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Revisions to Manual

October 2016:
e Added a FAQ section.

October 2010:
e Adjusted exercise on Enter Year End Accrual and Reversal Journal Entries
for the ACCRL/ADJ Ledger to include information on what to do if July is
closed.

April 2010:

e New exercise — Enter Year End Accrual and Reversal Journal Entries for
the ACCRL/ADJ Ledger — Internal Service Funds, Enterprise Funds and
Fiduciary Funds Only

¢ New exercise — Copy and Reverse a Journal Entry
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General Ledger Transactions

The General Ledger module summarizes and stores all transactions from sub
modules in the form of journal entries. Journal entries are also manually
entered directly to the general ledger. The journal source code indicates how
the journal was created, as indicated in the listing below:

ADJ GAAP adjustments entered manually — used by Financial
Operations only

ALO Allocation journals created by the system when the
allocation process is run

AM Journals created by the journal generator process from
the asset management module

AP Journals created by the journal generator process from
the accounts payable module

AR Journals created by the journal generator process from
the accounts receivable module

Bl Journals created by the journal generator process from
the billing module

CAJ Cash adjustments entered manually — Used by the
Treasurer’s office only

CNV Used to book beginning general ledger balances when

converting to VISION on 7/1/01 — Used by Financial
Operations only

HR Payroll journal entries interfaced from VTHR and created
by the system

INV Journals created by the journal generator process from
the inventory module

ONL Entered manually by users to book intra-business unit
transfers and corrections

TSF Entered manually by users to book inter-business unit
transfers

TSN Entered manually to book funding and cash transfers

directed by statute or legislation — used by Financial
Operations or by special permission only

VISION users may enter journals to the general ledger using the journal source
codes of ONL and TSF only; unless directed to do otherwise by Financial
Operations.
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General Ledger Periods

The State of Vermont's fiscal year ends on June 30. The fiscal year coincides
with the calendar year of its June 30 ending date; i.e. the fiscal year ending
6/30/2017 is fiscal year 2017. The general ledger periods in VISION coincide
with the state’s fiscal year rather than a calendar year. July is period 1; August
is period 2; ... June is period 12. Period O is the carryforward period. Vision also
allows for an adjustment period 998 to be used for all adjusting entries to a prior
fiscal year. Period 998 is open for approximately two weeks in the beginning of
July. A fiscal year of activity would include periods 1 through 12 and period 998.
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e What

General Ledger FAQ’s

Information do I need to include in the long description of

my journal entry?

Regardless of what the source of your journal is, you should always

include a
journal a

e What

description that truly describes why you are entering the
nd that makes reference to the original transaction.

should I do when a department tells me that they cannot

see a transfer journal that I initiated to them on the
VT_BU_TRANSFER query?

There are

a few criteria that must be met in order for a journal entry to show

on this query. You should check your journal entry to make sure it was

completed

(0}
o

with the following:

There is an offsetting line with account 100105 on your journal.
The business unit you are doing the transfer with is entered as the
affiliate for all lines of your journal.

You used “TSF” as the source on the header page of your journal.
You did not budget check your journal.
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Transfer Types in VISION

There are various transfer scenarios that Finance has identified. Transfer types
and procedures of how to process them have been established for each scenario,
and are described in this section. Please refer to VISION Procedure #7 on the
Finance & Management website at http://finance.vermont.gov/policies-and-
procedures/vision-procedures

Funding Transfers Directed by Statute or Current Year Law

These transfers are processed by the Department of Finance and
Management with a journal source code of TSN. Departments will not
process these transfers unless directed to do so by Finance, in which case
a written notification will be given to the department. Finance and
Management will use transfer in and out account codes 701005, 701505,
720000, and 720005 to transfer funds in these transactions. For non-
budgeted transfers Finance and Management will use transfer in and out
account codes of 701006, 701506, 720001, and 720006.

Inter-Unit Grant Transfers — Reimbursement (Grant) Transfers

One business unit (sending) furnishes funds to another business unit
(receiving) with NO expectation of reimbursement or services
provided, except as required by the terms of a grant agreement
or MOU if applicable.

These transfers should be budgeted by the sending department as a grant
expenditure and should be budgeted by the receiving department as a
funding source in fund 21500. These transfers are processed with a
journal source code of TSF. The sending department will debit the proper
grant expenditure account code (account codes in the 550--- series for all
departments and the 6----- series for AHS only) under the proper fund
and deptid and credit cash account 100105 under the proper fund and
deptid. The receiving department will debit cash account 100105 under
fund 21500 and the proper deptid and credit revenue account 495000
under fund 21500 and the proper deptid.

Note: If you did not receive spending authority in Fund 21500 in your budgeting
process, you will need to process an excess receipt request through your
Budget Analyst to obtain authority to spend the funds received by the transfer.
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Note: The VT Housing and Conservation Board; business unit 09150, is a
component unit and is not considered a state department. Transfers received
from this business unit should reflect the appropriate fund and revenue account
and not fund 21500 and account 495000.

Inter-Unit Reimbursement Transfers Non-Budgeted (Refund of
Expenditure)

This type of transfer should be used in limited circumstances, in order to prevent
understatement of budget-based reporting. Appropriate examples are:

e One business unit (sending) reimburses another business unit (receiving)
for costs incurred by paying a bill on their behalf. (Also known as a refund
of expenditure.) If one business unit is reimbursing another business unit
for an employee’s salary expenses, then both the sending and receiving
business units must use the same salary expense accounts.

e These transfers are processed with a journal source code of TSF. The
sending business unit debits the proper expense account and credits cash
account 100105. The receiving business unit debits cash account 100105
and credits the expense account, fund, deptid and any other chartfields
used on the original transaction processed to pay the bill.

e An employee works for another department. For example an employee
changes jobs in the middle of a pay week. Important Note: For
reporting purposes, whenever salary codes are used on one side of a TSF
journal, they must be used in the same (but opposite) way on the other
side. All appropriate salary codes must be used, not just salaries (FICA,
Life Ins., etc). The initiating department needs to give the salary
code breakdown to the responding department.

Note: In the description of the journal, the receiving business unit must identify
the A/P business unit and Voucher ID or Journal ID on which the original bill was
paid.

Note: Please refer to VISION Procedure #6 http://finance.vermont.gov/policies-
and-procedures/vision-procedures on our Finance and Management website for
information on how to process prior year refund of expenditures.

Surplus Property Sales

e Must be received into Surplus Property Special Fund 21584. If the
item was originally expensed, use Revenue account 480001 (Sale of
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Surplus Property). If the item was originally capitalized, use Revenue
account 480030 (Proceeds From Sale of Assets).

If you did not receive spending authority in Fund 21584 in your
budgeting process, you will need to process an excess receipt request
through your Budget Analyst to receive spending authority for your
surplus property receipts.

Note: Internal Service funds are the exception.

Inter-Unit Reimbursement Transfers Budgeted

One business unit (sending) furnishes funds to another business unit
(receiving) with the expectation of receiving some service in return. The
business unit providing the service is not in the business of providing this
service for sale to other state departments.

The department providing the funds includes the reimbursement as an
expenditure on their budget. The business unit providing the service
budgets the reimbursement as a funding source under fund 21500. The
transfer is processed with a journal source code of TSF. The sending
business unit debits the proper expenditure account, fund and deptid for
the service provided and credits cash account 100105. The receiving
business unit debits cash account 100105 under fund 21500, and the
proper deptid and credits revenue account 490000 under fund 21500 and
the proper deptid.

Important Note: If you did not receive spending authority in Fund 21500 in
your budgeting process, you will need to process an excess receipt request
through your Budget Analyst to obtain authority to spend the funds received by
the transfer.

Note: If the Inter-Unit Grant transfer has not been budgeted, the receiving
department must still receive the transfer into fund 21500 and then process an
excess receipt request to receive spending authority in this fund.

Note: The VT Housing and Conservation Board; business unit 09150, is a
component unit and is not considered a state department. Transfers received
from this business unit should reflect the appropriate fund and revenue account
and not fund 21500 and account 490000.
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Inter-Unit Transfer of Receipts

One business unit receives and posts receipts in VISION that belong to
another business unit. The business unit (sending) transfers the receipts
to the business unit (receiving) that they belong to.

This transfer is processed with a journal source code of TSF. The sending
business unit debits the revenue code, fund, deptid, and other chartfields
used on the original transaction to post the receipt, and credits cash
account 100105. The receiving business unit must debit cash account
100105 and credit the appropriate revenue account.

Note: In the description of the journal, the sending department must identify
the A/R business unit and Deposit ID or Journal ID in which the original receipt
was posted.

Intra-Unit Transfers

Expenditure and revenue transfers and corrections between chartfields
within the same general ledger business unit are processed as intra-unit
transfers.

These transfers are processed with a journal source code of ONL. If the
transfer or correction is between a fund, deptid or any other chartfield
other than account, offsetting debit and credits to cash account 100106
must be used. If the transfer or correction is between accounts only, then
offsetting debits and credits to cash account 100106 are not needed.

Note: Corrections to chartfield information on transactions originating from an
AP Voucher must be corrected using a Journal Voucher in AP and not with an
Intra-Unit Transfer.

Inter-unit Transfer for Payment of Goods or Services

One business unit (sending) reimburses another business unit (receiving)
for goods and services purchased. The business unit providing the goods
or services is in the business of offering the goods or services for sale to
other business units.

This transfer is processed with a journal source code of TSF. The sending
business unit debits an appropriate expense account and credits cash
account 100105. The receiving business unit debits cash account 100105
and credits the appropriate revenue account.
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Note: If the receiving business unit is set up as a vendor in the accounts
payable module, the sending business unit must process an AP voucher to pay
for the goods and services and not an Inter-unit transfer.

Requirements Regarding Processing Journal Entries

Departments must follow certain guidelines when entering interunit and intraunit
transfer journals in the General Ledger Module to ensure that the transactions
can be reported correctly and researched easily. The following describes
requirements for the two types of transfers.

