), which provides a listing with the most current date at the top 

of the list. A (ascending) provides a listing with the oldest date at the top of the list. 
• Source RD code – Allows the user to restrict the search to one or a range of source RD codes 
• WRT print date – Allows the user to restrict the search to before or after a specific date 

To begin our search: 

• From the Warrant Inquiry Selection screen, select Warrant Reference by placing an X next to 
Warrant Reference. 

• In Reference Type, type INV. 
• In Reference Number, type 53384961.  

 

• Press Enter.  
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You are now on the reference/warrants report screen. The top of the screen displays the search criteria 
selections made on the previous screen. 

 

• Next to Enter Selection, type 1. 
• Press Enter. 

You are now at the warrant detail inquiry screen. Pressing PF6 will allow you to view the financial lines. 
Pressing PF7 will allow you to view the references.  

• Press PF7. 
• Verify that the invoice number in the reference number column is the selection you requested. 

 

• Press Enter to return to the list. 
• Press Enter again to return to the Warrant Inquiry Selection screen. 
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Now, using reference type UDR, limit your search results using warrant print date. 

• From the Warrant Inquiry Selection screen, place an X next to Warrant Reference. 
• In Reference Type, type UDR. 
• In Reference Number, type FIN2014. 
• In Warrant Class, type GN (this stands for general warrants). 
• In WRT Print Date, type 08 01 2013. 
• Leave the Order set to D (descending). This should allow us to see all warrants processed before 

August 1, 2013.  

 

• Press Enter. 

You are now on the reference/warrants report screen. 

• To view selection 3, type 3 next to Enter Selection.  

 

Enter selection (3) to 
view this payment 
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• Press Enter. 

You are now at the warrant detail inquiry screen (base screen). 

• Press PF7 to view the references. 
• Verify that UDR FIN2014 is in your reference screen. 

 

• Press Enter to return to the warrant list. 
• Press Enter again to return to the Warrant Inquiry Selection screen. 

Now let’s use PVN as a warrant reference selection. 

• From the Warrant Inquiry Selection screen, place an X next to Warrant Reference. 
• In Reference Type, type PVN. 
• In Reference Number, type ESS12179. 

 

• Press Enter. 
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You are now on the reference/warrants report screen. 

 

• If there are multiple pages of information, press PF3 to go to the next page of data. 
• To view the detail of a warrant, enter the selection number next to Enter Selection and press 

Enter. 
• Press Enter to return to the Warrant Inquiry Selection screen.   
• Press PF1 to return to the AKSAS main menu. 

Additional information is available from the AKSAS main menu. 

• Press PF12. 

 

You are now at the system table inquiry screen.  
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• Under Open Items and Warrants, place an X next to Valid Warrant Classes.  

 

• Press Enter. 

You can now view a list and a description of the valid warrant classes used in AKSAS.  

 

Notice at the bottom of the screen, it identifies the warrant classes that are included in the warrant Class 
WM. 

• Press Enter to return to the System Table Inquiry screen. 
• Press PF1 to return to the AKSAS main menu. 
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Summary 

You should now be able to: 

• Understand the purpose of the warrant inquiry (IW) screen 
• Access the warrant inquiry screen  
• Identify the information on the base/detail screen 
• Verify the warrant status 
• View payments made to a vendor 
• View warrant lists  
• Identify the various types of warrants 
• Know what the warrant codes are and how to find their description 

Review 

1. How many warrant routing codes are available for a warrant? 

a. One 
b. Two 
c. Three 
d. Four 

2. What does the warrant status of CR mean? 

a. Cancel 
b. Cancel and reissue 
c. Delete before printing 
d. Active 

3. What PF key would you use to get to the warrant reference screen? 

a. PF3 
b. PF5 
c. PF6  
d. PF7 

4. What does overflow “yes” indicate on the financial and/or reference screen? 

a. That there are no more financial lines available. 
b. That there are additional lines not shown on the current screen. 
c. There is no overflow reference on either the financial or reference screens. 
d. None of the above. 

5. How do you find the financial line detail when you are in the PF6 financial line screen? 

a. At the bottom of the screen, type the number of the financial line and press enter. 
b. You cannot see financial line detail when in a warrant. 
c. The financial line does not have a detail screen. 
d. None of the above. 
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6. Do all references on a warrant appear on the warrant stub? 

a. Yes 
b. No 

Exercise 

You have just received a call from a vendor requesting the status of their billing. After talking with the 
vendor, you have the following information: 

• Vendor name: Chicago Dell Marketing (PVN DEM97083) 
• Invoice issue date: 1/24/2014 
• Invoice number: XJ9RMPCK8 
• Invoice amount: $1,605.76 

With so many vendors using electronic payment (EDI), your department has the policy of using the warrant 
reference GEN instead of INV to request payment. Based on this information, answer the following:  

• Has the invoice been paid? 

 

• If so, what is the warrant number?   

 

• When was it paid?   

 

• Has the warrant been redeemed?  

 

• What is the document number?   

 

• What financial coding was used?   

 

• Was there any remittance advice?   

 

• Who made the payment?   
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Goals and Objectives 

After you complete this chapter, you will understand: 

• How to find the system table inquiry screen 
• How to use the system table inquiry 

Accessing the System Table Inquiry Screen (PF12) 

To access the system table inquiry (PF12 Help) screen: 

• Press PF12 from the AKSAS main menu.     

 

The information on this screen is organized into five different categories: 

1. Open items and warrants 
2. Vendors 
3. Structures 
4. Other 
5. Cost/Overhead 

We will explore each of these categories in this chapter.  

Valid Open Item Types 

• Tab to and place an X in front of Valid Open Item Types. 
• Press Enter. 
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This screen displays a list of valid open items in AKSAS. These open item types are used when adding or 
changing an open item as well as when researching using the open item inquiry and/or the online audit trail 
screens. 

• Press Enter to return to the System Table Inquiry screen. 

Valid Warrant Classes 

• Tab to and place an X in front of Valid Warrant Classes. 
• Press Enter. 

This screen displays a list of valid warrant classes in AKSAS. Notice the WM warrant class at the bottom of 
the screen. This is used in the warrant inquiry screen only and will display BU, EP, FW, GN and HW warrant 
classes when using WM as the default selection. The warrant classes are selected when adding or changing 
warrants as well as when researching using the warrant inquiry and/or the online audit trail screens. 

• Tab to and type FW in the area after Enter Warrant Class for Detail Display. 
• Press Enter. 
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FIELD WARRANT (FW)     GENERAL WARRANT (GN) 

 

This display shows: 

1. Warrant class and description 
2. Warrant class number begin and end – Indicates that the warrant numbers will include the 

range 70-74 
3. Stale date elapsed period – Indicates the number of days the payee has to present the warrant 

to the bank for redemption.  
4. Maximum post date period – Indicates the number of days that a warrant can be post-dated to a 

future date (Note: Field warrants cannot be post-dated.) 
5. Class dollar limit amount – Indicates the maximum amount that the warrant can be issued for 

To view another valid warrant class detail: 

• Press Enter to return to Valid Warrant Classes. 
• Tab to and type GN in the area after Enter Warrant Class for Detail Display. 
• Press Enter.  
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This display shows: 

1. Warrant class and description 
2. Warrant class number begin and end – Indicates that the warrant numbers will include the 

range 20-26 
3. Stale date elapsed period – Indicates the number of days the payee has to present the warrant 

to the bank for redemption. 
4. Maximum post date period – Indicates the number of days that a warrant can be post-dated to a 

future date (Note: General warrants have a maximum post date) 
5. Class dollar limit amount – Indicates the maximum amount that the warrant can be issued for 

(Note: A general warrant can be issued for a much larger dollar amount than a field warrant.) 

• Press Enter to return to Valid Warrant Classes. 
• Press Enter to return to the System Table Inquiry screen. 

Valid/Mandatory References 

• Tab to and type X in front of Valid/Mandatory References. 

 

• Press Enter. 
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This screen displays a list of valid/mandatory references that can be used for open item types and/or 
warrant classes. If you do not know the open item type or warrant class, you can type ? in the selection and 
it will display the open item type or warrant class options available to you. 

• Tab to and type EN in the area after Enter Open Item Type. 

 

• Press Enter. 

This screen displays valid references that can be used when adding or changing an open item. Each agency 
has their own standard references that they use for an open item. It is beneficial to learn the standard 
references that your department uses.  
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This screen displays: 

1. Reference type – The three-character code used on the open item 
2. Description – The description of the three-character code 
3. Lone indicator – Y indicates that the reference can only be used once on the open item 

• Press Enter to view additional pages of references.   
• Continue to press Enter until you return to the Valid/Mandatory References screen. 
• Tab to and type GN in the area after Enter Warrant Class. 

 

• Press Enter. 

This screen displays valid references that can be used when adding or changing a warrant. Each agency has 
their own standard references that they use for warrants. Again, it is beneficial to learn the standard 
references that your department uses.    
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This screen displays: 

1. Reference type – The three-character code used on the warrant 
2. Description – The description of the three-character code 
3. Lone indicator – Y indicates that the reference can only be used once on the warrant 

• Press Enter to view additional pages of references. 
• Continue to press Enter until you return to the Valid Mandatory References screen. 
• Press Enter to return to the System Table Inquiry screen. 

Reference Types 

• Tab to and place an X in front of Reference Types. 

 

• Press Enter. 
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This screen displays: 

1. Reference type – The three-character code used on the warrant 
2. Description – The description of the three-character code 
3. Master file validation – Y indicates that the reference is verified against another master file in 

AKSAS. If the reference does not match the master file, then an error can occur. 
4. Remittance advice indicator – Y indicates that the reference will print on the warrant stub if it is 

a mailed warrant. 

