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How to Submit a Departmental Correction Request (DCR)
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How to Submit a Departmental Correction Request (DCR)

Once you are on the Search window, enter the SL of the account under Account Number or you may
select the Summary Tab. Make sure that the Yes option is selected. Select the account you are wanting
to make corrections.

Ca nopy campus: | 21 (Texas A&M University-Commerce) | Fiscal Year: | 2025 « | [SerECFY |
The Texas ABM Unluersity System W 4 b

Payroll FFx FRS Raouling Syelem

Main Menu = FRS = Account ~ Search 1]
Search | Crosswalk Subcode Saarch | My Accounts | Aftributas | Summary Open Lomm Transactions. Payroll Actual | Payroll Enc | Reports | Mauchers |

Account number: | 332108 | g Department: o Sub-depanrnent:l TS
Responsible persan (last, first): ) | Title:| ]

| ["Reset|

'] SEARCH RESULTS (Totas trems: )

Account 5 Sub Dept Responsible Person
g N DISABILITY RESOURCES & SVCS DISAB willlarns, Carrie
[[232108-20300 | N SORS STUDENT SERVICE FEES DISAR Williams, Carrie
N DISABILITY AWARENESS DISAR Williams, Carrie

Click on the Transaction tab. Find the transaction/expense you would like to make corrections and click
on Details.

BT send Feedhack

Main Menu = FRS = Account = Transactions

search. | Cromwaik | SubcodeSearch [ MyAccounts [ Attibutes. | Summary [ Openco pil ctuzt | PayrallEnc | PRepars | vouchers

AcCount: 33210820300 SDRS STUDENT SERVICE FEES Dept: DESAB Disabi E: No ERS: NO
Responsibie Person: Willlams, Carrie Sub-Dept: Delete: No
ar type in 2 bank number: =
7] Ref2: Refd: & Transaction Type: vl
(Toras yrews: 35} {DIrecT) l Jr?,
Amounl Batch Date Batch Rei Offset
1109 020 1510 BUDZ425 SALARIES - NON-FACULTY 548,000.00 09/01/2024 BEUDD1 D Details
1100 fo20. 1510 BUD2425 UNALLOCATED NOMN-FAC SALARIES $1,431.00 09/01/2024 BBUDDL o Details
1300 010 1300 BLDOI425 GANT $21,859.00 09/01/2024 BAUDOL o Details
1500 020 1510 BUDZ425 BENEFITS 532,793.00 09/01/2024 BBUDOL b Details
3000 0z0 5110 BUDI425 OPERATIONS AND MAINTEMANCE $8,322.00 09/01/2024 BEUDOL o Detalls
1100 027 BBF2024 BUDGET BROUGHT FORWARD: 55,865.20 09/01/2024 BEFOOL D Dretails
1300 027 BEF2024 BUDGET BROUGHT FORWARD (£253 27] 09/01/2024 BEFOOL (= Details
1500 027 BAEF2024 BUDGET BROUGHT FORWARD $5,836.80 09/01/2024 BAFOOL o Details
3000 |027 BBEF2024 BUDGET BROUGHT FORWARD $5,255.20 09/01/2024 BEFOOL (s} Details
5670 054 ] Z2464B4 T 2245488 1384889 2024-09-05 828001027 01 £738.75 09/06/2024 ZRO90E o Details
5670 054 P 7246484 T 7246488 1354369 2024-09-05 828001027 01 (£738.75) 09/06/2024 ZPOOCE c Detakls
5670 055 ] ZB10R7B ¥ 2810878 13848689 TEXAS CLOSED CAPTIONING LLC $738.75 09/06/2024 ZPO90E o Details
1105 051 |SALDCOL WOEQS01 ADGEEAS WDE SUMMARY ADJUSTMENT $58,397.52 09/01/2024 EPADOL o Detalls
1905 051 BENBOOL WOERS01 ADGEBAE WDE SUMMARY ADIUSTHMENT 520,136.43 09/01/2024 EPADOL D Details
1605 051  LNGBOO1 WDEOSD1 ADFEEAS WDE SUMMARY ADJUSTMENT $1,940.00 09/01/2024 EPADOL o Details
1525 064 0025081 BEALL, MEGAN N £266.60 09/06/2024 PAYEDD 005000-00000-2400 Details
1740 062 0025001 BEALL, MEGAN N 5285.00 05/06/2024 PaYEDS [05000-00000- 2400 Details
1945 049 0025091 BIWEEKLY PAYAOLL - WCI £1.32 09/06/2024 PAYSL10 o Detalls
1950 049 0025091 BIWEEKLY PAYROLL - UCI $1.66 09/06/2024 PAYB1D D = il
5015 o1 042024 q DISAB-TUITION & FEES $2,577.65 09/09/2024 107050 ogs27o-00000-1625f  Detafls ||
1105 051 SALOCOL R52008 WEASGT WE - RSZ008 - BEALL %3,465.80 09/10/2024 SEMCO1 o