Interunit Transfer Journal Entries (TSF)

VT_BU_TRANSFER Query — Departments are responsible for running
this query on a regular basis throughout the month to see if they have
outstanding transfers to process. The query must also be run by each
department on the 26" of each month to see what journals need to be
responded to before the last day of the month.

Timing of interunit transfer journal entries (TSF) - All TSF journals
MUST be initiated by the 25™ of the month. Any TSF journals that are
initiated after the 25™ of the month will be deleted. All responding TSF
journals MUST be entered by the last day of the month. These time
requirements will allow all revenues to be processed by the end of the
month so that Financial Operations can produce the Comparative
Statement of Revenues Report on the first day of the new month.

Debit/Credit Memo deadlines (TSF) — All Debit/Credit memo
adjustments must be processed within 5 business days of receipt from the
Treasurer’s Office. See the Debit/Credit Memo job aid at
http://finance.vermont.gov/training-and-support/vision-job-aids-and-
operational-guidance

Note: This is an initiating TSF journal entry so they must be entered by
the 25" of the month or wait until the 15t day of the following month.

Journal Descriptions - A detailed description of the transfer must be
entered on the header page of the journal. Included in this description
must be what the transfer is, the time period that the transfer pertains to,
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indication as to whether the business unit is sending or receiving the
transfer, and the original VISION transaction id if applicable. (HR Journal
ID, Deposit ID and AR Business Unit, Voucher ID and AP Business Unit, or
TSF Journal ID).

Balanced Journal Entries — All journals must be balanced by fund,
deptid, class, program, and project/grant. Cash Account 100105 must
be used in both sides of the TSF journal and must net to zero between
both journals (debit on receiving side; credit on paying side).

Importance of Proper Chartfield Use — It is important to realize that
the guidelines and requirements for TSF’s as outlined in VISION Procedure
#7, found on the Finance and Management website at
http://finance.vermont.gov/policies-and-procedures/vision-procedures,

are a result of Statewide Reporting Requirements. It is critical that
TSF's are processed correctly in order for statewide budget and GAAP
reporting, including preparation of the CAFR, to be completed timely and
accurately.

Proper use of revenue accounts 490000 and 495000 and fund
21500 allows the Reporting section to identify interdepartmental
fund transfer transactions and eliminate them from their
reporting data. Use 495000 to receive funds for Reimbursement
(Grant) Transfers, and use 490000 to receive funds for
Reimbursement Transfers for Services.

Editing and budget checking interunit transfer journals - Edit but
do not budget check TSF journals. Financial Operations will manually
match and review your journal and the other department’s journal. They
will then budget check and post both TSF journals. Note: If the journal is
budget checked by mistake, contact the affiliate(department) as well as
Financial Operations.

The following must match on both sides of the journals before
they can be posted:

Journal ID

Journal Date

Reference

PY journal class if prior year

Affiliate (Business Unit of other Department) must be on all lines
of the journal.
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Intraunit Transfer Journal Entries (ONL)

Correcting transactions originating in accounts payable —
Transactions originating in the Accounts Payable Module must be
corrected by doing a journal voucher in Accounts Payable and not an ONL
journal in the General Ledger.

Timing of intraunit transfer journal entries (ONL) — Departments
may enter intraunit transfer journal entries at anytime during the month.
Departments also have the first 5 business days of each month to enter
intraunit transfer journal entries for the previous month.

Journal Descriptions - A detailed description of the transfer must be
entered on the header page of the journal. Included in this description
must be what the transfer is, the time period that the transfer pertains to,
and the original VISION transaction id. (HR Journal 1D, Deposit ID and AR
Business Unit, or TSF Journal ID).

Balanced Journal Entries — All journals must be balanced by fund,
deptid, class, program, and project/grant. This means that the debits for
each fund, deptid, etc must equal the credits for each fund, deptid, etc.
When transferring amounts from one fund to another, one deptid to
another, etc., departments must use cash account 100106 to balance
intraunit transfer journal entries (ONL).

Editing and budget checking intraunit transfer journals (ONL) —
Departments must edit and budget check all ONL journal entries in order
for the journals to post. All ONL journal entries for the previous month
must be edited and budget checked by the 5t working day of the current
month or they may be deleted by Financial Operations.
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Note:

State of Vermont Required Fields

Departments may define additional required fields as needed for their

own business process.

Header Page

Lines

Long Description

Ledger Group (defaults as Actuals)

Source (defaults as ONL)

Reference Number (for TSF journal entries)

Journal Class (If journal entry is for a prior fiscal year)
Transaction Code (defaults as General — accept default)

Adjusting Entry (Defaults as Non-Adjusting. Should only be changed if
entering journals to period 998 at fiscal year end.)

Period (Defaults based on journal date. Should only be changed if
selecting period 998 to record correcting journals at fiscal year end.)

Page

Unit (defaults in from Header page)
Account

Fund

Dept

Affiliate (If a TSF journal)

Amount

Journal Line Description (defaults based on account code chosen)
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General Ledger Process Flow Chart
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ACTUALS Ledger vs the ACCRL/ADJ Ledger

VISION includes multiple ledgers that are merged together to produce full
accrual basis Financial Statements that are in accordance with generally accepted
accounting principles as prescribed by the Government Accounting Standards
Board. The two ledgers that departments have day-to-day exposure to are the
ACTUALS Ledger and the ACCRL/ADJ Ledger.

ACTUALS Ledger

The ACTUALS Ledger is where transactions from sub modules such as,
Accounts Payable, Accounts Receivable and Billing, Journal Generate and post
to. The Journal Generate process takes the accounting entries from the
posted transaction in the sub module and creates a journal entry on the
ACTUALS ledger in the General Ledger Module. The journal transaction is
recorded in the ACTUALS ledger and the revenue or expenditure commitment
control ledger is updated.

ACCRL/ADJ Ledger

The ACCRL/ADJ Ledger is the ledger where capital assets are recorded
and depreciated. The Journal Generate process takes the accounting
entries from the posted Asset Management module transactions and
creates a journal entry on the ACCRL/ADJ ledger in the General Ledger
Module. Internal service, enterprise and fiduciary funds also use the
ACCRL/ADJ Ledger to record full accrual adjustment entries such as
accounts payable, payroll, and compensated absences liabilities, as well as
additional receivables at fiscal year end.

Journal entries are entered and processed the same way in each ledger. When
adding a journal, departments choose the appropriate ledger on the header page
of the journal.
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Enter a Journal (ONL) to Correct an Account

Possible situations when this function is used: To correct an account used
on a deposit. To correct an account used on a TSF or an ONL journal entry.

Navigation: General Ledger > Journals > Journal Entry > Create Journal
Entries > Add a new Value

Favl:J_['rtES Mainlﬂenu > General Ledger > Journals : Journal Entry : Create Journal Entries

Create Journal Entry

| [ vow vae |

Business Unit:| 01110 &,
Journal 1D: MEXT
Journal Date: [11/17/2011 Eﬂ

Add

Your default BU will appear in the Business Unit field. The Journal ID will default
as NEXT. The Journal Date will default as the current date.

Enter Business Unit

e |eave as default P;or
e enter the appropriate business unit

Enter Journal ID

e leave as NEXT or

e if you are correcting a previously entered Journal ID, you may change
the Journal ID to be the same as the one you are fixing (Note:
journal date must be different than the original journal)

Enter Journal Date

e leave as current date or
e enter the appropriate journal date (Note: The journal can be
backdated to the previous month as long as it is within the first 5
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business days of the next month. The exception to this is the end of
the fiscal year. Period 998 must be used to make adjusting entries at
the end of the fiscal year.)

Click the ADD button
The Header Page loads.

Favorites | Main Menu > General Ledger > Journals > Journal Emtry > Create Journal Entries

[ eader [\iines | olals | Ears | |

unit.: 01110 Journal ID: NEXT Date: 11720

Long Description: |

*Ledger Group: ACTUALS Q Auto Generate Lines

Ledger: Q, Adjusting Entry: Mon-Adjusting Entry =
*Source: OML G Fiscal Year: 2012

Reference Number: Period: 5C

SJE Type: - ADB Date:

Journal Class: Q Save Journal Incomplete Status
Transaction Code: GENERAL O

Currency Defaults: USD / CRRMT /1
Reversal: Do Mot Generate Reversal Commitment Control

[El save | [=] Netify | 4 Refresh | s Add | F#Update/Display

The ledger Group will default as ACTUALS. The Source defaults as ONL.
Adjusting Entry defaults to Non-Adjusting Entry. The Transaction Code defaults
to GENERAL. The fiscal year and period default based on the Date. Save
Journal Incomplete Status defaults as unchecked.

Enter a Long Description

e A detailed description of the transfer must be entered on the header page
of the journal. Included in this description must be what the transfer is,
the time period that the transfer pertains to, and what the original
transaction including A/R business unit and document id if applicable.

Enter Journal Class (Required if it relates to a Prior Fiscal Year)
o PY
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Click on the LINES Tab

Favorites - Main Menu > GenemI'Ledger > ]nuLnaLs > Jnumxv\Entry » Create Journal Entries

Mew Window | Help | Customize Page | 1

Header Lines Totals Errors Approval

Unit: 01110 Journal ID:  NEXT Date: 11/17/2011 *Process: EditJournal ~  Process

Template List Change Values Inter/intraUnit
¥ Lines

B 1 1110 |Q acTuaLs L Jlal &l &l & &l &l &l &l I I

Lines to add: 1 = m

customize | Find | View Al B0 B First K 4 or s Bl Lost

Unit Total Lines Total Debits Total Credits| | Status Budget Status
N

01110 1 0.00 0.00

= save Notify | s Refresh

In the Lines box, business unit and ledger defaults from the header page.