• Press PF3 to view additional pages of references. 
• Continue to press PF3 to page through the list; press PF2 to return to the previous page. 
• Press Enter to return to the System Table Inquiry screen. 

Vendors: Valid Vendor Classes 

• Tab to and place an X in front of Valid Vendor Classes. 

 

• Press Enter. 
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This screen displays vendor types and descriptions. These types are used when adding a vendor in AKSAS. 
The most common vendor type is miscellaneous (MI).   

• Press Enter to return to the System Table Inquiry screen. 

Structures: Valid Entity Types 

• Tab to and place an X in front of Valid Entity Types. 

 

• Press Enter. 
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This screen displays valid entity types (structures) that are used when adding or changing the entity in 
AKSAS. It is beneficial to learn the standard two-letter reference codes.   

Notice at the bottom of the screen we now have a PF6 key. Pressing PF6 from this screen will take you to the 
logical level descriptions for any of the entities that are listed. In addition to PF6, there is another way to 
access the logical level descriptions: 

• From the Table Inquiry screen, press Enter to return to the Valid Entity Types screen. 

If you pressed PF6 from the valid entity types screen: 

• Press Enter to return to the Valid Entity Types screen. 
• Press Enter again to return to the main menu.   
• Press PF12 to return to the System Table Inquiry screen. 

Valid Fund Types 

• Tab to and place an X in front of Valid Fund Types. 
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• Press Enter. 

 

This screen displays valid fund types and the descriptions that are used when adding or changing the entity 
in AKSAS. The fund type is determined by the Division of Finance. 

• Press Enter to return to the System Table Inquiry screen. 

Logical Level Descriptions 

• Tab to and place an X in front of Logical Level Descriptions. 
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• Press Enter. 

      

This screen displays the logical level descriptions for each entity type. Logical levels are assigned to a 
structure when adding or changing the entity in AKSAS.   

• Type EX in the area after Entity Type. 
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• Press Enter. 

There are 99 logical levels for each entity type in AKSAS. Notice below how the entities have descriptions for 
the logical levels. That indicates that a specific logical level must be used for that purpose. 

 

• Press PF3 to page forward to the next screen. 
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Notice that logical level 40 in the expenditure account structure only records budget transactions.  

• Press PF3 to page forward to the next screen. 

 

Notice that logical level 65 in the expenditure account structure only records actual postings for a 
transaction.  

• Press Enter to return to the System Table Inquiry screen. 
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Other: Calendar Information 

• Tab to and place an X in front of Calendar Information. 

 

• Press Enter. 

 

This screen displays the calendar events for AKSAS. On-screen information includes: 

1. Today’s date – The current date 
2. Override date – This is usually the current date. 
3. Posting date – The date that AKSAS information is updated through 
4. Chart of accounts date – Represents the calendar date if AKSAS were on a calendar year 
5. Current federal year – Indicates the current federal fiscal year in AKSAS 
6. Julian date – Indicates the calendar year and the number of days that have occurred in the 

calendar year 
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7. Prior COA year – Represents the date that the processes listed occurred in the prior year 
8. Current COA year – Represents the date that the processes listed have or are scheduled to occur 

in the current year (Note: 00/00/0000 indicates that the process has not yet occurred or has a 
definite schedule to occur in AKSAS) 

9. Future COA year – Represents the date that the processes listed have or are scheduled to occur 
in AKSAS 

• Press Enter to return to the System Table Inquiry screen. 

Authorized Transactions 

• Tab to and place an X in front of Authorized Transactions. 

 

• Press Enter. 

This screen displays the authorized transactions for the RD you used to sign into AKSAS. Remember that 
AKSAS is a live system and the RD you are viewing will not be the same as the one displayed below. 
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In the next chapter, we will cover this screen and others associated with it in more detail. 

• Press Enter to return to the System Table Inquiry screen. 

Run Sequence Number or Run Date 

• Tab to and place an X in front of Run Sequence Number or Run Date. 
• Enter 05/13/2011 in the date selection area (a date or RSN must be selected to use this option). 

 

• Press Enter.  
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This screen displays the run sequence number (RSN) for the date selected. RSNs can be used as a research 
tool in AKSAS for the online audit trail or used to run reports in ALDER. RSNs can usually be associated with 
the date activity occurred and was updated in AKSAS.   

Notice that there are multiple RSNs for the date selected. This means that each process that occurred on 
that date had been assigned its own RSN. It is uncommon to have multiple RSNs, but sometimes it occurs. 

The AKSAS mailbox will display the previous day’s RSN. 

• Press Enter to return to the System Table Inquiry screen. 

Valid Posting Types 

• Tab to and place an X in front of Valid Posting Types. 

 

• Press Enter. 
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Posting types define the type of transaction and are very useful when pulling information from the AKSAS 
online audit trail. Posting types include: 

1. Posting type 1 – Actuals – Actual posting   
2. Posting types 2 and 3 are used for management budgets, and are rarely used in AKSAS. 
3. Posting type 4 – Encumbrance or RSA – Valid legal obligation of the state 
4. Posting type 5 – Original budgets – Legal legislative authority to spend 
5. Posting type 6 – Supplemental budgets – Additional legislative authority  
6. Posting type 7 – Revised program budgets – Moving of budget authority within a logical level 50 

appropriation 
7. Posting type 8 – Budget restrictions – Restricts spending authority within an appropriation 
8. Posting type 9 – Lapsed balance – The balance of spending and restricted revenue authority that 

was not used is lapsed back into the fund it was appropriated from. 
9. Posting type 10 – Adjustments to lapsed balance – System generated 
10. Posting type 11 – Hours – Used by the Department of Transportation and Public Facilities for the 

time and attendance system and the Department of Administration for leave banks 

Posting types are based on the type of transaction being entered in AKSAS. When you enter or add an 
encumbrance in AKSAS, it is identified as a posting type 4. When that open item number is used on a 
warrant transaction, for example, it is also identified as a posting type 4. When you enter a budget 
transaction into AKSAS, it can be identified as a posting type 5, 6 or 7. 

• Press Enter to return to the System Table Inquiry screen. 
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Valid Posting Months 

• Tab to and place an X in front of Valid Posting Months. 

 

• Press Enter. 

 

Posting months usually indicate which month the activity occurred, and are very useful when pulling 
information from the AKSAS online audit trail.  

There are 18 posting months in a fiscal year. Overlapping of fiscal years occurs when there are two fiscal 
years open in AKSAS at the same time. This can be confusing when trying to determine posting months. An 
example is shown below: 
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Chart of Account Year 

 Prior COA Year (2012) Current COA Year (2013) 

July 2013 
August 2013 

September 2013  
October 2013 

November 2013 
December 2013 

Posting Month 13 
Posting Month 14 
Posting Month 15 
Posting Month 16 
Posting Month 17 
Posting Month 18 

Posting Month 01 
Posting Month 02 
Posting Month 03 
Posting Month 04 
Posting Month 05 
Posting Month 06 

 
• Press Enter to return to the System Table Inquiry screen. 

Summary 

You should now be able to: 

• Find the system table inquiry screen 
• Use the system table inquiry 

Review 

1. The system table inquiry can be accessed using what PF key? 

a. PF9 
b. PF10 
c. PF11 
d. PF12 

2. What does the remittance advice indicator of “Y” indicate? 

a. Yes. 
b. It will print on a warrant stub if warrant is mailed. 
c. It will print on the warrant stub regardless of warrant routing code. 
d. Indicates that the reference is verified against a master file. 
e. The reference is active. 

3. What is the most common vendor type in AKSAS? 

a. EW – Election worker 
b. SE – State employee 
c. BC – Boards/Comm Members 
d. MI – Miscellaneous 

4. Logical level descriptions can be found under which system table inquiry category? 

a. Open items and warrants 
b. Other 
c. Structures 
d. Vendors 
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5. In system table inquiry, in which category would you find prior year, current year and future 
year event dates? 

a. Other, run sequence number 
b. Other, authorized transactions 
c. Other, calendar information 
d. Other, run sequence number or run date 

6. What is a posting type 6? 

a. Original budget 
b. Supplemental budget 
c. Revised program 
d. Budget restriction 

7. What posting months are used in AKSAS for July and August for the prior year? 

a. Posting Months 1 and 2 
b. Posting Months 1 and 13 
c. Posting Months 13 and 14 
d. Posting months 2 and 14 

8. How many valid posting months are in a fiscal year in AKSAS? 

a. 12 
b. 14 
c. 16 
d. 18 
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Goals and Objectives 

After you complete this chapter, you will understand: 

• How to access the entity and CC/LC inquiry screen 
• How to use entity inquiry to: 
• Find details for an entity 
• Utilize next lower level 
• Use entity indented structure with logical levels 
• How to use CC/LC inquiry to: 
• Find details for a collocation code/ledger code 
• How to use the CC/LC autocoder 
• How to use other inquiry to: 
• Search an entity using a description 
• Use the dept/div inquiry to find entities 

Accessing the Entity and CC/LC Inquiry Screen  

• From the main menu, type IE. 

 

• Press Enter. 
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This screen is split into three different search categories: 

1. Entity inquiry 
2. Collocation code/ledger code (CC/LC) inquiry 
3. Other inquiry 

Entity Inquiry 

This search category area will allow you to search any reporting entity (five-digit structure).  

An RD code is used by a person who inputs financial or structural documents. You can report on the 
transactions done by that RD code. In this example, we are going to look up the entity detail for RD code 
2134. 

• On the CC/LC Inquiry screen, under Entity Inquiry, type RD next to Entity Type. 
• In Entity Number, type 2134. 
• Tab to and place an X in front of Entity Detail. 
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• Press Enter. 

