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Logging In 
 

Advantage requires two sets of User IDs and passwords. The first set is called the RACF/CICS 
User ID and password. These are generated by Computer Accounts. The password must be 
changed every 90 days. The second set is called the Advantage ID and password. These are 
assigned by the Advantage Helpline and do not change.  
 
Launching Advantage will open the mainframe login window, also referred to as the Solve 
screen. Enter your RACF/CICS User ID and password and press Enter. 
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On the Menu screen, enter 11 in the Command field and press Enter.  
 

 
 

A confirmation page will open to reenter your CICS password.  
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On the Advantage CICS Menu, enter 2 in the Request and press Enter. 
 

 
 

On the Advantage Financial page, enter 1 in the Command field and your Advantage User ID 
and password. Press Enter.  
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A successful login will open the Advantage Financial launch page. From here you can navigate 
to any table or document your access allows.  
 

 
To open a table (i.e. Suspense, Vendor Name), enter L in the Action field and the Table ID in the 
Screen field. To open the Suspense table, enter L in Action and SUSF in Screen and press Enter. 
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The Suspense File  
 
The Document Suspense file is the repository where documents are held when they need 
corrections or further processing. When a document has been accepted into the system, the 
document will appear in Suspense until nightly processing occurs. This means that on the 
following business day, you will no longer find that document in Suspense. An accepted 
document will update open tables and ledgers immediately so information from your document 
will appear as header, line, and/or commodity information on the appropriate tables.  
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Organization in Suspense  
 
The Suspense file is sorted by the Document ID consisting of document type, document agency, 
and document number. Document types are ordered alphabetically with PO documents coming 
before PV documents and RC documents. Within each document type, documents are sorted 
alphabetically by agency and document number.  
 

 
 
Document Status Codes 
 
The document status code indicates where a document is in the approval process.  
 
ACCPT – The document has been successfully processed and was accepted by Advantage. No 
changes can be made to the document. Information from this document is now on the open 
tables.  
 
HELD – The document is being held and is not ready for approvals.  
 
DELET – The document is scheduled for deletion.  
 
REJCT – The document contains errors and cannot be approved until corrections are made.  
 
SCHED – The document was approved but has not been fully processed.  
 
PEND# - The document is waiting for approvals at the listed level. 
 PEND1 indicates that Level 1 approval is required.  
 PEND4 indicates that Level 4 approval is required.  
 PEND5 indicates that Level 5 approval is required.  
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Approval Levels  
 
ASU uses three approval levels to approve documents. These can be applied when the 
document is in Pending status.  
 
Level 1 – This approval is applied on a document by departmental users for the agency/org. A 
user with a DAT1 Advantage profile can apply Level 1 approval on RC and VE documents. A 
MGR1 profile is required to apply Level 1 approval for other documents. 
 
Level 4 – This approval is applied by Accounts Payable on PV documents after they have 
received all necessary backup information. The Advantage Helpline will apply Level 4 approval 
on VE documents. Accountants apply Level 4 approval on other documents such as J1 or IX 
documents.  
 
Level 5 – This approval is applied by Accounting Managers.  
 
Different levels of approval are required for different documents. The Suspense file will show 
which approvals are necessary using a series of Y, A, and 0 indicators in the Approval column.  
 
 A – Approval required at that level 
 Y – Approval applied at that level 
 0 – Approval not required at that level   
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Last Document User 
 
The Last Date and Last User indicate the date a document was last modified or approved and by 
what user. The User ID is the Advantage ID of the user who last modified or approved the 
document.  
 

 
 

Accessing Documents from Suspense 
 
Searching for documents 
 
To search for a document in the Suspense file, you will need to know the document type and 
agency.  
 
In the Action field, enter an “S” for search.  
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Tab down to the field under Document Type.  
 

 
 
Enter the document type and tab over to enter the agency. If known, enter the beginning or 
entire document number. Otherwise, press Enter to search.  
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All documents beginning with that document type, agency, and document number will display.  
 

 
 
Opening a Document  
 
To open a document in Suspense enter “S” in the Action field to search and tab down to the 
document. There are two ways to select the document: (1) enter an “x” in the SEL column on 
the document row or (2) tab until the cursor is over the document number. Press Enter after 
the document is selected.  
 
Method 1:  
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Method 2:  
 

 
 
The document will open to the header page.  
 

 
 

Correcting Errors on Documents 
 
Errors may occur when documents are created. Usually the cause of the error is missing, 
incomplete, or erroneous data found in one or more fields of the document. Advantage checks 
fields for completeness and adherence to use of predetermined codes that are setup for each 
document.  
 
A single error may generate several messages, each with a separate code. Error messages are 
provided to help you determine what is wrong with a document.  
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Check the following for accuracy, completion, and location within the fields of the document. 
These are the most common source of document errors.  
 