Under Lines; Line 1

e Enter account - enter account from original transaction that is being
corrected

e Enter Fund — enter fund from original transaction that is being
corrected

e Enter Deptid — enter deptid from original transaction that is being
corrected

e Enter Class — enter class from original transaction that is being
corrected

e Enter Program — enter program from original transaction that is
being corrected

e Enter Project/Grant — enter project/grant from original transaction
that is being corrected

e Enter Debit Amount — enter amount of correction here if amount on
original transaction is a credit

e Enter Credit Amount — enter amount of correction here if amount on
original transaction is a debit

Click the + sign next to lines to add box
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Fa\ro'r'rtes MainvMenu b GenemIvLedger b JouLnals b JournavIEntr\‘r » Create Journal Entries

Header Lines Totals Errors Approval

Unit: 01110 Journal ID:  NEXT Date: 111712011 *Process: EditJoumal  ~  Process |
Template List Change Values Inter/intraunit |
* Lines
Select |Line *Unit *Ledger SpeedType | |Account |Fund Dept Program
o 1 01110 C ACTUALS | Q@ [520000 @ [10000 Q [1110003000 | Q| Q
O 2 1110 |G AcTuALS | Q| Q, [10000 @ [1110003000 Q| Q| (]

Lines to add: 1 =l

~ Totals Customize | Find | View All | IEIl i First B 4 of 1 I

Total Lines Total Debits Total Credits

=] Savel [=] Motify | i Refresh |

Unmdarl |l iman | Tatsle | Crenrs | Aemress]

Faw_rites;Ma\n'MEﬂu > Geﬂera\vLEdger > Juu&nals > Juumav\Entry » Create Journal Entries
New Window | Help | Customize Page |

HH7/2011 *Process: EditJournal - Process

Customize | Find | B0
lount F nd Program Class Project Affiliate Debit Amount Credit Amount Base Currency Budget Date Reference urnal ripti
000 Q 10000 Q 1110003000 O (Y Q Q Q usD 111712011 [ Ofﬁcesupphes
| @ [10000 @ [1110003000 Q Q| Q Q| | usD (111712011 B |

wont |0 88 First B 4 or o DN Last

journal Status Budget Status

E Add Update/Display

Line 2 is added. All chartfields, except account, from line 1 are defaulted in line
2. The amount in line 2 defaults to balance the journal.

Under Lines; Line 2
e Enter account - enter the new account that you are moving the
original transaction to
Enter Fund — leave as default from line 1
Enter Deptid — leave as default from line 1
Enter Class — leave as default from line 1
Enter Program — leave as default from line 1
Enter Project/Grant — leave as default from line 1
Enter Debit Amount — leave as default, which balances the journal
Enter Credit Amount — leave as default, which balances the journal

General Ledger

October 2016
22 of 180



Click the Save button
Journal entry has been saved.

Journal 000146967 3 is saved. (5210,6)

A Journal ID has been assigned if the journal ID was NEXT when added.

Click OK

Follow specific controls in place in your department to edit, budget check and
post this journal.

Note: Once you budget check the journal it will show on the Commitment
Control Reports and Queries. The journal must be posted to impact the General
Ledger Reports and Queries.

Enter a Journal (ONL) to Correct an Account is Completed.
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Enter a Journal (ONL) to Correct a Chartfield other
than Account

Possible situations when this function is used: To correct a fund, deptid,
class, program or project/grant or any combination of these chartfields and an
account that are used on any transaction with the exception of transactions
originating in the Accounts Payable module. Transactions that originate in
the Accounts Payable module must be corrected with a journal voucher
in the Accounts Payable module.

Navigation: General Ledger > Journals > Journal Entry > Create Journal
Entries > Add a new Value

Favorites . Main Menu > General Ledger > Journals : Journal Entry > Create Journal Entries

Create Journal Entry

| [ i vao |

Business Unit: 01110
Journal ID: MEXT
Journal Date: |11M7/2011 Eﬂ

Add

Your default BU will appear in the Business Unit field. The Journal ID will default
as NEXT. The Journal Date will default as the current date.

Enter Business Unit

e |eave as default or
e enter the appropriate business unit

Enter Journal ID

e leave as NEXT or
e if you are correcting a previously entered Journal ID, it is
recommended that you change the Journal ID to be the same as the
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one you are fixing (Note: journal date must be different than the
original journal)

Enter Journal Date

e |eave as current date or
e enter the appropriate journal date

Enter Journal Class (Required if it relates to a Prior Fiscal Year)
o PY

Click the ADD button

The Header Page loads.

Favorites © Main Menu » General Ledger > Journals > Journal Entry : Create Journal Entries

[ eaer [(ines | otels | Eros | |

Unit: 01110 Journal ID:  NEXT Date: 111712011

Long Description: |

*Ledger Group: ACTUALS Q Auto Generate Lines

Ledger: (&'} Adjusting Entry: Mon-Adjusting Entry -
*SoUrce: OML Fiscal Year: 2092

Reference Humber: Period: 5Q,

SJE Type: - ADB Date:

Journal Class: QA Save Journal Incomplete Status
Transaction Code: GEMERAL O

Currency Defaults: USD / CRRMNT /1
Reversal: Do Mot Generate Reversal Commitment Control

B save | [=] Motify | %, Refresh | Er Add | F Update/Display

Header | Lines | Totals | Errors | Approval

The ledger Group will default as ACTUALS. The Source defaults as ONL.
Adjusting Entry defaults to Non-Adjusting Entry. The Transaction Code defaults
to GENERAL. The fiscal year and period default based on the Date. Save
Journal Incomplete Status defaults as unchecked.

Enter a Long Description

e A detailed description of the transfer must be entered on the header page
of the journal. Included in this description must be what the transfer is,
the time period that the transfer pertains to, and what the original
transaction including A/R business unit and document id if applicable.
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Click on the LINES Tab

Fa\.ruvrite; MainvMenu 3 General Ledger > Journals > Journal Entry > Create Journal Entries

Header Lines Totals Errors Approval

Unit: 01110 Journal ID:  NEXT Date:  11/17/2011 *Process: EditJournal = PmceSSl
Template List Change Values Inter/Intralinit |

¥ Lines

Select Line *Unit *Ledger SpeedType FAccoum Fund Dept Program Class Project
S p1110 @ ACTUALS | QA Q| Q| Q| Q| Q| al

Lines to add: 1 =

- Totals Customize | Find | View All| IEl B First [ 1 of1 n Last

Unit Total Lines Total Debits Total Credits N nal Status Budget Status

01110 1 0.00 0.00 N N

B save | (= notity | 2 Refresn |

Header | Lines | Totals | Errors | Approval

The Lines page loads. In the Lines box, business unit and ledger defaults from
the header page.

Under Lines; Line 1

e Enter account - enter account from original transaction that is being
corrected

e Enter Fund — enter fund from original transaction that is being
corrected

e Enter Deptid — enter deptid from original transaction that is being
corrected

e Enter Class — enter class from original transaction that is being
corrected

e Enter Program — enter program from original transaction that is
being corrected

e Enter Project/Grant — enter project/grant from original transaction
that is being corrected

e Enter Debit Amount — enter amount of correction here if amount on
original transaction is a credit

e Enter Credit Amount — enter amount of correction here if amount on
original transaction is a debit

Click the + sign next to the lines to add box
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Favorites Main Menu > General Ledger > Journals » Joumnal Entry » Create Journal Entries

Header Approval
Unit: 01110 Journal ID:  NEXT Date:  1117/2011 *Process: Editlournal v Process |
Template List Change Values Inter/intralnit |
~ Lines
Select Line *Unit *Ledger SpeedType Account Fund Dept Program |Class Project
B 1 01110 ) ACTUALS [ Q. [s00000 @ [10000 G [1110003000 QL Q| Q | Q.
/(2 01110 ) ACTUALS [ Q| Q, [10000 & [1110003000 O Q| Q| Q

~ Totals Customize | Find | View All| | i First B 4 of 1 I Last

Unit Total Lines Total Debits Total Credits Journal Status Budget Status
01110 2 100.00 100.00 N N

& Save | [=] Motify | 4 Refresh |

Fa\rovr'rtes MainvMenu i GeneraIvLedger b2 Jouwals i JoumalEntry » Create Journal Entries

New Window | Help | Customize Page | B

111712011 *Process: EditJoumnal ~  Process

ount Fund Dept Program |Class Project Affiliate Debit Amount Credit Amount Base Currency Budget Date
000 Q10000 G 1110003000 Q| Q| Q| Q| Q| [ 100.00' USD 11172011 [ |
Q) [1ooo0 @ 1110003000 Q| Q| Q| a | a | 100.00 | usD 11172011 [ |

o
customize | Find | view Al ] B First B 4 gpq B Last

Total Credits Journal Status Budget Siatus

0.00 N N

Line 2 is added. All chartfields from line 1, except account, are defaulted in line
2.

Under Lines; Line 2

Enter account - 100106

Enter Fund — leave as default from line 1

Enter Deptid — leave as default from line 1

Enter Class — leave as default from line 1

Enter Program — leave as default from line 1

Enter Project/Grant — leave as default from line 1

Enter Debit Amount — leave as default, which balances the journal
Enter Credit Amount — leave as default, which balances the journal

Click the + sign next to the lines to add box
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-

=
[ Header ¥ Lines Y Tolls Y Emors Y Approval | ~

Unit: 01110 Journal ID:  NEXT Date: 09/14/2007 ‘Process: | EditJoumal ¥ | FProcess
Ternplate List Change Yalues Interfintralnit |
Select Line ‘Unit ‘Ledger SpeedType Account  Fund Dept Program Class
il 1 01110 |G ACTUALS 500000 Q. [1o000 | (1110003000 |G Q,
O 2 01110 | S ACTUALS Q [1o0106 |Q, [10000 | [1110003000 |C Q,
o 3 1110 |Q, ACTUALS Q, @, [1o000 @, [1110003000 | a
Lines to adid: 1 =

Customize | Find | Wiew All | i First [« 1
Unit Total Lines Total Debits Total Credits Journal Status Budaq
01110 3 0.o0 0.oo 2]
B save | = Naotify | s Refresh |
i
4 >

Line 3 is added. All chartfields from line 2 are defaulted in line 3 except account.