 

You are now at the entity detail screen. This screen tells you the name, address and phone number of the 
person assigned to RD 2134. The screen also tells you: 

1. The supervisor to whom they report 
2. The warrant classes the RD code is allowed to view 

Notice at the bottom of the screen, there is an option for the PF6 (LWRLV) key. LWRLV means that there are 
lower-level RD codes that point to RD 2134, much like RD 2134 points to RD 2145 on the detail screen. 



Introduction to AKSAS – Class Guide  Chapter 7 

Revised January 2014  Page 114 of 192 

 

• Press PF6. 
• Press Enter to return to the detail screen. 

Notice the PF11 option at the bottom of the screen. This provides authorized transaction information for the 
RD code. It will identify the transactions that the RD code is authorized to input as the source RD and the RD 
code(s) that can certify these transactions. 

 

• Press PF11 to view the source RD transactions codes that this RD code can input into AKSAS. 
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This screen shows:  

1. Transaction code and minor code – See the AKSAS Handy Guide for a complete description. 
2. Description – Transaction code description 
3. Certifying RD codes – RD codes that can certify the transaction input by the source RD code (if 

an RD code is highlighted, it indicates that the RD code is vacant) 
4. Authorization RDs – RD codes that can authorize a transaction input by the source RD code 
5. Valid OI/WT types – Represents open item/warrant types that can be used on the specific 

transaction code 

• Press PF3 to page though the list and press PF2 to return to the previous page. 

Notice that the PF11 key has now changed from AUTH to CERT. 

• Press PF11. 

 

This screen displays the source RD code and the transactions certified by RD code 2134.  

Information available on this screen includes: 

1. Source RD code – Indicates the source RD code certified by RD 2134 
2. Transaction code – The transaction code for the source RD code 



Introduction to AKSAS – Class Guide  Chapter 7 

Revised January 2014  Page 116 of 192 

3. Description – Transaction code and minor code description 

• Press PF3 to page though the list and press PF2 to return to the previous page. 

Notice that the PF11 key has changed again from CERT to AUTH. 

• Press PF11. 

 

This screen displays the source RD code and the transactions authorized by the RD code.  Notice the RD code 
displayed at the top of the screen is the same as the source RD (SRD) on the screen. These transactions are 
considered self-authorizing.  

Information available on this screen includes: 

1. Source RD code – Indicates the transaction types the RD code is allowed to authorize 
2. Transaction code – The transaction code and minor code for the source RD code 
3. Description – Transaction code description 

• Press PF3 to page though the list and press PF2 to return to the previous page. 
• Press PF11. 

We have returned to the source RD screen where we started. Notice there is one additional key that we 
have not looked at yet. The PF8 (TCODE) key allows you to look up a specific transaction code/minor code 
without scrolling through all of the pages with the PF3 key. 

• Press PF8.  
• In the Select Trans Code box, below Enter Transaction Code, type 505-10. 
• Press Enter. 
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This will find the transaction code and display it on your screen, if it is a valid code.     

• Press Enter to return to the profile screen. 
• Press Enter to return to the Entity and CC/LC Inquiry Selection screen. 

Entity Detail for an Account Code 

An account code is used by any person who inputs financial documents. Let’s look up the entity detail for 
account code 72111. 

• Under Entity Inquiry, in Entity Type, type AC. 
• In Entity Number, type 72111. 
• Tab to and place an X in front of Entity Detail. 

 

• Press Enter. 
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You are now at the entity detail screen for account code 72111.  

 

This screen displays: 

1. Account number – The account number selected to display 
2. Active – Yes/No 
3. COA year – Chart of account year 
4. Account type – Type of account (e.g., asset, liability, fund equity, restricted revenue, 

unrestricted revenue, and/or expenditure) 
5. Short description – Abbreviated description; in this case, it is airfare 
6. Long description – Detailed description of the account code; we can see in this example that this 

account would be used to pay an employee’s in-state airfare 
7. Posting – Yes indicates that there are financial postings on the account code; no indicates no 

financial postings have been posted to the account code 
8. 1099 reportable – Yes indicates that this account code is 1099 reportable to a vendor, providing 

it meets all of the other requirements for 1099 issuance 
9. Record budgets – No indicates no budget transaction can be recorded using this account code; 

yes indicates that a budget transaction can be recorded using this account code. 
10. Record actuals – Yes indicates a transaction that results in an actual posting can be used 
11. Logical level number – Corresponds to its relationship to entities above and below it 
12. Next higher level – The entity it reports to 
13. Next lower levels – Entities that report to this entity (press PF6 to see all lower levels) 

Key pieces of information on this screen include the description of the particular account code and an 
indication of how it fits into the accounting structure. Use of account code 72111 will result in a 1099-
reportable transaction and the account will record actual in AKSAS, which means you can use the account 
code on warrants and journal entries to record Posting Type 1 (actual postings). 

If this is not the account code you are looking for, you can “walk up” the account structure by entering the 
next higher level. 
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• At the bottom of the screen, in the Number space, enter 72110. 
• Press Enter. 

 

Note: This account does not allow for recording of budgets or actuals. Since we “walked up” the structure, 
now we see all of the accounts that report directly to this account code (lower levels). We can continue to 
“walk up” the structure. 

• At the bottom of the screen, in the Number space, enter 72100. 
• Press Enter. 
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As you can see above, account 72100 shows you it is a rollup level for in-state travel. It also shows the lower 
levels (employee travel and non-employee travel), and points you to the next higher level, which is account 
code 72000 – travel. 

Continue to walk up the structure. 

• At the bottom of the screen, in the Number space, enter 72000. 
• Press Enter. 

 

This is the highest level of the travel group. Notice that it is a logical level 40 and you can now record 
budgets at this level. (Recall at the beginning of the class, we talked about budgets being recorded in the 
expenditure account code structure at logical level 40.) 
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Now we’ll “walk down” the indented structure tree. Here’s a faster way to find lower levels of a particular 
account code: 

• Press Enter to return to IE – Entity and CC/LC Inquiry Selection screen.  
• Under Entity Inquiry, in Entity Type, type AC. 
• In Entity Number, type 72000. 
• Tab to and place an X in front of Entity Indented Structure through Logical Level.  

 

• Press Enter.  

 

This will show you the indented structure for account code 72000. The structure begins with the travel roll-
up account, followed by the lower levels and the intermediate rollup accounts as applicable. 

Notice there are two logical level 55 (intermediate roll-ups), one for employee travel and one for 
nonemployee travel. With this indented structure, it is easier to see that there are lower level account codes 
that point to each logical level 55. 
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Continue to search by pressing PF3 (PGDN) to page though the list until you find the appropriate account 
code.   

Use PF2 (PGUP) to return to the previous pages. 

From this screen you can also view the entity detail of any of the account codes listed by entering the 
selection number at the bottom of the screen and pressing PF5. 

• Press Enter to return to the IE – Entity and CC/LC Inquiry Selection screen.   

Entity Indented Structures through Logical Level 

If you do not know the number of an entity, you can always start at logical level 10 (department level) and 
work your way down from there. Note: This only applies to six of the seven financial reporting structures 
(organization, program, appropriation, project, contract and grant). It does not apply to account codes. 

In this example, we will look for and find the project number for the “Bear” project. We know that this 
project is associated with the Department of Fish and Game. Let’s begin the search by finding the top-level 
project number for the Department of Fish and Game. 

• Press Enter to return to the IE – Entity and CC/LC Inquiry Selection screen.   
• Under Entity Inquiry, in Entity Type, type PJ.  
• Leave the Entity Number field blank (by leaving this field blank, it will begin at the very top of 

the structure, number 1). 
• Tab to and place an X in front of Entity Indented Structure through Logical Level. 
• Enter 10 after Entity Indented Structure through Logical Level.  

 

• Press Enter.  
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This screen displays the projects for departments at the logical level 10. From logical level 10, you can select 
the specific department for detail.  

Find the Department of Fish and Game. Notice that there are two project listings for Fish and Game, line 9 
and line 13. We are going to begin with the first selection, line 9 – Project 27000. 

 

• In the Enter Selection field at the bottom of the screen, enter 9.  
• Press Enter. 
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This page displays the first page of projects for Fish and Game. As you can see above, the project number 
for the “Bear” project is 27520. If needed, you can press PF3 to see additional pages. 

• Press Enter to return to the IE – Entity and CC/LC Inquiry Selection screen.  

Entity Next Lower Level 

If you do not know an entity number, you can walk down (or up) one structure at a time. You can look up 
any entity using the entity next lower level selection. However, this option is not as intuitive as the indented 
structure option. Using this selection takes more structure and logical level knowledge, as you must make 
decisions on which “path” to take. 

Let’s use the expenditure account 70000 structure for this example. We’ll walk down the structure until we 
find account 72000 – travel. 

• Under Entity Inquiry, in Entity Type, type AC. 
• In Entity Number, type 70000.  
• Tab to and place an X in front of Entity Next Lower Level. 
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• Press Enter.  

 

To navigate in this inquiry selection, you must use the function keys at the bottom of the screen. PF6 
(NXTLL) will take you to the next lower level, and PF8 (NXTHL) will take you to the next higher level. 

Exclude what you know you don’t want.  
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• In the Enter Selection space, type 2 for Total Expenditures-Preclosing.   
• Press PF6.  

This will allow us to “walk down” the structure until we find account 72000. 

• In the Enter Selection field, type 1 for Operating Account Total.  
• Press PF6. 
• In the Enter Selection field, type 3 for Group Ctrl – Other.    
• Press PF6. 
• In the Enter Selection field, type 1 for GC-Other-Nongrant.   
• Press PF6. 
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We have now walked down the structure to account 72000. 