- Vendor Code 
- Dollar Amounts 
- Agency/Org 
- Object/Subobject Code 
- Line Number 

 
Reviewing the Error 
 
Documents that contain errors will display the error message. More detail for an error message 
can be accessed by entering “S” in the Function field and placing the cursor over the error 
message and pressing Enter.  
 

 
 
The Error Message Explanation page will open to provide more detail on the error message.  
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To return to the document, enter “E” in the Function field and press Enter or press F3.  
 
Correcting Errors 
 
Open the document and review any errors at the bottom of the document.  
 

 
 
Correct any errors and edit the document (F7). 
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Apply Approvals 
 
Steps to Approve a Document  
 
Edit the document (F7) to move to PEND1 status. The document message should read “Ready 
for Approval 1.” 
 

 
 
Approve the document by hitting F12 or entering “A+” in the Function field and pressing Enter.  
 
If the document requires multiple approval levels, the status will update to reflect PEND4 or 
PEND5. The approval process is repeated for each approval level.  
 
Once final approval is applied, the status will update to SCHED status and is ready to be Run for 
final processing.  
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Run Processing a Document  
 
 
To complete the approval process for a document, it must be Run. Run a document by hitting 
F8 or entering “R” in the Function field and pressing Enter.  
 
The Status will update to ACCPT indicating that the document is fully approved.  
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Removing Approvals 
 
There are times when it will be necessary to remove an approval from a document that is in 
Suspense. Since documents cannot be changed or deleted while they are approved, the only 
way to do either of these on an approved document is to remove the approval. Approvals must 
be removed at the same levels for which they were applied. If a person has approval authority 
to approve a document at Level 1, that person will only be able to remove a Level 1 approval. If 
a person has approval authority at Level 5, they will be able to remove Level 5 approvals and 
approvals below.  
 
To remove an approval, you must first locate and open the document in Suspense. Verify the 
document contains the message “Document Marked for Read Only.” This means the document 
is locked and will not allow any input changes.  
 
Remove the approval by entering “A-” in the Function field and Press Enter.  
 

 
 
The document will move back to PEND1 status and display the message “Approval 1 Removed.” 
The document can now be updated for correction, completion, or deletion.  
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Deleting a Document  
 
A document can be deleted once all approvals are removed. Once deleted, the document will 
be removed from Suspense during overnight processing. If a document was deleted in error and 
is still in Suspense, it can be undeleted.  
 
Delete a Document  
 
To delete a document, press F9 or enter “D” in the Function field and press Enter.  
 

 
 
The status will move to DELET and the document will display a message “Document Marked for 
Deletion.”  



20 
 

 

 
 
A deleted document will remain in Suspense until it is removed during overnight processing. 
While it is still in Suspense, a deleted document can be restored by undeleting it.  
 
Undelete a Document  
 
To undelete a document, locate it in Suspense. Enter “S” in the Action field and “UD” in the 
Function field. Tab to the document and enter “X” in the SEL field on the line of the document. 
Press Enter.  
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The document status will update to HELD and a “Document Undeleted” message will display at 
the bottom of the page.  
 

 
 

Freeing a Document  
 
A document that is open by another user or was not closed correctly must be freed from use 
before changes can be made. To free a document, locate it in Suspense. Enter “S” in the Action 
field and “FREE” in the Function field. Tab to the document and enter “X” in the SEL field on the 
line of the document. Press Enter. 
 

 
 
The screen will update with a message “Batch/Document Freed.” 
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Account Codes 
 
The ASU account code structure is designed to allow expense transactions to be applied to budgets for 
each of the accounting entities: Agency, Org, and Suborg. This structure is based on principals of Fund 
Accounting, a method used by governmental agencies, colleges, and universities to separate and track 
financial transactions.  
 
The account code structure is comprised of seven elements: Fund, Agency, Org, Suborg, Object Code, 
Subobject Code, and Function Code. All documents require input of Agency, Org, Object Code, and 
Subobject Code. The Suborg and Function Code are optional codes used to aggregate expenses at a 
lower level.  
 
Each element is established in an Advantage table that is used for validation purposes during transaction 
processing.  
 

Element Table ID Purpose Example 

Fund FUND Identifies/classifies funds by source for 
reporting purpose 

1150 

Agency AGC2 Identifies the department and the source of 
funding 

WV1 

Organization (Org) ORG2 Uniquely identifies a budgeted entity or special 
activity (grant or contract) 

1003 

Suborganization (Suborg) SORG Further breakdown on an org for detailed 
analysis of expense/income 

05 

Object Code OBJT Classifies expenditures for reporting purposes 7310 

Subobject Code SOBJ Further breakdown an object code for more 
detailed classification  

22 

Function  FUNC Classifies expenditures at a lower level than 
Subobject code 

FINC 
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Agency/Org 
 
An Agency can identify the department and funding source of an account. Agencies ending in letters 
indicate Sponsored funding (grants). Agencies ending in numbers indicate state or local funding.  
 