Under Lines; Line 3

e Enter account - If correcting the account, enter the new account
you are changing the original transaction to, otherwise enter account
from original transaction

e Enter Fund — If correcting fund, enter the new fund you are changing
the original transaction to, otherwise leave as default from line 2

e Enter Deptid — If correcting deptid, enter the new deptid you are
changing the original transaction to, otherwise leave as default from
line 2

e Enter Class — If correcting class, enter the new class you are
changing the original transaction to, otherwise leave as default from
line 2

e Enter Program — If correcting program, enter the new program you
are changing the original transaction to, otherwise leave as default
from line 2

e Enter Project/Grant — If correcting project/grant, enter the new
project/grant you are changing the original transaction to, otherwise
leave as default from line 2

e Enter Debit Amount — enter amount of correction here if amount on
original transaction is a debit

e Enter Credit Amount — enter amount of correction here if amount on
original transaction is a credit
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Click the + sign next to the lines to add box

e | e B N

Favorites Main Menu > General Ledger > Journzls : Journal Entry > Create Journal Entries

Header Lines Totals Ermrors Approval

Favorites - Main Menu > GenemLLedger > Jouwals » JournalEntry » Create Journal Entries

New Window | Help | Customize Page | /B

11712011 *Process: Edit Journal - Process

Program |Class Project Affiliate Debit Amount Credit Amount Base Currency
000 G [10000 C (1110003000 (Y | Q| Q| Q| Q| [ 100.00 USD
1106 @ [10000 | [1110002000 | | Q| Q| Q| Q| 100.00 | usD
1000 <, [10000 @ [1110002000 O | Q| Q| a | Q| 100.00 | usD
@ [10000 4 [1110002000 2 | Q| Q| Q| Q| [ 100.00 USD

Unit: 01110 Journal ID:  NEXT Date:  11/17/2011 *Process: EditJounal  ~ Process |
Template List Change Values Inter/IniraUnit
~ Lines
Select Line Account Fund Program  (Class
1 01110 Q ACTUALS | Q [s00000 L [10000 C |1110003000 o] Q[ Q| Q
| 2 01110 ACTUALS [ Q [100106 @ [10000 < [1110003000 2 | Q| Q| Q
o 3 01110 ACTUALS [ Q [s00000 < [10000 C [1110002000 2 | Q| Q| Q
O 4 01110 2 ACTUALS [ Q| < 10000 @ [1110002000 2 | Q| Q| Q
~ Totals customize | Find | View Al B0 | B First B 4 or 4 B L5t
Unit Total Lines Total Debits Total Credits Journal Status Budget Status
01110 4 200.00 200.00 N N
L= . I Lo Y - I . PR, I
-

dget Date

[11M7r2011 [H]
(1011
11712011 [5]

1172011 [=)

customize | Find | View Al 0| 8l First Kl 4 or 1 B Last

Total Credits Journal Status Budget Status

20000 M N

Line 4 is added. All chartfields from line 3 are defaulted in line 4 except account.

The amount in line 4 defaults to balance the journal.

Under Lines; Line 4

Enter account - 100106

Enter Fund — leave as default from line 3

Enter Deptid — leave as default from line 3

Enter Class — leave as default from line 3

Enter Program — leave as default from line 3
Enter Project/Grant — leave as default from line 3
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Click the Save button

Journal 0001469674 is saved. (5210,6)

Journal entry has been saved. A Journal ID has been assigned if the journal ID
was NEXT when added.

Click OK

Follow specific controls in your department for editing, budget checking and
posting the journal.

Enter a Journal (ONL) to Correct a Chartfield other than Account is
Complete.
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Enter an Initiating Grant Transfer Journal Entry (TSF)

Situation when this function is used: One business unit (sending) furnishes
funds to another business unit (receiving) with no expectation of reimbursement
or services provided, except as required by the terms of a grant agreement if
applicable. Your department is initiating the transfer.

Navigation: General Ledger > Journals > Journal Entry > Create Journal
Entries > Add a new Value

FE‘.'Elvr'rtE'.'S MainvMenu » General Ledger > Journals : Journal Entry > Create Journal Entries

Create Journal Entry

| [ a3 owvaus

Business Unit: p1110 O
Journal ID: MEXT
Journal Date: 11172011 Eﬂ

Add

Your default BU will appear in the Business Unit field. The Journal ID will default
as NEXT. The Journal Date will default as the current date.

Enter Business Unit

e leave as default or
e enter the appropriate business unit

Enter Journal ID
e |eave as NEXT

Enter Journal Date

e |eave as current date or
e enter the appropriate journal date

Click the ADD button
General Ledger

October 2016
31 of 180



The Header Page loads.

Favorites - Main Menu > General Ledger > Journals : Journal Entry : Create Journal Entries

[ Header [\fines [ Fotals [ Erors | |

Unit: 01110 Journal ID:  MEXT Date: 111712011

Long Description: |

*Ledger Group: ACTUALS Q Auto Generate Lines

Ledger: Q Adjusting Entry: Non-Adjusting Entry =
*Source: ONL 3 Fiscal Year: 2012

Reference Number: Period: 53,

SJE Type: - ADB Date:

Journal Class: Q Save Journal Incomplete Status
Transaction Code: GENERAL @

Currency Defaults: USD [ CREMNT (1
Reversal: Do Mot Generate Reversal Commitment Control

B save | [=] Motify | 1 Refresh | [Es Add | JFEUpdate/Display

Header | Lines | Totals | Errors | Approval

The ledger Group will default as ACTUALS. The Source defaults as ONL.
Adjusting Entry defaults to Non-Adjusting Entry. The Transaction Code defaults
to GENERAL. The fiscal year and period default based on the Date. Save
Journal Incomplete Status defaults as unchecked.

Enter a Long Description

e A detailed description of the transfer must be entered on the header page
of the journal. Included in this description must be what the transfer is,
the time period that the transfer pertains to, indication as to whether the
business unit is sending or receiving the transfer, and the original VISION
transaction id if applicable. (HR Journal 1D, Deposit ID and AR Business
Unit, Voucher ID and AP Business Unit, or TSF Journal ID).

Change the Source to TSF

Enter a Reference Number
e TF followed by the date in format MMDDYY

Enter Journal Class (Required if it relates to a Prior Fiscal Year)
o PY
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Favorites Main Menu > General Ledger > Journals » Journal Emtry > Create Journal Entrias

Header | Lines | Totals | Errors Approval

Unit 01110 Journal ID: - NEXT Date: 11712011
Long Description: A detailed description ofthe transfer must be entered on the header page ofthe =+
journal. 57

*Ledger Group: ’m Q [T] Auto Generate Lines

Ledger: ’7(1 Adjusting Entry: Mon-Adjusting Entry =
*Source: m e} Fiscal Year: 2012

Reference Number: ’m Period: |_5 Q

SJE Type: - ADB Date: 111712011

Journal Class: [ & [7] save Journal Incomplete Status

Transaction Code: GEMERAL Q)

Currency Defaults: USD [ CRENT /1
Reversal: Do Mot Generate Reversal Commitment Contral

& Save | [=] Motify | % Refresh Es Add | 5 Update/Display
)

Click on the LINES Tab

Favcgtes MainvMenu » General Ledger » Journals > Journal Entry > Create lournal Entries
: - - -

Header Lines Totals Errors Approval

Unit. 01110 Journal ID:  NEXT Date: 111712011 *Process: EditJoumnal ~  Process
Template List Change Values Inter/Intralinit |

~ Lines

select |Line  |unit “Ledger SpeedType | |Account  |Fund Deot Proaram |Class Proiect
e 1110 Q. ACTUALS | Q| Q| Q| Q| Q| Q| Q|

Lines to add: 1 =

~ Totals Customize | Find | View Al] 20| 88 First Bl 4 o1 Bl Last

Unit Total Lines Total Debits Total Credits Journal Status Budget Status

01110 1 0.00 0.00 N N

=] Savel [=] Motify | s Refresh |

Header | Lines | Totals | Errors | Approval

The Lines page loads. In the Lines box, business unit and ledger defaults from
the header page.

Under Lines; Line 1

e Enter account - If you are the receiver use account 495000, If you
are the sender use the appropriate grant expenditure account

e Enter Fund - If you are the receiver use fund 21500, If you are the
sender use the appropriate fund for payment of the grant

e Enter Deptid — Enter the appropriate deptid
Enter Class — Enter the appropriate class
Enter Program — Enter the appropriate program
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Enter Project/Grant — Enter the appropriate project/grant

e Enter Affiliate — Enter Business Unit of department that you are
receiving from or sending to

e Enter Debit Amount — If you are the receiver leave blank, if you are
the sender enter amount of grant here

e Enter Credit Amount — If you are the receiver enter amount of the
grant here, if you are the sender leave blank

Click the + sign next to the Lines to add box

Worklist Add to Favorites

Favnvrrtas Mavaanu > General Ledger > Journals > Journal Entry > Create Journal Entries

New Window | Help | Customize Page |,

Header Lines Totals Emors Approval

unit 01110 JournalID:  NEXT Date:  1117/2011 “Process: EditJournal - Process

Templats List Changs vaies _Irternuauni |

~ Lines
Select |Line “Unit Ledger Socedlype |  |Account  |Fund [oeot  |Prooram |Class  |Proicct  |Affiliste  |DebitAmouni |Credif Amount |
B 1 01110 O ACTUALS Q |ss0s00 Q10000 @ 1110003000 O a a | Q Q| 10000 |
0 2 01110 O ACTUALS Q[ @l @ [1110003000 [ @ @ Ql af [ 100.00

Customize | Find | View A1 B0 ] B First KB 4 or 4 B st

| Unit Total Lines Total Debits. Total Credits Journal Status Budget Status

01110 2 0.00 000 N

Home | Workist | AddtoFavorites | Signout

Favorites . Main Menu > Genem\vLEdger > Juulnals > JuumavIEntry » Create Journal Entries

New Window | Help | Customize Page | &

117/2011 *Process: EditJoumal -  Process

500 q 10000 Q 1110003000 Q Q Q Q 100.00 usD 114712011 Eil er Grants
© @ 10000 @ [1110003000 Q | Q Q[ [ 100.00 USD (11172011 [ | [

customize | Find | View AL | B8 First B 4 org B Last

TotalCredits| Journal Status Budget Status

0.00 N N

ExAdd | JFUpdate/Display

Line 2 is added. All chartfields from line 1, except account, are defaulted in line
2. The amount in line 2 defaults to balance the journal.