To return to the top of the structure:  

• Press PF8 until you reach the beginning of the structure (four times). 
• Press Enter to return to the IE – Entity and CC/LC Inquiry Selection screen.   

Collocation Code/Ledger Code Inquiry 

This search category will allow you to search detail for collocation codes or ledger codes. In this example, we 
will look up the collocation code 11100009. We will also leave the COA year and set-up year blank. By 
leaving these fields blank, the set-up year will default to the current year. If you want to select a different 
COA or set-up year, you can enter the selection in these fields. 

• Under Collocation Code/Ledger Code Inquiry, tab to and place an X in front of CC/LC Detail. 
• In CC/LC, type CC. 
• In Number, type 11100009. 
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• Press Enter.  

 

We are now at the CC inquiry screen, which lists the detail about the selected collocation code. Information 
on this screen includes: 

1. Collocation code – Displays the selected collocation code 
2. Active – Yes indicates that the collocation code is active/in use; No indicates the collocation 

code is inactive and cannot be used. 
3. COA year – Chart of account year 
4. Set-up year – The year associated with the collocation code 
5. Type – Indicates the type of collocation code 

a. Primary CC – Associated with a total control appropriation and is used for lapsing at 
year end 

b. NonPrimary CC – Not a primary collocation code. This can be used with any 
appropriation. 
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6. Description short – Short description of the collocation code  
7. Description long – Additional information that describes the purpose of the collocation code  
8. Payroll routing code – Must be present for AKPAY to interface payroll charges 
9. Reports to appropriation – AKSAS appropriation that the collocation code is associated with 
10. Reports to fund – AKSAS fund number that the collocation code is associated with 
11. Reports to organization – AKSAS organization number that the collocation code is associated 

with 
12. Reports to program – AKSAS program number that the collocation code is associated with 
13. Posting – Yes indicates that financial transactions have been recorded to this collocation code; 

No indicates that no financial transactions have been recorded to this collocation code. 
14. Add program allowed – Yes indicates that a program code can be entered on the financial line 

(FQA); No indicates that a program code cannot be entered on the financial line (FQA). 
15. LC override allowed – Yes indicates that a ledger code can be entered on the financial line (FQA) 

(it will overwrite the default ledger code associated with the collocation code); No indicates that 
a ledger code cannot be entered on the financial line (FQA). 

16. Default ledger code – Code that is used if one is not input on the financial line (FQA) 

 

Let’s explore the reports to section in more detail. When you enter this CC on a transaction, AKSAS will also 
record the transaction information in appropriation 41507, fund 11100, and organization 41105. No internal 
program code has been linked to this CC. If a program code is entered on the transaction, AKSAS will record 
the transaction information on that external program code. 

This collocation code also has a default ledger code associated with it. We also see that an LC override is 
allowed. This means if a ledger code is entered on the transaction financial line, AKSAS will record the 
transaction information to that ledger code; otherwise AKSAS records information to the default ledger 
code. You can also look up another collocation code by entering the next code at the bottom of the screen. 

Notice that there are two additional options available at the bottom of the screen: PF6 (LCINQ) and PF7 
(LCLST). 

• Press PF6. 
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You are now at the ledger code inquiry screen for the default ledger code associated with the collocation 
code. Notice that this ledger code points to a grant 44999; this means that when AKSAS records financial 
data to the collocation code and the default ledger code is not overridden, the financial information is being 
recoded to that grant. 

• Press Enter. 
• Press PF7. 

If there were additional ledger codes associated with the collocation code, a list would be displayed. In this 
example, there are no additional ledger codes associated with the collocation code. 

• Press Enter to return to the IE – Entity and CC/LC Inquiry Selection screen.   

Selecting a ledger code is done the same way.  

• Under Collocation Code/Ledger Code Inquiry, tab to and place an X in front of CC/LC Detail. 
• In CC/LC, type LC. 
• In Number, type 30885131. 
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• Press Enter. 

  

We are now at the ledger code inquiry screen, which lists the detail about the ledger code. 

1. Ledger code – Displays the selected ledger code 
2. Active – Yes indicates that the ledger code is active/in use; No indicates the LC is inactive and 

cannot be used. 
3. COA year – Chart of account year 
4. Description short – Short description of the ledger code 
5. Description long – Additional information that describes the purpose of the ledger code  
6. Reports to project – AKSAS project number that the ledger code is associated with 
7. Reports to contract – AKSAS contract number that the ledger code is associated with 
8. Reports to grant – AKSAS grant number that the ledger code is associated with 
9. Primary distribution CC – This is used only by the Department of Transportation and Public 

Facilities for the time and equipment system. 
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10. Posting – Yes indicates that financial transactions have been recorded to this ledger code; No 
indicates that no financial transactions have been recorded to this ledger code for the chart of 
account year selected. 

You can look up another ledger code by entering the code at the bottom of the screen and pressing enter. 
Also notice the PF7 (CCLST) option at the bottom of this screen. This listing will show all collocation codes 
where the ledger code is listed as a default ledger code.    

• Press PF7. 

In this example, there is no additional collocation code(s) associated with this ledger code. 

• Press Enter to return to the IE – Entity and CC/LC Inquiry Selection screen.   

Autocoder – Collocation Code 

We are now going to look for collocation code(s) that report to a specific entity. Remember that collocation 
codes can point to: 

1. Appropriation (AR) 
2. Fund (FU) 
3. Organization (OR) 
4. Program (PR) 

• Under Collocation Code/Ledger Inquiry, tab to and place an X in front of CC/LC Autocoder. 
• In CC/LC, type CC. 

 

• Press Enter.  

You are now at the autocoder entity selection screen. 

• In List Type, type C. (Note: C displays a list of found collocation codes; E displays a list of entities 
in which the found collocation code(s) report.) 

• In COA Year, type 2012. 
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• In Search Entities, type in your search criteria. Remember to enter the term year if your search 
entity is an appropriation. In this example, type 11725 2012 in the Appropriation field.  

In sort sequence, you can choose any sort option not selected as your search item. For example, since 
appropriation is our search item, we must sort by fund, organization or program.  

• Tab to and place an X in front of Fund. 

 

• Press Enter. 

You now have a listing of all collocation codes that report to your search criteria (AR 11725-2012). Now let’s 
view the detail of a specific collocation code.  

 

• In the Enter Selection field, type 8. 
• Press Enter.  
• Verify that the collocation code has the Reports to Appropriation of 11725. 
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• Press Enter to return to the list. 
• Remove C from List Type and press Enter to return to the Autocoder Inquiry screen. 
• Under Collocation Code/Ledger Code Inquiry, tab to and place an X in front of CC/LC Autocoder. 
• In CC/LC, type CC. 

 

• Press Enter.  

You are now at the autocoder entity selection screen. 

• In List Type, type E. (Note: C displays a list of found collocation codes; E displays a list of entities 
in which the found collocation code(s) report.) 

• In COA Year, type 2012. 
• In Search Entities, in Appropriation, type 11725 2012. (Remember to enter the term year if your 

search entity is an appropriation.) 
• In Sort Sequence, tab to and place an X in front of Organization. (Remember that you can 

choose any sort option not used as your search item.) 
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• Press Enter. 

You now have a list of organizations that are associated with AR 11725-2012. This list also provides 
information on how many collocation codes are associated with each organization code. For example: 

1. 9100 has one 
2. 9177 has one 
3. 9179 has four 
4. 9180 has 13 

• In the Enter Selection field at the bottom of the screen, enter 4. 

 

• Press PF11. 
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By entering the selection, AKSAS has automatically populated the autocoder inquiry selection screen so you 
can see all collocation codes that: 

1. Report to AR 11725-2012  
2. Report to OR 9180 

• In List Type, change the E to C. 

 

• Press Enter. 

You now have a list of collocation codes (13) that meet the search criteria. 

• Press Enter to return to the Autocoder Entity Selection screen. 
• Remove C from List Type and press Enter or PF1 to return to the IE – Entity and CC/LC Inquiry 

Selection screen.   

Autocoder – Ledger Code 

We are now going to look for ledger code(s) that report to a specific entity. Remember that ledger codes can 
point to: 

1. Project (PJ) 
2. Contract (CO) 
3. Grant (GR) 

• Under Collocation Code/Ledger Code Inquiry, tab to and place an X in front of CC/LC Autocoder. 
• In CC/LC, type LC. 
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• Press Enter.  

You are now at the autocoder entity selection screen. 

• In List Type, type C. (Remember C displays a list of found ledger codes; E displays a list of entities 
in which the found ledger code(s) report.) 

• In COA Year, type 2012. 
• In Search Entities, in Project, type 27501. (Remember, you can choose any sort option not 

selected as your search item.) 
• In Sort Sequence, tab to and place an X in front of Contract.  

 

• Press Enter. 

You now have a listing of all ledger codes that report to your search criteria (PJ 27501). To view the detail of 
a specific ledger code, type the number into the selection criteria and press enter. 
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• For this example, type 9. 
• Press Enter. 
• Verify that the ledger code shows 27501 as the Reports to Project code. 

 

• Press Enter to return to the list. 
• Press Enter to return to the LC Autocoder Entity Selection screen. 

In this next example we are going to change the list type from C to E. 

• In List Type, type E.  
• In COA Year, type 2012.  
• In Search Entities, in Project, type 27501. 
• In Sort Sequence, tab to and place an X in front of Grant.  (Remember to remove the X from the 

Contract line). 
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• Press Enter. 

You now have a list of grants that are associated with PJ 27501. This list also provides information on how 
many ledger codes are associated with each grant. 

