***Generating Accruals***

Welcome to the WebITOMS online training tutorial. This tutorial will explain the steps on how to Generate Accruals.

From the homepage in WebITOMS, locate the Action Folders frame on the lower left-hand side of the window and click on the “Generate Monthly Accruals” link.

Next, select the Region, Order Type, and/or Program Type, and click on the Retrieve button.
Next, click the check box for any Order which you would like to generate accruals for. All Orders checked will be highlighted in yellow.

Next, click on the “Generate Accruals” button located here.

A pop-up window will show a row for each available Service Month ready to be validated.

Finally, click the Validate to NEAR button here.

The resulting frame will shows that the Accruals were generated successfully.

This concludes the tutorial on how to generate accruals.