Under Lines; Line 2

Enter account - enter account 100105

Enter Fund — leave as default from line 1

Enter Deptid — leave as default from line 1

Enter Class — leave as default from line 1

Enter Program — leave as default from line 1

Enter Project/Grant — leave as default from line 1

Enter Affiliate — leave as default from line 1

Enter Debit Amount — leave as default, which balances the journal
Enter Credit Amount — leave as default, which balances the journal
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Next to Process choose Edit Journal

Favorites Main Menu > General Ledger > Journals > Journal Entry > Create Journal Entries

Header Lines Totals Errors Approval

Unit 01110 Journal ID:  NEXT Date: 111712011 *Process: EditJournal - Process |
Template List Change Values Interfintralnit |
~ Lines
Select Line *Unit *Ledger SpeedType Account Fund Dept Program Class Project
a1 01110 C ACTUALS [ (550500 ' (10000 L 1110003000 2 | Q| Q| G
B2 01110 Gy ACTUALS [ < 100105 'C [10000 G, 1110003000 2 | S| Q| &

Lines to add: 1 =

~ Totals Customize | Find | View Al | @| i First BN 4 o 1 B Last

Unit Total Lines Total Debits Total Credits urnal Status Budget Status

01110 2 0.00 0.00 N N

& Save | [=] Motify | 43 Refresh |

Click the Process Button

Journal 0001469675 is saved. (5210,6)

Journal entry has been saved and edited. A Journal ID has been assigned and
the Journal Status is V.

Click OK

The journal entry is ready to be picked up by the other department on the
VT_BU_TRANSFER Query. Once the other department has entered the

responding journal entry, Financial Operations will match them and budget check
and post them.

Enter an Initiating Grant Transfer Journal Entry (TSF) is complete
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Enter a Responding Grant Transfer Journal Entry

(TSF)

Situation when this function is used: One business unit (sending) furnishes
funds to another business unit (receiving) with no expectation of reimbursement
or services provided, except as required by the terms of a grant agreement if

applicable. Your business unit has run the VT_BU_TRANSFER Query and notice
that the other business unit has initiated the transfer.

An example of the VT_BU_TRANSFER Query results are shown below. You can
find information on how to run this query in this manual.

A B C
query | 10

D E

F

G H |

J

Unit__|Affiliate [Journal ID [Date

||Source ||Year||Pen'od ||Amour|t ||Ref No

H Class || Long Descr H

01110 06140 0001583839
02140 06140 0001566296
‘02200 06140 0001566204
06100 06140 0001584917
06100 06140 0001587207
06100 06140 0001584918
06130 06140 0001582089
08100 06140 0001587255
08100 06140 0001587255
"08100 06140 0001585402

8/10/2012 TSF
8/20/2012 TSF
8/20/2012 TSF
8/14/2012 TSF
8/22/2012 TSF
8/14/2012 TSF

8/7/2012 TSF
8/22/2012 TSF
8/22/2012 TSF
8/16/2012 TSF

2013
2013
2013
2013
2013
2013
2013
2013
2013
2013

-97.680 TF081012
-22256.920 31229001
90798.400 TF082012
-1291.310 TF081412
287.220
-4789.840 TF081412
-1328.000 TF080712
-1224.000 TF082212
-306.000 TF082212
-80.000 TF081512

NN RN NN RN NN

PY
PY
PY
PY
PY
PY
PY
PY
PY

BOSTOCK, GREG #09018. To refund Dept milez
DPS-EM is reimbursing ANR-DEC for grant#021-
Agriculture receving transfer of EC payment of ¥
To Transfer Grant Revenue to DEC for Tritium R
To transfer Payroll charges for work completed £
To Transfer Grant Revenue to DEC for RERP Ci
FPR is paying DEC Environmental Lab on Inv# A
AOT Program Development paying ANR/DEC La
AOT Program Development paying ANR/DEC La
AOT Proaram Development paving ANR/DEC foi

Navigation: General Ledger > Journals > Journal Entry > Create Journal
Entries > Add a new Value

Create Journal Entry

Business 06140
Unit:

Add

General Ledger
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Journal Date: |08/20/2012 5t

] Add a New Value

Favortes = Main Menu > General Ledger > Journals > Journal Entry » Create Journal Entries
- - - - -
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Your default BU will appear in the Business Unit field. The Journal ID will default
as NEXT. The Journal Date will default as the current date.

Enter Business Unit

e |eave as default or
e enter the appropriate business unit

Enter Journal ID

e Enter the Journal ID from the VT_BU_TRANSFER Query. The journal
ID must be the same as is on the query or the journal will need to be
deleted.

Enter Journal Date
e Enter the Journal Date from the VT_BU_TRANSFER Query

Click the ADD button

The Header Page loads with the journal ID entered. The ledger Group will
default as ACTUALS. The Source defaults as ONL. Adjusting Entry defaults to
Non-Adjusting Entry. The Transaction Code defaults to GENERAL. Save Journal
Incomplete Status defaults as unchecked.

Note:
Favortes  Main Menu > General Ledger > Journals > Journal Entry > Create Journal Entries
- - - - -
[ Hoader [ Lines | Totais ||| Errors [ )
Unit: 06140 Journal ID: 0001586296 Date: 08/20/2012
Long Description: |
“Ledger Group: ACTUALS Q Auto Generate Lines
Ledger: Q Adjusting Entry: MNon-Adjusting Entry  +
“Source: ONL Fiscal Year: 2013
Reference Number: Period: 2Q
SJE Type: A ADB Date:
Journal Class: Q Save Journal Incomplete Status
Transaction Code: GENERAL O
Currency Defaults: USD / CRRNT /1
Reversal: Do Not Generate Reversal Commitment Control
& save | [=] Notify | % Refresh ‘ =4 Add | #Update/Display

Enter a Long Description

e A detailed description of the transfer must be entered on the header page
of the journal. Included in this description must be what the transfer is,
the time period that the transfer pertains to, indication as to whether the

General Ledger
October 2016
37 of 180



business unit is sending or receiving the transfer, and what the original
transaction was including transaction id and A/P or A/R business unit if
applicable.

Change the Source to TSF

Enter a Reference Number
e Enter the Reference Number from the VT_BU_TRANSFER Query

Enter Journal Class (Required if it relates to a Prior Fiscal Year)
o PY

Favortes = Main Menu > General Ledger » Journals > Journal Entry > Create Journal Entries
- - -

[ Header [ ines [ otais | If |

Unit: 06140 Journal ID: 0001586296 Date: 08/20/2012
Long Description: A detailed description of the transfer must be entered on the header page of the o
journal. Included in this description must be what the transfer is, the time period that -

“Ledger Group: ACTUALS Q Auto Generate Lines

Ledger: Q Adjusting Entry: MNon-Adjusting Entry
*Source: TSF O Fiscal Year: 2013

Reference Number: 31229001 Period: 20

SJE Type: - ADB Date:

Journal Class: Q Save Journal Incomplete Status

Transaction Code: GENERAL O

Currency Defaults: USD / CRRNT /1

Reversal: Do Not Generate Reversal Commitment Control

& save

[=] Hotify ‘ s Refresh =4 Add | ZlUpdate/Display

Click on the LINES Tab

The Lines page loads. In the Lines box, business unit and ledger defaults from
the header page.
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Favorites = Main Menu > General Ledger > Journals > Journal Entry > Create Journal Entries
- - - - -

| Header | Lines | Totals | Emors | Approval |

Unit: 06140 Journal ID: 0001586295 Date: 08/20/2012 *Process; EditJournal v _ Proc
Template List Change Values Inter/intralnit
¥ Lines
Select Line *Unit *Ledger SpeedType Account Fund Dept Program
[P 06140 i ACTUALS | Q | Q| Q | Q| Q
Lines to add: 1 [+ [=

o2
~ Totals Customize | Find | View Al | B0 | 2 Fir

Unit Total Lines Total Debits Total Credits Journal Status

06140 1 0.00 0.00 N

B cova | ENarfe | e patrash |

Under Lines; Line 1

e Enter account - If you are the receiver use account 495000, If you
are the sender use the appropriate grant expenditure account

e Enter Fund - If you are the receiver use fund 21500, If you are the

sender use the appropriate fund for payment of the grant

Enter Deptid — Enter the appropriate deptid

Enter Class — Enter the appropriate class

Enter Program — Enter the appropriate program

Enter Project/Grant — Enter the appropriate project/grant

Enter Affiliate — Enter Business Unit of department from the

VT_BU_TRANSFER Query

e Enter Debit Amount — If you are the receiver leave blank, if you are
the sender enter amount of grant here

e Enter Credit Amount — If you are the receiver enter amount of the
grant here, if you are the sender leave blank

Click the + sign next to the lines to add box

Line 2 is added. All chartfields from line 1, except account, are defaulted in line
2. The amount in line 2 defaults to balance the journal.
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Favorites  Main Menu > General Ledger > Journals > Journal Entry > Create Journal Entries
- - - - -

Header Lines Totals Errors Approval

Unit: 06140 Journal ID: 0001586296 Date:  0g/20/2012 “Process: Edit Journal ~ _ Process |
Template List Change Values InterfintraUnit
¥ Lines
Select Line *Unit “Ledger SpeedType Account Fund Dept Program Class Project
[ 06140 C ACTUALS [ Q. [495000 € [21500 3 6140040306 3 | Q| Q| ¢
3 06140 (i ACTUALS [ Q| C [21500 4 6140040308 3 | Q| Q| ¢

Lines to add: 1 FH =

~ Totals Customize | Fin All'| [El # First B 1 o1 1 B Lot

Unit Total Lines Total Debits i Journal Status Budget Status

06140 2 100.00 100.00 N N

& save | [=] Notify | 4 Refresh |

Under Lines; Line 2

Enter account - enter account 100105

Enter Fund — leave as default from line 1

Enter Deptid — leave as default from line 1

Enter Class — leave as default from line 1

Enter Program — leave as default from line 1

Enter Project/Grant — leave as default from line 1

Enter Affiliate - leave as default from line 1

Enter Debit Amount — leave as default, which balances the journal
Enter Credit Amount — leave as default, which balances the journal

Next to Process: use drop down and choose Edit Journal

Favorites i Main Menu > General Ledger » Journals > Journal Entry » Create Journal Entries
- - -

Header Lines Totals Errors Approval

Unit: 06140 Journal ID: 0001586296 Date: 0202012 “Process: Edidoumal v Process |
Template List Change Values e Harelidd
¥ Lines
0 06140 () ACTUALS \ Q |495000 ) 21500 QL |6140040308 O | Q| Q
o 3 06140 (i ACTUALS \ Q100105 Q21500 Q) |6140040308 | Q| Q

Lines to add: 1 #H [E

&
Customize | Find | \ . IleIl it First B 1 or1 Bl Last

Unit Total Lines Total Debits Total Credits ournal Status

06140 2 100.00 100.00 N N

E Save | @ Notify | ":.p Refresh |
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Click the Process Button

Journal 0001586256 is saved. (3210,8)

QK |

Journal entry has been saved and edited.