• In the number selection at the bottom of the screen, enter 4. 

 

• Press PF11. 

By entering the selection, AKSAS has automatically populated the autocoder inquiry selection screen so you 
can see all ledger codes that: 

1. Report to PJ 27501  
2. Report to GR 41102 
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• In List Type, change E to C. 

 

• Press Enter. 

You now have a list of ledger codes that meet the search criteria. 

• Press Enter to return to the Autocoder Entity Selection screen. 
• Remove C from List Type and press Enter or PF1 to return to the IE – Entity and CC/LC Inquiry 

Selection screen.   

Other Inquiry – Entity Desc Search 

If you know the name of an entity, but not the entity number, you can look it up using the entity description 
search option.  To do this, enter the two-character entity type code and the description name. Note: This 
search may not be effective when data is entered using abbreviations, symbols or numbers in the short 
description. For example, not all agencies abbreviate “Fairbanks” in the same manner (e.g., FRBKS, FBKS or 
FBNKS).    

For this example, we are going to look up the project titled “Brown Bear.” 

• Under Other Inquiry, tab to and place an X in front of Entity Desc Search. 
• In Entity Type, type PJ. 
• In the Description, type Brown Bear. 
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• Press Enter.  

 

To view the detail of a specific entity, enter the selection number in the enter selection field at the bottom 
of the screen and press enter. 

• Press Enter to return to the IE Entity and CC/LC Inquiry Selection screen. 

Other Inquiry – Dept/Div Inquiry 

There are three different options for looking up department/division (Dept/Div) inquiry information. 

1. List of departments 
2. List of entity ranges for the entire state 
3. List of entity ranges for a specific department 
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The list of departments search option allows you to find a list of departments and the associated 
department number. 

• Under Other Inquiry, tab to and place an X in front of Dept/Div Inquiry. 

 

• Press Enter.  

 

This screen shows you: 

1. Selection number 
2. Department number 
3. Department title 

From this screen, you can see entities assigned to a specific department by entering the selection number 
and pressing enter. 
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• Under Enter Selection, type 3 for the Department of Administration. Or you can look at your 
own department if you wish. 

 

• Press Enter. 

On this screen you can see: 

1. Type of entity  
2. Number of the entity (term year for ARs) 
3. Description of the entity 

Line 1 indicates the top-level appropriation number for current year operating appropriations. Line 2 
indicates the top-level appropriation number for prior year operating appropriations. Line 3 indicates the 
top-level appropriation number for capital appropriations. The rest of the lines can be different based on the 
department you are viewing. 
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• To see the ranges assigned to the department, press PF5. 

This will show the ranges of collocation codes, ledger codes, open items, encumbrances etc. 

 

• Press Enter.  

 

• In Enter Selection, type 1.  

To see the associated structures for this department, you can enter your selection at the bottom of the 
screen and press PF7.  



Introduction to AKSAS – Class Guide  Chapter 7 

Revised January 2014  Page 145 of 192 

 

• For this example, in Enter Selection, type 1.  
• Press PF7. 

You have selected the current year appropriation structure and can now view it as an indented structure. 

 

• Press Enter three times to return to the IE – Entity and CC/LC Inquiry Selection screen.   

List of Entity Ranges for the State of Alaska 

To get a list of entity ranges for the State of Alaska:  

• Under Other Inquiry, tab to and place an X in front of Dept/Div Inquiry. 
• In Dept, type AK. 
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• Press Enter. 

This is the only place in AKSAS that you can find assigned ranges for departments.  The list includes the 
seven financial reporting structures, collocation codes, ledger codes, open item numbers and easy tran 
numbers. 

 

• In Enter Selection, type 3. 
• Press Enter. 
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• To see the ranges, press PF5.  

You can now view the ranges for appropriations 2 (AR2) that have been assigned to departments. 

 

• Press Enter twice to return to the IE – Entity and CC/LC Inquiry Selection screen.   

List of Entity Ranges for Departments 

To get a list of the entity ranges for a specific department: 

• Under Other Inquiry, tab to and place an X in front of Dept/Div Inquiry. 
• In Dept, type 02. 
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• Press Enter.  

 

This is the same list we showed you earlier, just accessed in a different way.  

• Press Enter to return to the IE – Entity and CC/LC Inquiry Selection screen.   

Summary 

You should now be able to: 

• Access the entity and CC/LC inquiry screen 
• Use the entity inquiry to: 
• Find details for an entity 
• Utilize next lower level 
• Use entity indented structure with logical levels 
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• Use the CC/LC inquiry to: 
• Find details for a collocation code/ledger code 
• Use the CC/LC autocoder 
• Use other inquiry to: 
• Search an entity using a description 
• Use the dept/div inquiry to find entities 

Review 

1. What are the three different search categories in the entity and CC/LC inquiry selection 
screen?  

a. Entity type, entity number and COA year 
b. Entity inquiry, collocation code/ledger code inquiry, other inquiry 
c. Entity detail, entity next lower level, entity indented structure through logical level 
d. Entity inquiry, CC/LC detail, CC/LC autocoder 

2. From the entity detail screen, which PF key would you use to access the lower level entity? 

a. PF4 
b. PF5 
c. PF6 
d. PF7 

3. What entity would you search on to find authorizing, certifying and source transactions? 

a. Appropriation 
b. Project 
c. Responsibility distribution (RD code) 
d. Account 

4. The entity detail screen displays “Posting?” Yes or No. What does that indicate to the user? 

a. Yes indicates that you can record financial transactions to the entity. No indicates that 
you cannot record financial transactions to the entity. 

b. Yes indicates that financial postings have been recorded to the entity. No indicates that 
no financial postings have been recorded to the entity. 

c. Yes indicates that you can record budget transactions. No indicates that you cannot 
record budget transactions. 

d. Yes indicates that you can only record actuals to the entity. No indicates that you cannot 
record actual to the entity.  

5. Which option in the entity and CC/LC inquiry selection screen allows you to find the 
department level for any one of the reporting structures? 

a. Entity detail 
b. Entity next lower level 
c. CC/LC Autocoder 
d. Entity indented structure though logical level 
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6. Which option in the entity and CC/LC inquiry selection screen would you use to find all 
collocation codes or ledger codes that report to an entity? 

a. CC/LC detail, CC/LC number 
b. Collocation code/ledger code inquiry 
c. CC/LC autocoder 
d. Other inquiry, entity desc search 

7. If a collocation code has a default ledger code, can the ledger code be used on the financial 
line when the document is entered? 

a. It can be overridden only if the LC override allowed states “yes” on the collocation code 
detail. 

b. It can be overridden only if the LC override allowed states “no” on the collocation code 
detail. 

c. No, it cannot be overridden. 
d. Yes, it can be overridden. 

8. What are the three different options for looking up Dept/Div inquiry? 

a. List of departments, list of department entities for each department, list of department 
ranges 

b. List of departments, list of entity ranges for the entire state, list of entity ranges for a 
specific department 

c. List of entity ranges for the departments, list of appropriation ranges for the 
department, list of ranges for collocation codes 

d. List of entity ranges for collocation codes for a department, list of ledger codes for a 
department, list of entities for the entire state 

Exercise 

Look up the detail for AR 23020-12 and answer the following questions. 

• What is the logical level for this appropriation? 

 

• What is the function code? 

 

• Are there lower level ARs? 

 

• What are the authorized RD codes for this AR? 

 

• Are there collocation codes that point to the AR? 

 

• How do you find the list of entity ranges for the state? 
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Goals and Objectives 

After you complete this chapter, you will understand: 

• The purpose of the online audit trail 
• The uses of the various online selections 
• What the display codes are and how to find their description 
• How to subtotal 
• How to apply a secondary search 

Purpose of Online Audit Trail 

The online audit trail is a research tool. This tool is limited to approximately the most recent 16 to 18 
months of financial activity. The period for which data is currently available online is displayed in the upper 
right-hand corner of the online audit trail (RO) screen. 

If a transaction processed prior to the dates currently available, you can run an audit trail report in ALDER. 
Most, but not all, AKSAS transactions are included in the online audit trail. For verification that the 
transaction you are looking for will be displayed in the online audit trail, refer to the Financial Transactions-
Description section within the AKSAS Handy Guide, which is available at 
http://doa.alaska.gov/dof/manuals/handy_guide/. 

Accessing the Online Audit Trail 

• From the AKSAS main menu, type RO. 

 

• Press Enter. 

http://doa.alaska.gov/dof/manuals/handy_guide/
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As you can see above, there are several ways to research financial activity (e.g., financial coding, COA year, 
SY year, account code, transaction code, document number, etc). There are two important things to note: 

1. The chart of account (COA) year and set-up (SY) year default to the current fiscal year. You can 
change these options if needed.   

2. The data will always be sorted by collocation code (CC) then by account code (AC). 

We will look at this screen in sections.  

 

In the first section, above, notice you can select detailed records for: 

1. A specific CC or range of CCs. You can further limit the search with a specific ledger code (LC) or 
range of LCs. 

2. A specific AC and for a specific CC or range of CCs 
3. An account type (AS, LI, FE, RR, RU, EX) for a specific CC or a range of CCs. Account selection 

should agree with account type for a specific account or range of account codes. 
4. A specific LC or a range of LCs. You can further limit the search with a specific CC or a range of 

CCs. 
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In the second section, above, you can select detailed records for:   

1. Source RD code. You can further limit the search by CCs and LCs. 
2. Transaction code. You can further limit the search by CCs and LCs. 
3. An open item type (EN, PY, RC, TR, AG, RS, SP). You can further limit the search by a single open 

item number or by using an open item number range. (Note: Equipment type is only used by the 
Department of Transportation and Public Facilities.)  