Agency Ending In Funding Source 

1 State Funds 

2 Auxiliary 

4 Summer Sessions 

5 Local Unrestricted 

6 Plant Funds 

7 Agency Accounts 

8 Endowments 

9 Restricted Funds  

 
An Org can identify the Campus and purpose of the account.  
 

Org Beginning With Type of Account 

0 Sponsored 

1 Tempe Campus 

2 Tempe Campus 

3 Tempe Campus 

4 Downtown Campus 

5 West Campus 

6 Reserved Use 

7 Polytechnic Campus 

8 Capital Replacement  

9 Specialized Accounts 
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Budget Fiscal Year Codes 
 

Fiscal Year  
 
Fiscal Year (FY) is the financial year that an organization uses to associate transactions with the proper 
accounting year. At ASU, the fiscal year begins on July 1 and ends on June 30. It is designated by the last 
two digits of the year in which the period ends.  
 
 Fiscal Year 14 = July 1, 2013 – June 30, 2014 
 Fiscal Year 15 = July 1, 2014 – June 30, 2015 
 
The fiscal year information for an Agency/Org can be found on ORG2: 
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Multi-Year  
 
Multi-Year (MY) in the Budget Fiscal Year filed indicates accounts that span fiscal years. The Multi-Year 
indicator is used for sponsored accounts, Summer Sessions, and long-term projects for Planning and 
Construction.  
 

 
 

Looking Up Account Code Information  
 

Agency Table (AGC2) 
 
The Agency table will identify the department or area associated with an Agency and the accountant 
responsible. To access AGC2, type “L” in the Action field and “AGC2” in the Screen field. Press Enter.  
 
To review an Agency, type “S” in the Action field. Tab to Fiscal Year and enter the two-digit Fiscal Year 
(i.e. 14). In the Agency field, enter the Agency code (i.e. WV1). Press Enter.  
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The screen will refresh with the Agency information. The first three characters in the Short Name field 
will identify the accountant assigned to the Agency.  
 

 
 
To retrieve the accountant’s name, search for the accountant number as an Agency.  
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The screen will refresh with the accountant’s information.  
 

 
 

Organization Table (ORG2) 
 
The Organization table will identify Agency/Org information including fund and reporting. To access 
ORG2, type “L” in the Action field and “ORG2” in the Screen field. Press Enter.  
 
To review an Organization, type “S” in the Action field. Tab to Fiscal Year and enter the two-digit Fiscal 
Year (i.e. 14). In the Agency field, enter the Agency code (i.e. WV1). In the Organization field, enter the 
Org code (i.e. 1003). Press Enter.  
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The screen will refresh with the Agency/Org information.  
 

 
 

Suborganization Table (SORG) 
 
The Suborganization table will identify available Suborganizations. To access SORG, type “L” in the 
Action field and “SORG” in the Screen field. Press Enter.  
 
To review a Suborganization, type “S” in the Action field. Tab to Fiscal Year and enter the two-digit Fiscal 
Year (i.e. 14). In the Agency field, enter the Agency code (i.e. WV1). In the Organization field, enter the 
Org code (i.e. 1003). Press Enter.  
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The screen will refresh with all available Suborganizations for the Agency/Org, if any.  
 

 
Object Table (OBJT) 
 
The Object table will identify available Object codes. To access OBJT, type “L” in the Action field and 
“OBJT” in the Screen field. Press Enter.  
 
To review an Object code, type “S” in the Action field. Tab to Fiscal Year and enter the two-digit Fiscal 
Year (i.e. 14). Press Enter.  
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Subobject Table (SOBJ) 
 
The Subobject table will identify available Subobject codes. To access SOBJ, type “L” in the Action field 
and “SOBJ” in the Screen field. Press Enter.  
 
To review a Subobject code, type “S” in the Action field. Tab to Fiscal Year and enter the two-digit Fiscal 
Year (i.e. 14). In the Object field, enter the Object code (i.e. 7320).  Press Enter.  
 

 
 

Function Table (FUNC) 
 
The Function table will identify available Function codes. To access FUNC, type “L” in the Action field and 
“FUNC” in the Screen field. Press Enter.  
 
To review a Function code, type “S” in the Action field. Tab to Fiscal Year and enter the two-digit Fiscal 
Year (i.e. 14). In the Func field, enter the Function code (i.e. FALL).  Press Enter.  
 

 
 


