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PAYMENT SERVICES USER MANUAL  

PCA OR INDEX LOOKUP AND AN INCORRECT 
BUDGET UNIT OR FUND IN FISCAL CODING 
 
In the Distribution screen of Payment Services (used to enter fiscal coding), any fiscal 
code field marked with an asterisk can automatically “look up” and enter any other 
related fiscal codes if they are set up in STARS to do so. 
 
For instance, the PCA or Index can automatically populate Budget Unit and Fund if 
they are set up in STARS to do so. If you manually enter a PCA or Index that is not 
correct for the fiscal year or is mistyped, an error message will be displayed.  
 
If the PCA or Index looks up the Budget Unit, Fund, and Fund Detail, do not manually 
change the Budget Unit, Fund, and Fund Detail. If you manually change the Budget 
Unit, Fund, and Fund Detail and then try to correct them by manually changing the 
PCA or Index, the look up will not work. 
 
If you inadvertently change these any of these fields that have been automatically entered 
by the look up, and you need to correct them, there are two ways to re-enter the PCA or 
Index so that it will look up and populate the correct Budget Unit, Fund, or Fund 
Detail: 
 
1. Press F3 in the PCA or Index field to select the PCA or Index so that the look up 

will populate the correct Budget Unit, Fund, or Fund Detail. 
2. Delete the PCA or Index and press TAB or click in another field. The Budget Unit, 

Fund, or Fund Detail should then be cleared. You can then manually enter the PCA 
or Index or press F3 to select the PCA or Index, either of which will populate 
Budget Unit or Fund. 
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