4. An entity type (AR, FU, OR, PR, PJ, CO, GR) and entity number. Depending on the entity type 
selected, a term year or a set-up year (or range of set-up years) must be entered.  

a. The program (PR) entity inquiry gives you a unique response. The online selection must 
be the internal program code, which is assigned directly to the collocation code. AKSAS 
will not give online audit results for external program codes. However, if an external 
program code was used, it will be listed in the program (PGM) column. 
 

 

In the third section, above, you can select detailed records for: 

1. Source RD code. You can further limit the search to a run sequence number (RSN) or a range of 
RSNs. If the TRANS LVL DATA ONLY code is changed to yes (Y), only the transaction level data 
codes will be displayed (see PF4 from the online audit trail inquiry screen for a listing of these 
codes). 

2. Input RD code. You can further limit the search to a RSN or a range of RSNs. If the TRANS LVL 
DATA ONLY code is changed to yes (Y), only the transaction level data codes will be displayed 
(see PF4 from the online audit trail inquiry screen for a listing of these codes). 

3. Vendor/employee number. You can further limit the search to a source RD code or a range of 
source RD codes. If the TRANS LVL DATA ONLY code is changed to yes (Y), only the transaction 
level data codes will be displayed (see PF4 from the online audit trail inquiry screen for a listing 
of these codes). 

4. A specific document number 

In the last section, below, you can change the display codes, add subtotals, and limit the search of the detail 
records utilizing the secondary search option. We’ll explore each of these options next. 
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Display Codes 

Display codes are used to select the type of information that will be shown on the screen, as well as the 
order of the columns of information. You can change the display codes or the order of the display codes 
from any online audit trail screen. You cannot change the sort order. 

If, at any time, you would like to know what types of information are available, you can select PF4 
(transaction codes) and/or PF5 (financial codes).  

Let’s view the transaction level data codes. 

• Press PF4. 

 

Now let’s view the financial line data codes. 

• Press PF5. 
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• Press Enter to return to the Online Audit Trail screen. 

Subtotal Break 

When pulling an online audit trail, you may want to subtotal by a specific display code and still see the 
detail. You can subtotal on any of the display codes listed in the PF4 and PF5 screens unless it is specifically 
marked that subtotaling is not allowed (e.g., line amount and transaction amount do not allow subtotaling). 
In the example below, we are subtotaling on account.   

 

Results: 

 

At other times, you may not want to see the detail associated with the subtotals. Simply change the 
subtotals only field to Y. 

 

Results:  
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Note: Subtotals include every transaction regardless of posting type. For example, it would include both 
actuals PT1 and encumbrances PT4. 

Secondary Search 

Using the secondary search allows you to limit the amount of data displayed in AKSAS. You can perform a 
secondary search on any of the display codes listed in the PF4 and PF5 screens unless it is specifically marked 
that the secondary search option is not allowed (e.g., line amount does not allow secondary search). 

Some of the most commonly used display codes for a secondary search are: 

1. AC – Account code. Enter a range of account codes (e.g., 73000 thru 73999). 
2. PT – Posting type. PT 1 thru 1 gives you actuals only. 
3. DP – Date processed. Enter the values as MMDDYYYY. 
4. TC – Trans code. Enter the values as XXXXX (31010 thru 31012). 

Note: The thru values must be equal to or greater than the beginning value. 

In the example below, we are applying a secondary search by AC – account code 73200 thru 73999. 

 

Results: 

 

Summary 

You should now be able to: 

• Understand the purpose of the online audit trail 
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• Use the various online selections 
• Know where to find the display codes and how to find their description 
• Use the subtotal feature 
• Apply a secondary search 

Review 

1. How many months are available for the online audit trail?  

a. The most recent year 
b. The most recent 16 to 18 months 
c. The most recent fiscal year 
d. The most recent fiscal and prior year 

2. How can you get data that is no longer available on the online audit trail? 

a. Ask your supervisor to obtain it for you with a management report. 
b. Run an ALDER report. 
c. Run a management report for detailed information. 
d. You cannot obtain information that no longer exists on the online audit trail. 

3. What section of the AKSAS main menu does the online audit trail reside? 

a. Online inquiry 
b. Data entry 
c. Reporting  
d. Special items/system maintenance 

4. What two items default to the current year? 

a. COA year and display codes 
b. Set-up year and collocation code 
c. Set-up year and run sequence number 
d. COA year and set-up year 

5. What PF key is used to see all financial line data codes available for the online audit trail? 

a. PF1 
b. PF4 
c. PF5 
d. PF9 

6. What PF key is used to see all transaction level data codes available for the online audit trail? 

a. PF1 
b. PF4 
c. PF5 
d. PF9 
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7. Can display codes be changed for the online audit trail? 

a. No. 
b. Yes. 

8. Can you display subtotals only? 

a. Yes, but use caution as the totals may not be as expected. 
b. Yes, but only if you have one posting type selected for the audit trail. 
c. Yes, it will display subtotals on the account code. 
d. No. 

9. Can you do a secondary search for an audit trail? 

a. Yes. 
b. No. 
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Examples 

The following examples include data available at the time the student guide was last updated; therefore, the 
COA, SY and data may appear different on your screen. 

Note: For each example, we will use 2014 for the COA year. 

Example #1 

In this example, we will find transactions using a single CC and a single LC. 

• From the AKSAS main menu, type RO. 
• Press Enter. 
• Tab to or arrow down and place an X in front of the CC line.   
• Tab to CC and type 11100011 thru 11100011. 
• In LC, type 11110129 thru 11110129. 

 

• Press Enter.  

Your results should appear with the CC displaying in the CC column and the LC displaying in the LC column. 
Only the codes selected should appear.   
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• Press Enter to return to the Online Audit Trail screen. 
• Press PF1 to return to the main menu. 

Example #2 

In this example, we will find transactions using a specific account code and a range of CCs. We will also 
change the display codes by removing the PR and LC columns and replacing them with posting type (PT) and 
warrant number (WN) columns. 

• From the AKSAS main menu, type RO. 
• Press Enter. 
• Tab to or arrow down and place an X in front of the Account line.   
• Tab to Account and type 74229. 
• In CC, type 04001000 thru 04001100. 

 

• Press Enter. 
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Your results should appear with the CC displaying in the CC column and the AC displaying in the ACCT 
column. Only the codes selected should appear.   

 

• Press PF3 to go to the next page. (Note: Pages are listed in the upper right corner of the screen.) 
• Change the display codes at the bottom by replacing PR with PT and replace LC with WN.  
• Press PF6 to refresh the screen and display the updated codes. 

 

Note: If you pressed enter instead of PF6, you have returned to the main screen for the online audit trail. 
Press enter again and then PF3 until you return to page 2. 

Your results should appear with the CC displaying in the CC column and the AC displaying in the ACCT 
column. Also, the PR and LC columns should have been replaced with the PT and WN columns.  

• Press Enter to return to the Online Audit Trail screen. 
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• Press PF1 to return to the main menu. 

Example #3 

In this example, we will find transactions using a specific account type and a range of CCs. 

• From the AKSAS main menu, type RO. 
• Press Enter. 
• Tab to or arrow down and place an X in front of the Acct Typ line. 
• Tab to Acct Typ and type RR.  
• In CC, type 41000500 thru 41000999. 
• In AC, type 50000 thru 59999. 
• Tab to or arrow down to Subtotal Break CD and type AC.  

 

• Press Enter. 

Your results should appear with the CC displaying in the CC column and the restricted revenue accounts 
displaying in the ACCT column. Only the codes selected should appear. Also, notice that you have a subtotal 
by account code. 
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• Press Enter to return to the Online Audit Trail screen. 
• Change Display Subtotals Only to Y. 

 

• Press Enter. 

Your results should appear with only the account code (ACCT) and the subtotal amount for the account. 
Note: When using the display subtotals only, it is possible to have all different posting types included in the 
total. Your results may not be as expected. 
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• Press Enter to return to the Online Audit Trail screen. 
• Press PF1 to return to the main menu. 

Example #4 

In this example, we will find transactions using a ledger code range and a single CC.   

• From the AKSAS main menu, type RO. 
• Press Enter. 
• Tab to or arrow down and place an X in front of LC.   
• Tab to LC and type 00067000 thru 00067999. 
• In CC, type 06216010 thru 06216010. 

 

• Press Enter. 

Your results should appear with the CC displaying in the CC column and the ledger codes displaying in the LC 
column. Only the selected codes should appear.  
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• Change the display codes at the bottom of the screen by replacing PR with PT.  

 

• Press PF6. 
• Press Enter to return to the Online Audit Trail screen. 
• In the Secondary Search CD, type PM. (Note: PM = posting month. If needed, see the PF5 screen 

for additional financial codes and their descriptions.) 
• In Value, type 07 thru 07. 
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• Press Enter. 
• If you receive the message “MAX NUMBERS REC BYPASSED PF3 TO CONTINUE,” press PF3 to 

view additional pages of data. 

Your results should only display posting month 07. 

 

• Press Enter to return to the Online Audit Trail screen. 
• Press PF1 to return to the main menu. 
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Example #5 

In this example, we will find transactions using a source RD code and a range of CCs.   

• From the AKSAS main menu, type RO. 
• Press Enter. 
• Tab to or arrow down and place an X in front of Srce RD.    
• Tab to Srce RD and type 2151. 
• In CC, type 02400210 thru 02400260. 

 

• Press Enter. 

Your results should appear with the CC displaying in the CC column and only the selected source RD 
displaying in the SRD column. Note: If there is no data, remember to update the COA year to 2014. 