. _________________________________________________________________________________________________|
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How to Submit a Departmental Correction Request (DCR)

Then Click Create DCR.

Main Menu = FRS = Account © Transactions

| Search | Crosswalk | Subcode Search My Accounts Attributes Summary Open Comm | Transactions I:
Account: 33210820300 SDRS STUDENT SERVICE FEES Dept: DISAB Disability Res & Services Fi
Responsible Person: Williams, Carrie Sub-Dept: D
Account Number: | 33210820300 & E ortypein a bank number: |:| &
Months: | Sep | Thru:| oct v| Subcode: | | TC: | | Ref2: | | Refd: | @ Transact
“Subiit | Reset
Transaction Details
Date: 09/09/2024 Amount: $2,577.65
Description: DISAB-TUITION & FEES Correctable Amount: $2,577.65
Trans Code: 061 JE - IDT Dir/ind: D
Account: 332108-20300-5915 SRS: No

SDRS STUDENT SERVICE FEES Scholarships - Graduate
Offset: 005270-00000-1625
DEPARTMENT PAYMENT CLEARING Student Feed Clearing

PO/Enc Refl: Cost Refl: Fiscal year: 2025
Ref2: 95042024 2: Manth: 9
Ref3: 3: Batch Date: 09/09/2024
Ref4: 050424 Bank: 00035 Batch Ref: IDTO90
Acq Ref Nbr:
Vndr/Card ID:
Enc Obj Cd:
Override Comp Cd: Processed: 09/09/2024 1:00 PM
Liquidation Amt: $0.00 User Id: MNORAZ1P
Oper Id: MNORAZ1P
Indirect Base Code: Term Id: STEPO1
Base Amount: $0.00 Internal Tracking Nbr: 198714039

| Close Details || View Indirect Create DCR

Select Create FY YYYY Document

Main Menu = FRS =~ DCR o Create DCR

DCR Search | DCR Document Create DCR

DCR Create
DCR Doc ID: **NEW#**

Document to Correct
Doc Type: ‘ Transaction V|(53

Doc Year: (2025 * Blank = current year

Original Doc ID:
Transaction Selected

| Create FY 2025 Document |
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How to Submit a Departmental Correction Request (DCR)

Fill in the highlighted sections and click Save.

Main Menu © FRS © DCR = DCR Document

INFO; DCR Document 1500016 has been successfully added

DCR Search DCR Document Create DCR

| &' DCR Action:| Select an action, -
2 DEPARTMENTAL CORRECTION REQUEST HEADER - DEFAULT = |
View |
DCR Document: 500015 DCR FY: 2025 DCR Status: In Process (IP)
Transaction: Joumal Entry (Ref2: 5042024 ) Transaction FY: 2025 Type: Transaction (T)
" pute Status:
Description: [Paid on Wrang Account |
Justification Code: | Select a code. . v

Select a code...
Created By:
Last Update By: AC - NEW ACCOUNT HAS BEEN ESTABLISHED

Attachments: | CG - CONTRACTS AND GRANTS Deleted Date  Deleted By
Cl - CAPITAL/INVENTORY GOODS CHANGE
DF - CLEAR DEFICIT IN THE ACCOUNT