The Journal Status is V.

Click OK

The journal entry is ready to be picked up by Financial Operations and matched

to the other department’s journal. Both will be budget checked and posted by
Financial Operations.

Enter a Responding Grant Transfer Journal Entry (TSF) is complete
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Enter an Initiating Non-Budgeted Reimbursement
Transfer Journal Entry (TSF)

Situation when this function is used: One business unit (sending)
reimburses another business unit (receiving) for costs incurred by paying a bill
on their behalf. (Also known as a refund of expenditure.) If one business
unit is reimbursing another business unit for an employee’s salary expenses, then
both the sending and receiving business units must use the same salary expense
accounts.

Navigation: General Ledger > Journals > Journal Entry > Create Journal
Entries > Add a new Value

Favorites = Main Menu > General Ledger > Journals » Journal Entry > Create Journal Entries
v v - b b

Create Journal Entry

| [ 3 New vatus

Business Unit:(01110 ©
Journal ID: MEXT
Journal Date: (09/14/2012 |5

Add

Your default BU will appear in the Business Unit field. The Journal 1D will default
as NEXT. The Journal Date will default as the current date.

Enter Business Unit

e leave as default or
e enter the appropriate business unit

Enter Journal ID
e |eave as NEXT

Enter Journal Date

e |eave as current date or
e enter the appropriate journal date
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Click the ADD button

The Header Page loads. The ledger Group will default as ACTUALS. The Source
defaults as ONL. Adjusting Entry defaults to Non-Adjusting Entry. The
Transaction Code defaults to GENERAL. The fiscal year and period default based
on the Date. Save Journal Incomplete Status defaults as unchecked.

Favorites = Main Menu > General Ledger > Journals > Journal Entry > Create Journal Entries
- - - - -

[ Header | Il Il Il |

Unit: 01110 Journal ID: NEXT Date: 09/14/2012

Long Description: |

*Ledger Group: ACTUALS Q Auto Generate Lines

Ledger: Q Adjusting Entry: MNon-Adjusting Entry =
*Source: ONL Fiscal Year: 2013

Reference Number: Period: 3IQ

SJE Type: hd ADB Date:

Journal Class: Q Save Journal Incomplete Status
Transaction Code: GENERAL Q

Currency Defaults: USD / CRRENT /1

Reversal: Do Mot Generate Reversal Commitment Contral

Enter a Long Description

e A detailed description of the transfer must be entered on the header page
of the journal. Included in this description must be what the transfer is,
the time period that the transfer pertains to, indication as to whether the
business unit is sending or receiving the transfer, and the original VISION
transaction id if applicable. (HR Journal 1D, Deposit ID and AR Business
Unit, Voucher ID and AP Business Unit, or TSF Journal ID).

Change the Source to TSF

Enter a Reference Number
e TF followed by the date in format MMDDYY

Enter Journal Class (Required if it relates to a Prior Fiscal Year)
o PY
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Favorites = Main Menu > General Ledger > Journals > Journal Entry » Create Journal Entries
- - A - -

Header Lines Totals Errors Approval
Unit: 01110 Journal ID: NEXT Date: 09/14f2012
Leng Description: A detailed description of the transfer must be entered on the header page of the -
journal. Included in this description must be what the transfer is, the time period that -

“Ledger Group: ACTUALS Q@ [] Auto Generate Lines

Ledger: liQ Adjusting Entry: Non-Adjusting Entry
*Source: TSF Q Fiscal Year: 2013

Reference Number: ’m Period: ’_3 Q

SJE Type: hd ADB Date: 09/14/2012

Journal Class: liQ '] save Journal Incomplete Status

Transaction Code: GENERAL O

Currency Defaults: USD / CRRNT / 1
Reversal: Do Not Generate Reversal Commitment Control

aSave E]Noti ) Refresh E+;
fy | @

Click on the LINES Tab

The Lines page loads. In the Lines box, business unit and ledger defaults from
the header page.

Favorites i Main Menu > General Ledger > Journals » Journal Entry > Create Journal Entries
. o o

Header Lines Totals Errors Approval

Unit: 01110 Journal ID:  NEXT Date: 09/14/2012 *Process: Edit-Journal h ml

Chanae Values Inter/IntralUnit |

Template List
¥ Lines

0 1 p1110 Q ACTUALS | Q | Q| Q| Q| Q|

Lines to add: 1 E|

¥ Totals

Unit Total Lines Total Debits

1 0.00 0.00 N

& save | [=] Notify | % Refresh |

Under Lines; Line 1

e Enter account - If you are the receiver use the account that was used on
the original payment of the bill. If itis a prior year refund of expenditure
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(PY), see VISION Procedure #7 located on the Finance and Management
website at http://finance.vermont.gov/policies-and-procedures/vision-
procedures, for information on what account to use. If you are the sender
use the appropriate expenditure account.

e Enter Fund - If you are the receiver use the fund that was used on
the original payment of the bill, If you are the sender use the
appropriate fund for the expenditure

e Enter Deptid — If you are the receiver use the deptid that was used
on the original payment of the bill, If you are the sender use the
appropriate deptid for the expenditure

e Enter Class — If you are the receiver use the class that was used on
the original payment of the bill, If you are the sender use the
appropriate class for the expenditure

e Enter Program — If you are the receiver use the program that was
used on the original payment of the bill, If you are the sender use the
appropriate program for the expenditure

e Enter Project/Grant — If you are the receiver use the project/grant
that was used on the original payment of the bill, If you are the sender
use the appropriate project/grant for the expenditure

e Enter Affiliate — Enter Business Unit of department that you are
receiving from or sending to

e Enter Debit Amount — If you are the receiver leave blank, if you are
the sender enter amount of reimbursement here

e Enter Credit Amount — If you are the receiver enter amount of the
reimbursement here, if you are the sender leave blank

Click the + sign next to lines to add box

Line 2 is added. All chartfields from line 1, except account, are defaulted in line
2. The amount in line 2 defaults to balance the journal.

Favclr'rtes Main'Menu > General Ledger > Journals > Journal Entry > Create Journal Entries
- - -

Unit: 01110 Journal ID:  NEXT Date: 09142012 “Process: EditJournal - | B
Template List Change Values Inter/Intralnit

0 1 01110 <y ACTUALS [ 518000 <y [10000 <y 1110003000 O | Q| Ql
o 2 01110 CL ACTUALS | Q| <, 10000 3 1110003000 <L | Q| Ql

Lines to add: 1 [+ =1 @

¥ Totals Customize | Find | View All | IEI| i First Kl 1 011 H
\

Unit Total Lines Total Debits Total Credits Journal Status

01110 2 100.00 100.00 N N

&) save ‘ [=] Notify | s Refresh |
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http://finance.vermont.gov/policies-and-procedures/vision-procedures
http://finance.vermont.gov/policies-and-procedures/vision-procedures

» Jomlmvlhbhv » Create Journal Entres

Mew Window | Help | Customize Page | 5

QU Q| Q Q 100.00 usD loonazorz ) | |Other Purchased Services

5% add | #lupdate/Display

Under Lines; Line 2

Enter account - enter account 100105

Enter Fund — leave as default from line 1

Enter Deptid — leave as default from line 1

Enter Class — leave as default from line 1

Enter Program — leave as default from line 1

Enter Project/Grant — leave as default from line 1

Enter Affiliate - leave as default from line 1

Enter Debit Amount — leave as default, which balances the journal
Enter Credit Amount — leave as default, which balances the journal

Favovr'rtes i MainvMenu > General Ledger > Journalks > Journal Entry > Create Journal Entries
- - -

Header Lines Totals Errors Approval

Unit 01110 Journal ID:  NEXT Date: 09/14/2012  *Process: EditJournal M M

Inter/intralinit

Template List Change Values

¥ Lines

r
01110 <L ACTUALS
0 2 01110 ) ACTUALS |

Lines to add: 1 # [E

~ Totals

Unit Total Lines Total Debits

B save | =] Notify | s Refresh |

Next to Process choose Edit Journal

Click the Process Button
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Favortes Main Menu > Generalledger > Journals > Journal Entry > Create Journal Entries
- - - - -

Journal 0001587808 is saved. (5210 B)

QK

Journal entry has been saved and edited. A Journal ID has been assigned and
the Journal status is V.

Click OK

The journal entry is ready to be picked up by the other department on the
VT_BU_TRANSFER Query. Once the other department has entered the
responding journal entry, Financial Operations will match them and budget check
and post them.

Enter an Initiating Non-Budgeted Reimbursement Transfer Journal
Entry (TSF) is Complete

General Ledger
October 2016
47 of 180



Enter a Responding Non-Budgeted Reimbursement
Transfer Journal Entry (TSF)

Situation when this function is used: One business unit (sending)
reimburses another business unit (receiving) for costs incurred by paying a bill
on their behalf. Your department has run the VT_BU_TRANSFER Query and
notice that the other department has initiated the transfer.