 

• Press Enter to return to the Online Audit Trail screen. 
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• Press PF1 to return to the main menu. 

Example #6 

In this example, we will find transactions using a transaction code and a single CC. 

• From the AKSAS main menu, type RO. 
• Press Enter. 
• Tab to or arrow down and place an X in front of Trans CD.   
• Tab to Trans CD and type 31055. 
• In CC, type 12830111 thru 12830121. 

 

• Press Enter. 

Your results should appear with the collocation code displaying in the CC column and transaction code 310-
55 in the TRANS column. 
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• Press Enter to return to the Online Audit Trail screen. 
• In the Secondary Search CD, type SR. (Note: We want to see only those transactions that have a 

source RD code of 12273.) 
• In Value, type 12273 thru 12273. 

 

• Press Enter. 

Your results should appear with the collocation code displaying in the CC column, the transaction code 310-
55 in the TRANS column, and the source RD code 12273 in the SRD column. Note: If there is no data, 
remember to update your COA to 2014. 
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• Press Enter to return to the Online Audit Trail screen. 
• Press PF1 to return to the main menu. 

Example #7 

In this example, we will find transactions using an open item type and a range of open item numbers.   

• From the AKSAS main menu, type RO. 
• Press Enter. 
• Tab to or arrow down and place an X in front of OI/EQ Type.   
• Tab to OI/EQ Type and type EN. 
• In Num, type 2000000 thru 2999999.  
• Change the display codes to read  CY  SY  CC  PR  LC  AC OI  LA  TA  SR. 

 

• Press Enter. 

Your results should appear with the open items that meet the criteria of the open item range numbers. 
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Note: If there is a message at the top of the screen that reads “MAX NUMBER RECS BYPASSED - PF3 TO 
CONTINUE,” press PF3 until data appears.   

• Press Enter to return to the Online Audit Trail screen. 
• Press PF1 to return to the main menu. 

Example #8 

In this example, we will find transactions using an entity type and number.   

• From the AKSAS main menu, type RO. 
• Press Enter. 
• Tab to or arrow down and place an X in front of Ent Type. 
• Tab to ENT TYPE and type AR. 
• In Num, type 11725. 

 

• Press Enter. 
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Your results should appear with information that is associated with AR 11725. 

 

Note: If, at any time, your columns do not fit on the first page, press PF11 to go to the next screen to the 
right. Press PF10 to return. 

• Press Enter to return to the Online Audit Trail screen. 
• Press PF1 to return to the main menu. 

Example #9 

In this example, we will find transactions using a source RD code for a RSN range.   

• From the AKSAS main menu, type RO. 
• Press Enter. 
• Tab to or arrow down and place an X in front of the Source RD Code line.   
• In Source RD Code, type 8101. 
• In RSN, type 08000 thru RSN 09000. 
• Change the display codes to read CY SY CC AC RS DP LA TC SR (remove PR LC OI, and replace 

with RS and DP). 
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• Press Enter. 

Your results should appear with information for source RD code 8101 for an RSN range. 

 

• Press Enter to return to the Online Audit Trail screen. 
• Press PF1 to return to the main menu. 

Example #10 

In this example, we will find transactions using an input RD code for a RSN range. 

• From the AKSAS main menu, type RO. 
• Press Enter. 
• Tab to or arrow down and place an X in front of Input RD Code.  
• In Input RD Code, type 12273. 
• In RSN, type 08000 thru RSN 09000. 
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• Press Enter. 

Your results should appear with information for input RD code 12273 for a RSN range. 

 

Verify your results by changing the display codes at the bottom of the screen by replacing SR with IR. 

• Press PF6 
• Press Enter to return to the Online Audit Trail screen. 
• Press PF1 to return to the main menu. 

Example #11 

In this example, we will find transactions using a vendor number with no source RD code range. If you want 
to see the payments for only your department to a specific vendor, you can use the source RD code range 
that has been assigned to your department. 

• From the AKSAS main menu, type RO. 
• Press Enter. 
• Tab to or arrow down and place an X in front of Vendor/Emp Num.  
• In Vendor/Emp Num, type COS93313. 
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• Press Enter. 

Your results should appear with information for vendor number COS93313. 

 

• Verify your results by changing the display codes at the bottom of the screen by replacing CY 
with VN. 

• Press PF6 to rerun the data. 
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• Press Enter to return to the Online Audit Trail screen. 
• Press PF1 to return to the main menu. 

Example #12 

In this example, we will find transactions using a system ID and batch (document number and sequence).  

• From the AKSAS main menu, type RO. 
• Press Enter. 
• Tab to or arrow down and place an X in front of the Sys ID. 
• In Sys ID, type AA. 
• In Batch, type 2655245. 
• In Seq, type 0001 thru Seq 0003. 
• Change the display codes to CY SY CC WN PN AC FY LA TC SR. 
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• Press Enter. 

Your results should appear with information for document 2537200 sequences 1 through 3. 

 

Remember you can use PF11 to scroll to the right and PF10 to scroll back to the left. 

• Verify your results by changing the display codes at the bottom of the screen by replacing CY 
with DN. 

• Press PF6. 
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Notice how the screens show different information when using the source RD by RSN, input RD by RSN, 
vendor/employee number, and source system ID with batch. Each transaction includes the financial lines 
that you would see on your financial transaction processing (FTP) documents.  

Also recall that, in the first chapter, we talked about funds self balancing. It is very helpful to use the 
financial source code (FS) as part of the display codes to determine the information lines that were entered 
by the user. 

• Press Enter to return to the Online Audit Trail screen. 
• Press PF1 to return to the main menu. 
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Review Question Answers 

Chapter 1 – Review Question Answers 

1. We do accounting to provide information that is useful to which groups? 

D.  All of the above 

2. What are entities? 

E.  Both A and D 

3. What is a logical level? 

B.  The reports-to relationship above and below the entity 

4. In the expenditure account code structure, at what logical level are budgets recorded? 

C.  Logical level 40 

5. In the appropriation structure, at what logical level is the departmental summary? 

A.  Logical level 10 

6. What is a fully qualified account? 

D.  The financial information entered in a transaction by a user and includes SY, CC, AC 

7. What are the seven financial reporting structures? 

D.  FU, OR, AR, PR, PJ, CO, GR 

8. What are the six account reporting structures? 

A.  AS, LI, RR, RU, FE, EX 

9. Why do we need collocation codes? 

E.  Both B and C 

10.  What is the purpose of using ledger codes?  

E.  Both A and B 

11. What is the organization structure used for? 

E.  All of the above 

12. Projects, contracts and grants provide what type of reporting to agencies? 

A.  Inception-to-date reporting for activity that crosses multiple state and federal fiscal 
years 
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13. What is the difference between an internal program code and an external program code?   

B.  External program is recorded on the financial line; internal program is recorded through 
the collocation code. 

Chapter 2 – Review Question Answers  

1. What year was AKSAS implemented? 

B.  1985. 

2. How often will AKSAS prompt you to change your passwords? 

D.  Every 45 days 

3. What PF key is used to access AKSAS CICS? 

A.  PF key varies based on the user’s security. 

4. Should you change the passwords for the inquiry RD codes? 

B.  No. 

5. What are the four main menu categories in AKSAS? 

D.  Reporting, Online Inquiry, Data Entry, Special Items/System Maintenance 

Chapter 3 – Review Question Answers 

1. What are the two ways you can access the open item activity screen? 

A.  From the open item inquiry selection screen, enter the open item type, select detail, 
and enter the open item number; from the open item base screen, press PF3 or from the open 
item inquiry selection screen, enter the open item type, select activity and enter the open item 
number. 

2. What screen shows the references for an open item? 

C.  PF7 

3. What screen shows the financial lines for an open item? 

B.  PF6 

4. What is it called when an encumbrance has been reduced or increased with a change 
encumbrance transaction? 

D.  Adjusted to place 

5. Can you see financial line detail for an open item? 

A.  Yes. 
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Chapter 4 – Review Question Answers 

1. The pay vendor numbers are comprised of three alpha characters and five numeric characters.  

A.  True. 

2. What field identifies the name of the vendor as it appears on reports? 

D.  Vendor short name 

3. The vendor wild card search is used when? 

B.  The vendor name is too long to search using the vendor search field. 

4. Can you view the warrants for a specific vendor from the vendor detail screen? 

A.  Yes. 

5. When would you use an EIN or SSN to look up a vendor? 

D.  All of the above 

Chapter 5 – Review Question Answers 

1. How many warrant routing codes are available for a warrant? 

D.  Four 

2. What does the warrant status of CR mean? 

B.  Cancel and reissue 

3. What PF key would you use to get to the warrant reference screen? 

D.  PF7 

4. What does overflow “yes” indicate on the financial and/or reference screen? 

B.  That there are additional lines not shown on the current screen. 

5. How do you find the financial line detail when you are in the PF6 financial line screen? 

A.  At the bottom of the screen, type the number of the financial line and press enter. 

6. Do all references on a warrant appear on the warrant stub? 

B.  No. 

Chapter 6 – Review Question Answers 

1. The system table inquiry can be accessed using what PF key? 

D.  PF12 
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2. What does the remittance advice indicator of “Y” indicate? 