ER - CLERICAL ERROR
NE - NO EXPENSE ALLOWED ON CURRENT ACCT

= OC - OBJECT CODE MODIFICATIONS CORRECTED LXNETVEMS (TN

Scholars

=" CORRE(

Make sure it says Header — Record has been successfully modified (Message: 0003)

Main Menu = FRS = DCR = DCR Document

DCR Search | DCR Document | Create DCR

DCR: [J500016 - DCR Action:| Select an action... v|

3 DEPARTMENTAL CORRECTION REQUEST HEADER - DEFAULT D
VIEW

DCR Document: 7500016 ) (DCR Report) DCRFY: 2025  DCR Status: In Process (IP)

Transaction: journal Entry (Ref2: 9042024 ) Transaction Fy: 2025 Type: Transaction (T)

Route Document: Route Status:
Description: Paid on Wrong Account
Justification Code: PROCESSED ON THE WRONG ACCOUNT (PW)
Created By: Brown, Dahlia B (10/25/2024)
Last Update By: Brown, Dahlia B (10/25/2024)
Attachments: Name Added Date Added By Deleted Date Deleted By
NO ATTACHMENTS FOUND
) | Add Attachments

. _________________________________________________________________________________________________|
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On the far-right side, select Correct. It will populate a second line named New Account.

Correctep LiNe Itcms (Incivors ORIGINAL AND PROFOSED)

Ttem orig Account Account Description Subcode Subcode Description SubDept Depl Namve A all Amount
SDRS STUDENT SERVICE FEES “Scholarships - Graduate Disability Res & Services: | |
Orig Line Ttem: 1 Credit Orig Ami: 257765
P 10820300 Ong Subcode; 5915 Avail Amt; 2577.65 Crig Bank: 00035
" New Account: 210820300 | Mew Subcode: 5015 Amount; (2577 65
i rBoresented as POSIVE BmOoUnts refer 1o the Credit Flag for amount sign.

| save || cancat |

Update the highlighted area with the correct account information. Click Save.

CORRECTED LINE ITEMS (INCLUDES ORIGINAL i

Account SRS Account Description Subcode Subcode Description
332108-20300 SDRS STUDENT SERVICE FEES Scholarships - Graduate

Orig Line Item: 1 Credit Orig Amt: 2577.65
Qrig Account] ai = -

New Accountl 33210820300 New Subcode Amount: |2577 65

Orig Bank: 00035

Main Menu © FRS = DCR = DCR Document

| DCRSearch | DCRDorument | Creat=DCR

DCR: [ 500016 w DCR Action;) Select an action, .
[Sibmit | | Select an action.
CLOSE {checks accl and $85)
| canceL
| REQPEN to edit
| ROUTE for approval
DCR Document: 520018 | oy i7e i B action
Transackion:  jgurnal E| RECALL from reuting
Foute Docurment:
Description: Paid on Wrong Account
Justification Code: PROCESSED ON THE WRONG ACCOUNT (PW)
Created By: Brown, Dahlia B (10/25/2024)
Last Update By: Brown, Dahlia B {10/25/2024)

Then at the top of the screen under DCR Action, select
CLOSE (checks acct and $$$) and then Submit.

EQUEST HEADER — DEFAULT

DCRFY: 2025
Transaction FY. 2025

Main Menu = FRS = DCR = DCR Document
DCRSsarch | DCR Documsnt | Creste DCR

I”;‘:;ﬂf”-‘-’”‘s @ DR fcton: Soenian aoon 4 We need to do the same action again. This time
select ROUTE for approval and then Submit.

CLOSE {checks acct and 585)
| CANCEL

REOQPEN to edit

QUEST HEADER - DEFAULT

DR Documonts e N ] onrr e Fyou scroll down, you should be able to see the

Transaction: journal Ef RECALL from rauting Transaction Fy: 2025 routing process.
Route Document:
Description:  Pald on Wrang Account
Justification Code: PROCESSED ON THE WRONG ACCOUNT (PW)
Created By: Brown, Dahlia B {10/25/2024)
Last Update By: Brown, Dahlia B {10/25/2024]
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