Navigation: General Ledger > Journals > Journal Entry > Create Journal
Entries > Add a new Value

Your default BU will appear in the Business Unit field. The Journal 1D will default
as NEXT. The Journal Date will default as the current date.

Favorites = Main Menu > General Ledger > Journals > Journal Entry » Create Journal Entries
- - w - -

Create Journal Entry

| [  ew vaue

Business Unit:|01110 O
Journal ID: MEXT
Journal Date: (09/14/2012 [5

Add ‘

Enter Business Unit

e leave as default or
e enter the appropriate business unit

Enter Journal ID
e Enter the journal ID from the VT_BU_TRANSFER Query

Enter Journal Date
e enter the journal date from the VT_BU_TRANSFER Query
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Click the ADD button

The Header Page loads with the journal ID entered. The ledger Group will
default as ACTUALS. The Source defaults as ONL. Adjusting Entry defaults to
Non-Adjusting Entry. The Transaction Code defaults to GENERAL. The fiscal
year and period default based on the Date. Save Journal Incomplete Status

defaults as unchecked.

Favortes
-

[ Header [l iines Il

I

Main Menu > General Ledger > Journals > Journal Entry > Create Journal Entries
- hd -

Journal Class:
Transaction Code:

Currency Defaults: USD / CRRNT / 1

Reversal: Do Not Generate Reversal

& Save | [=] Motify | 7% Refresh |

GENERAL Q

Enter a Long Description

Unit: 01110 Journal ID:  NEXT Date: 09/14/2012

Long Description: |
“Ledger Group: ACTUALS 2 Auto Generate Lines

Ledger: Q Adjusting Entry: Non-Adjusting Entry
*Source: ONL Fiscal Year: 2013

Reference Number: Period: 31QQ

SJE Type: ADB Date:

Save Journal Incomplete Status

Commitment Control

=% Add | #lUpdate/Display

e A detailed description of the transfer must be entered on the header page
of the journal. Included in this description must be what the transfer is,
the time period that the transfer pertains to, indication as to whether the
business unit is sending or receiving the transfer, and the original VISION
transaction id if applicable. (HR Journal 1D, Deposit ID and AR Business

Unit, Voucher ID and AP Business Unit, or TSF Journal ID).

Change the Source to TSF

Enter a Reference Number
e Enter the Reference Number from the VT_BU_TRANSFER Query

Enter Journal Class (Required if it relates to a Prior Fiscal Year)

e PY
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Favortes = Main Menu > General Ledger > Journals > Journal Entry > Create Journal Entries
b - - - -

Header Lines Totals Errors Approval

Unit 01110 Journal ID: NEXT Date: 09/14/2012
Long Description: A detailed description of the transfer must be entered on the header page of the
journal. Included in this description must be what the transfer is, the time period that -

*Ledger Group: WQ [/ Auto Generate Lines

Ledger: ’70\ Adjusting Entry: Non-Adjusting Entry ~ +
*Source: [TsF @ Fiscal Year: 2013

Reference Number: m Period: ’73 Q

SJE Type: v ADB Date: 09/14/2012

Journal Class: ’7(1 [C] save Journal Incomplete Status

Transaction Code: GENERAL O

Currency Defaults: USD / CRRNT / 1
Reversal: Do Not Generate Reversal Commitment Control

& save | = Motify | 0 Refresh | 5+ Add | UpdatefDisp\ayl

Click on the LINES Tab
The Lines page loads. In the Lines box, business unit and ledger defaults from
the header page.

Favnvr'rtes i Ma\nvMenu > General Ledger > Journals > Journal Entry > Create Journal Entries
- - -

Header Lines Totals Errors Approval

Unit: 01110 Journal ID:  NEXT Date:  09/14/2012 “Process: EditJournal ~| [Eioces |
Template List Change Values Inter/Intralnit

¥ Lines

Select Line *Unit *Ledger SpeedType ’_Account Fund Dept Program Class Project
o p1110 C ACTUALS | Q| Q| Q| Q| Q| Q|

Lines to add: 1 [=]

o5
¥ Totals Customize | Find | View All | l{aT—‘| BE First Bl 14 or1 B Last

Unit Total Lines Total Debits Total Credits Journal Status Budget Status

01110 1 0.00 0.00 N N

& save | [=] Notify | 7 Refresh |

Under Lines; Line 1
e Enter account - If you are the receiver use the account that was
used on the original payment of the bill, If you are the sender use the
appropriate expenditure account
e Enter Fund - If you are the receiver use the fund that was used on
the original payment of the bill, If you are the sender use the
appropriate fund for the expenditure
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e Enter Deptid — If you are the receiver use the deptid that was used
on the original payment of the bill, If you are the sender use the
appropriate deptid for the expenditure

o Enter Class — If you are the receiver use the class that was used on
the original payment of the bill, If you are the sender use the
appropriate class for the expenditure

e Enter Program — If you are the receiver use the program that was
used on the original payment of the bill, If you are the sender use the
appropriate program for the expenditure

e Enter Project/Grant — If you are the receiver use the project/grant
that was used on the original payment of the bill, If you are the sender
use the appropriate project/grant for the expenditure

e Enter Affiliate — Enter Business Unit of department from the
VT_BU_TRANSFER Query

e Enter Debit Amount — If you are the receiver leave blank, if you are
the sender enter amount of reimbursement here

e Enter Credit Amount — If you are the receiver enter amount of the
reimbursement here, if you are the sender leave blank

Click the + sign next to the lines to add box

Line 2 is added. All chartfields from line 1, except account, are defaulted in line
2. The amount in line 2 defaults to balance the journal.

Favclrrces MainvMenu > General Ledger > Journals > Journal Entry > Create Journal Entries
- - -

Unit: 01110 Journal ID:  NEXT Date:  (9/14/2012 “Process: EditJoumal v _ Process
Template List Change Values Inter/intralnit

I 1 01110 C ACTUALS [ Q519000 < [10000 L [1110003000 O Q | Q |
B 2 01110 € ACTUALS | Q | € 10000 (4 [1110003000 | Q| Q|
Lines to add: 1 & [=

¥ Totals Customize | Find | View All | [EI| # First B 1 o1 1 B Last

Unit Total Lines Total Debits Total Credits Journal Status Budget Status

01110 2 100.00 100.00 N N

5 Save | [=] Notify ‘ % Refresh |
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> Create Journal Entries

New Window | Help | Customize Page | h‘%

Customize | Find | EII i
Project Affiliate Debit Amount Credit Amount Base Currency |Budget Date Reference Journal Line Description
o Q | Q| \ 100.00 USD loor14r2012 1) (Other Purchased Services
_| Q | Q| 10000 | usD [oor1ar2012 ) | \

Under Lines; Line 2

Enter account - enter account 100105

Enter Fund — leave as default from line 1

Enter Deptid — leave as default from line 1

Enter Class — leave as default from line 1

Enter Program — leave as default from line 1

Enter Project/Grant — leave as default from line 1

Enter Affiliate - leave as default from line 1

Enter Debit Amount — leave as default, which balances the journal
Enter Credit Amount — leave as default, which balances the journal

Favovr'n:es i Main_Menu > General Ledger > Journals > Journal Entry > Create Journal Entries
- - -

Header Lines Totals Errors Approval

Unit. 01110 Journal ID:  NEXT Date:  (9/14/2012 *Process: EditJoumal v _ Process
Template List Change Values Inter/intralnit

¥ Lines

[ 01110 (i ACTUALS | Q [s19000 3 [10000 O3 [3fooozoon 4 | Q| Q |
0 2 01110 Cy ACTUALS [ < (100105 L [10000 [1110003000 4 | Q| Q|
Lines to add: 1 #= =

2
~ Totals Customize | Find | View Al | Ell B First Bl 1 or 1 B Last

Unit Total Lines Total Debits Total Credits Journal Status Budget Status

01110 2 100.00 100.00 N N

/

Next to Process choose Edit Journal

Click the Process Button
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Favortes = Main Menu > General Ledger » Journals > Joumal Entry » Create Journal Entries
- - -

Journal 0001587810 is saved. (5210 8)

Journal entry has been saved and edited. Journal Status is V.

Click OK

The journal entry is ready to be picked up by Financial Operations and matched
to the other department’s journal. Both will be budget checked and posted by
Financial Operations.

Enter a Responding Non-Budgeted Reimbursement Transfer Journal
Entry (TSF) is Complete.
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Enter an Initiating Budgeted Reimbursement
Transfer Journal Entry (TSF)

Situation when this function is used: One business unit (sending) furnishes
funds to another business unit (receiving) with the expectation of receiving some
service in return. The business unit providing the service is not in the business
of providing this service for sale to other departments. Your department is
initiating the transfer.

Navigation: General Ledger > Journals > Journal Entry > Create Journal
Entries > Add a new Value

Favortes =~ Main Menu > General Ledger > Journals > Journal Entry > Create Journal Entries
- - - - -

Create Journal Entry

| [ i v vae

Business Unit: p1110 <
Journal ID: MEXT
Journal Date: (09/14/2012 [51

Add ‘

Your default BU will appear in the Business Unit field. The Journal 1D will default
as NEXT. The Journal Date will default as the current date.

Enter Business Unit

e |eave as default or
e enter the appropriate business unit

Enter Journal ID
e |eave as NEXT

Enter Journal Date

e leave as current date or
e enter the appropriate journal date
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Click the ADD button

The Header Page loads. The ledger Group will default as ACTUALS. The Source
defaults as ONL. Adjusting Entry defaults to Non-Adjusting Entry. The
Transaction Code defaults to GENERAL. The fiscal year and period default based
on the Date. Save Journal Incomplete Status defaults as unchecked.