B.  It will print on a warrant stub if warrant is mailed. 

3. What is the most common vendor type in AKSAS? 

D.  MI – Miscellaneous 

4. Logical level descriptions can be found under which system table inquiry category? 

C.  Structures 

5. In system table inquiry, in which category would you find prior year, current year and future 
year event dates? 

C.  Other, calendar information 

6. What is a posting type 6? 

B.  Supplemental budget 

7. What posting months are used in AKSAS for July and August for the prior year? 

C.  Posting months 13 and 14 

8. How many valid posting months are in a fiscal year in AKSAS? 

D.  18 

Chapter 7 – Review Question Answers 

1. What are the three different search categories in the entity and CC/LC inquiry selection 
screen?  

B.  Entity inquiry, collocation code/ledger code inquiry, other inquiry 

2. From the entity detail screen, which PF key would you use to access the lower level entity? 

C.  PF6 

3. What entity would you search on to find authorizing, certifying and source transactions? 

C.  Responsibility distribution (RD code)  

4. The entity detail screen displays “Posting?” Yes or No. What does that indicate to the user? 

B.  Yes indicates that financial postings have been recorded to the entity. No indicates that 
no financial postings have been recorded to the entity. 

5. Which option in the entity and CC/LC inquiry selection screen allows you to find the 
department level for any one of the reporting structures? 

D.  Entity indented structure though logical level 
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6. Which option in the entity and CC/LC inquiry selection screen would you use to find all 
collocation codes or ledger codes that report to an entity? 

C.  CC/LC autocoder 

7. If a collocation code has a default ledger code, can the ledger code be used on the financial 
line when the document is entered? 

A.  It can be overridden only if the LC override allowed states “yes” on the collocation code 
detail. 

8. What are the three different options for looking up Dept/Div inquiry? 

B.  List of departments, list of entity ranges for the entire state, list of entity ranges for a 
specific department 

Chapter 8 – Review Question Answers 

1. How many months are available for the online audit trail?  

B.  The most recent 16 to 18 months 

2. How can you get data that is no longer available on the online audit trail? 

B.  Run an ALDER report. 

3. What section of the AKSAS main menu does the online audit trail reside? 

C.  Reporting  

4. What two items default to the current year? 

D.  COA year and set-up year 

5. What PF key is used to see all financial line data codes available for the online audit trail? 

C.  PF5 

6. What PF key is used to see all transaction level data codes available for the online audit trail? 

B.  PF4 

7. Can display codes be changed for the online audit trail? 

B.  Yes. 

8. Can you display subtotals only? 

A.  Yes, but use caution as the totals may not be as expected. 

9. Can you do a secondary search for an audit trail? 

A.  Yes. 
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Exercise Answers 

 
Chapter 3 – Exercise Answers  

• What is the encumbrance number? 

0226063 

• How much was originally encumbered?  

1,475.60 

• Have there been any payments made?  

Yes. 

• What is the current balance? 

-0- 

• What are the appropriation, fund and organization numbers for financial line 1? 

AR 11920; Fund 35008; OR 4210  

• Did this activity post to a project, contract or grant? Which ones, if any?  

No 

Chapter 4 – Exercise Answers 

• What is the PVN number?  

HDE07328 

• Is the PVN EDI capable? 

No. 

• Find the following information: 
 

o VAL94130 is for what vendor? 

Valley Lumber 

o Does EIN911750031 accept credit cards? 

Yes (Competitive Edge Office Systems Inc). 

Chapter 5 – Exercise Answers 

• Has the invoice been paid? 

Yes. 
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• If so, what is the warrant number?   

25616692 

• When was it paid?   

2/12/2014 

• Has the warrant been redeemed?  

Yes. 

• What is the document number?   

OD AA26649450010 

• What financial coding was used?   

CC 10250143 AC 74233 

• Was there any remittance advice?   

No. 

• Who made the payment?   

RD 10074 

Chapter 7 – Exercise Answers 

• What is the logical level for this appropriation? 

75 

• What is the function code? 

H 

• Are there lower level ARs? 

Yes, there are four lower level appropriations: 24010, 24011, 24012, 24013. 

• What are the authorized RD codes for this AR? 

6000 

• Are there collocation codes that point to the AR? 

Yes, there are two collocation codes: 06338240 and 06338219. Hint: Use autocoder to find 
collocation codes. 

• How do you find the list of entity ranges for the state? 
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From the AKSAS main menu, type IE. Under Other Inquiry, select Dept/Div Inquiry. Enter AK for 
the selection and press Enter. 

Glossary 

 

Term Definition 

Account structure Consists of assets, liabilities, fund equity, restricted revenue, 
unrestricted revenue, expenditures 

Accounting Recording activity to keep track of monies budgeted, expended and 
received, and analyzing activity to inform people; also places 
controls on resources 

Adjusted to place The amount of the open item that has been increased or decreased 
from the original amount established 

Appropriation Maintains the statewide budget for capital and operating for the 
fiscal year, and includes structural entities for all appropriations and 
allocations identified in the appropriations bill 

Assets Maintains cash and investments managed by the Department of 
Revenue, Treasury Division; also maintains cash-held-in-trust and 
accounts receivables in operating funds 

Beginning sequence number The first number used as a key or index to identify the entity 
number on the management reporting file 

Chart of account year Fiscal year that begins in July and ends in December of the following 
calendar year 

Collocation code Collocation codes are the means by which financial information 
flows into the financial reporting structures. Collocation codes are 
not accounting structures and do not have hierarchy or reports-to 
relationships to each other.  Collocation codes point to a fund, 
organization, and often an appropriation and program. 

Contract Provides inception-to-date basis reporting for activities that cross 
multiple state fiscal years or by federal fiscal years, and are 
maintained by each agency 

Current balance This is the actual amount that remains in the open item at this date. 
Ending sequence number The last number used as a key or index to identify the entity 

number on the management reporting file 

Expenditures Maintains disbursements according to the nature of the goods or 
services being purchased 

External program A program code that can be entered as a separate code in the 
transaction financial line 

Financial reporting structures Consists of fund, appropriation, organization, program, project, 
grant and contract 
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Term Definition 

Fully qualified account Is the financial information entered in a transaction that identifies 
the accounting structures to which the financial activity is recorded. 
It contains the required set-up year, collocation code and account. 
It may also contain an optional program and/or ledger code. 

Fund Maintains the funds of the state in accordance with the generally 
accepted accounting principals and is authorized by the Legislature 
to account for and report on particular activities of the state. 

Fund equity Accounts for reserves and available fund balances 
Grant Provides inception-to-date basis reporting for activities that cross 

multiple state fiscal years or by federal fiscal years, and are 
maintained by each agency 

Internal program A program code that is within a collocation code and all financial 
activity that is recorded to the collocation code is automatically 
reported for the program 

Ledger code Ledger codes are the means by which financial information flows 
into the entity structures. Ledger codes are not accounting 
structures and do not have hierarchy or reports-to relationships to 
each other. Ledger codes point to a project, contract or grant. 

Liabilities Maintains the state’s liabilities, such as warrants outstanding and 
accounts payable 

Logical levels The relationship of each entity and structure to the hierarchy is 
defined by its assigned logical level and its reports-to relationship 
above and below it. 

Non-financial reporting structure Responsibility distribution code 
Organization Maintains the management and reporting hierarchy for each state 

agency. It is used to summarize appropriation activity along 
geographical lines and financial data by region or location. 

Original placed The amount used when the open item was established 
Program Maintains agency-assigned programs for keeping track of financial 

activity across appropriation and organizational lines 

Project Provides inception-to-date basis reporting for activities that cross 
multiple state fiscal years or by federal fiscal years, and are 
maintained by each agency 

Reporting structures Hierarchies created to account for and report financial activity along 
user-defined lines 

Reports-to-relationship Defines the exact location of an entity in a reporting structure by 
specifying the next-higher-level-entity through which its activity 
should be summarized 

Responsibility distribution code  Controls the user security in AKSAS 
Restricted revenue Maintains appropriated revenues earmarked for particular uses 

through appropriations 
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Term Definition 

Routing codes Codes used to determine if a warrant is mailed, returned to the 
agency, electronic payment or a EP one card zero net 

Run sequence number Run sequence number can be used as a research tool in AKSAS for 
the online audit trail or used to run reports in ALDER. Run sequence 
numbers can usually be associated with the date activity occurred 
and was updated in AKSAS. 

Set-up year The year associated with the financial activity charged through the 
collocation code 

Total liquidations The amount of payments made on an open item to date 
Unrestricted revenue Maintains state’s general revenues received from taxes, royalties, 

etc. 
Warrant class Defines the type of warrant being issued 
Warrant status Provides the status of a warrant 

  



Introduction to AKSAS – Class Guide  Appendix 

Revised January 2014  Page 191 of 192 

Acronyms 

Acronym Definition 

AC/ACCT Account 

AG Agency Receipt 
AR Appropriation 
AS Asset 
AUTH Authorize 

BSN  Beginning Sequence Number 
CC Collocation Code 
CO Contract 
COA Chart of Account  
COMNT Comment 

EN Encumbrance 
EP External Program Code 
ESN Ending Sequence Number 
EX Expenditures 

FE Fund Equity 
FIN Financial Line 
FU Fund 
FY Federal Fiscal Year 

GR Grant 
IE Entity and CC/LC Inquiry 
IO Open Item Inquiry 
IV Vendor Inquiry 
IW Warrant Inquiry 

LC Ledger Code 
LI Liability 
LL Logical Level 
LNACT Line Activity 

LWRLV Lower Level 
NHLVL Next Higher Level 
OR Organization 
PJ Project 

PM Posting Month 
PR Program 
PT Posting Type 
PVN Pay Vendor Number 
RD Responsibility Distribution 
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Acronym Definition 

REF Reference 

RO Online Audit Trail 
RR Restricted Revenue 
RS Reimbursable Service 
RSA Reimbursable Service Agreement 

RSN Run Sequence Number 
RU Unrestricted Revenue 
SRCE Source 
SY Set-up Year 

TC/TCODE Transaction code 
VN Vendor Number 
WM Multiple Warrant Classes 
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