Favg‘_r'rtes Mainlﬂenu > General Ledger » Journals > Journal Entry > Create Journal Entries
o - o

[ Header [{iines | I If |

Unit: 01110 Journal ID: NEXT Date: 09/14/2012

Long Description: |

*Ledger Group: ACTUALS Q Auto Generate Lines

Ledger: Q Adjusting Entry: Non-Adjusting Entry ~ ~
*Source: ONL (G Fiscal Year: 2013

Reference Number: Period: 3Q

SJE Type: hd ADB Date:

Journal Class: Q Save Journal Incomplete Status
Transaction Code: GENERAL O

Currency Defaults: USD / CRRNT / 1
Reversal: Do Not Generate Reversal Commitment Control

& save | [=] Notify | L Refresh | =% Add | #ZlUpdate/Display

Enter a Long Description

e A detailed description of the transfer must be entered on the header page
of the journal. Included in this description must be what the transfer is,
the time period that the transfer pertains to, indication as to whether the
business unit is sending or receiving the transfer, and what the original
transaction was including transaction id and A/P or A/R business unit if
applicable.

Change the Source to TSF

Enter a Reference Number
e TF followed by the date in format MMDDYY

Enter Journal Class (Required if it relates to a Prior Fiscal Year)
o PY

General Ledger
October 2016
55 of 180



Favovr'rtes MainvMenu > General Ledger > Journals > Journal Entry > Create Journal Entries
b - b

Header Lines Totals Errors Approval

Unit: 01110 Journal ID:  NEXT Date: 09/14/2012
Long Description: A detailed description of the transfer must be entered on the header page of the -
journal. Included in this description must be what the transfer is, the time period that — ~

*“Ledger Group: WQ [] Auto Generate Lines

Ledger: [ a Adjusting Entry: Non-Adjusting Entry ~ ~
*Source: TSF QO Fiscal Year: 2013

Reference Number: ’m Period: |_3 Q

SJE Type: A ADB Date: 09/14/2012

Journal Class: ficl [C] save Journal Incomplete Status

Transaction Code: GENERAL O

Currency Defaults: USD / CRRNT / 1
Reversal: Do Mot Generate Reversal Commitment Control

& save | = Notify | L Refresh | [E Add | Update!DispIay

Click on the LINES Tab

The Lines page loads. In the Lines box, business unit and ledger defaults from
the header page.

Fav:irrtes i Mam_Menu > General Ledger > Journals » Journal Entry > Create Journal Entries
- - -

' Header Lines | Totals | Errors | Approval

Unit 01110 Journal ID:  NEXT Date:  (0o/14/2012 “Process: EcitJoumal ~ _ Process |
Template List Change Values Inter/intralnit |

¥ Lines

0 p1110 < ACTUALS | Q| < Q| Q| < Ql

[ Fist B g or B Lot

Under Lines; Line 1

e Enter account - If you are the receiver use account 490000, If you
are the sender use the appropriate expenditure account

e Enter Fund - If you are the receiver use fund 21500, If you are the

sender use the appropriate fund for payment of the expenditure

Enter Deptid — Enter the appropriate deptid

Enter Class — Enter the appropriate class

Enter Program — Enter the appropriate program

Enter Project/Grant — Enter the appropriate project/grant
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e Enter Affiliate — Enter Business Unit of department that you are
receiving from or sending to

e Enter Debit Amount — If you are the receiver leave blank, if you are
the sender enter amount of reimbursement here

e Enter Credit Amount — If you are the receiver enter amount of the
reimbursement here, if you are the sender leave blank

Click the + sign next to the lines to add box

Line 2 is added. All chartfields from line 1, except account, are defaulted in line
2. The amount in line 2 defaults to balance the journal.

Favnvrfces Ma\nvMenu > General Ledger > Journals > Journal Entry > Create Journal Entries
- - -

Header Lines Totals Errors Approval

Unit 01110 Journal ID:  NEXT Date: 09/14/2012 *Process; Edit Journal v ﬂl
Template List Change Values Inter/Intralnit
~ Lines
[ 01110 i ACTUALS [ < 507800 <y [10000 < [1110003000 Oy | Q Q|
F 2 p1110  C ACTUALS [ Q | @, [1o000 @ [1110003000 @ | Q | Q |

Lines to add: 1 #H =

Customize | Find | View All | lE‘| i First K 10f1 o Last

Unit Total Lines Total Debits Total Credits Journal Status Budget Status
N

01110 2 100.00 100.00 N

> Create Journal Entries

New Window I Help | Customize Page | m%

stomize | Find | @] #
ournal Line Description
[ Q Q| 10000 | UsD 09/142012 54 | (Other Contr and 3rd Pty Ser
[ Q | Q| \ 10000 USD 09142012 5] | \

[EvAdd | FlUpdate/Display

Under Lines; Line 2

e Enter account - enter account 100105
e Enter Fund - leave as default from line 1
e Enter Deptid - leave as default from line 1
e Enter Class - leave as default from line 1
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Enter Program — leave as default from line 1

Enter Project/Grant — leave as default from line 1

Enter Affiliate - leave as default from line 1

Enter Debit Amount — leave as default, which balances the journal
Enter Credit Amount — leave as default, which balances the journal

Favorites  Main Menu > General Ledger > Journals > Joumnal Entry > Create Journal Entries
- - -

Header Lines Totals Errors Approval

Unit: 01110 Journal ID:  NEXT Date: 09/14/2012 “Process: Edit Journal ~  Process
Template List Change Values Inter/Intralnit

~ Lines

01110 ) ACTUALS . [s07600 4 [10000
| 2 01110 ) ACTUALS [ . [100108 4y [10000

< yf1o003000 Q| Q|
11110002000 | Q| Q

Lines to add: 1 #H =

~ Totals c | B pist B aor B Lo
Unit Total Lines Total Debits dits rnal Status Budget Status
N N

Next to Process choose Edit Journal

Click the Process Button

Favorites ' Main Menu > General Ledger > Journals > Journal Entry > Create Journal Entries
- - - - -

Journal 0001587811 is saved. (5210 8)

OK

Journal entry has been saved and edited. A Journal ID has been assigned and
the Journal Status is V.

Click OK

The journal entry is ready to be picked up by the other department on the
VT_BU_TRANSFER Query. Once the other department has entered the
responding journal entry, Financial Operations will match them and budget check
and post them.

Enter an Initiating Budgeted Reimbursement Transfer Journal Entry
(TSF) is Complete.
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Enter a Responding Budgeted Reimbursement
Transfer Journal Entry (TSF)

Situation when this function is used: One business unit (sending) furnishes
funds to another business unit (receiving) with the expectation of receiving some
service in return. The business unit providing the service is not in the business
of providing this service for sale to other departments. Your business unit has
run the VT_BU_TRANSFER Query and has seen that the other business unit has
initiated the transfer.

Navigation: General Ledger > Journals > Journal Entry > Create Journal
Entries > Add a new Value

Your default BU will appear in the Business Unit field. The Journal ID will default
as NEXT. The Journal Date will default as the current date.

Favorites = Main Menu > General Ledger > Journals > Journal Entry > Create Journal Entries
- - - - b

Create Journal Entry

| [ ew vaue |

Business Unit: D1110 &
Journal ID: MEXT
Journal Date: |09/14/2012 [5

Add

Enter Business Unit

e leave as default or
e enter the appropriate business unit

Enter Journal 1D
e Enter the Journal ID from the VT_BU_TRANSFER Query

Enter Journal Date
e Enter the Journal Date from the VT_BU_TRANSFER Query
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Click the ADD button

The Header Page loads with the journal ID entered. The ledger Group will
default as ACTUALS. The Source defaults as ONL. Adjusting Entry defaults to
Non-Adjusting Entry. The Transaction Code defaults to GENERAL. Save Journal
Incomplete Status defaults as unchecked.

Favorites =~ Main Menu > General Ledger > Journals > Journal Entry > Create Journal Entries
- - - - hd

| Header [[iines | Il If |

Unit: 01110 Journal ID: MNEXT Date: 09/14/2012

Long Description:

*Ledger Group: ACTUALS Q Auto Generate Lines

Ledger: Q Adjusting Entry: Non-Adjusting Entry ~ +
“Source: ONL 2 Fiscal Year: 2013

Reference Number: Period: 3Q

SJE Type: hd ADB Date:

Journal Class: Q Save Journal Incomplete Status
Transaction Code: GENERAL Q

Currency Defaults: USD / CRRNT / 1
Reversal: Do Mot Generate Reversal Commitment Control

& save ‘ & Motify | s Refrash
Enter a Long Description

e A detailed description of the transfer must be entered on the header page
of the journal. Included in this description must be what the transfer is,
the time period that the transfer pertains to, indication as to whether the
business unit is sending or receiving the transfer, and what the original
transaction was including transaction id and A/P or A/R business unit if
applicable.

Change the Source to TSF

Enter a Reference Number
e Enter the Reference Number from the VT_BU_TRANSFER Query
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Enter Journal Class (Required if it relates to a Prior Fiscal Year)
e PY

Favrlrrces Ma|n'Menu > General Ledger > Journals > Journal Entry » Create Journal Entries
- - -

Header
Unit: 01110 Journal ID:  NEXT Date: 09/14/2012
Long Description: A detailed description of the transfer must be entered on the header page of the
journal. Included in this description must be what the transfer is, the time period that

“Ledger Group: ACTUALS @ [] Auto Generate Lines

Ledger: fiQ Adjusting Entry: Non-Adjusting Entry =
*Source: TSF Q@ Fiscal Year: 5013

Reference Number: TFO91412 Period: I_SQ,

SJE Type: hd ADB Date: 09/14/2012

Journal Class: ’70\ ["] save Journal Incomplete Status

Transaction Code: GENERAL @

Currency Defaults: USD / CRRNT / 1
Reversal: Do Not Generate Reversal Commitment Control

E Save | E] Notify | 'b Refresh | E¢

Click on the LINES Tab
The Lines page loads. In the Lines box, business unit and ledger defaults from
the header page.

Favu‘rites MainvMenu » General Ledger > Joumals > Journal Entry > Create Journal Entries
- - -

Unit: 01110 Journal ID:  NEXT Date: 09/14/2012  “Process; Edit Journal *  Process
Template List Change Values Inter/IntralUnit

[ p1110 QL ACTUALS \ Q| Q| Q| Q| Q| Q|
Lines to add: 1 D E @

™
¥ Totals Customize | Find | View All | Ell B First B 1 or 1 B Last

Unit Total Lines Total Debits Total Credits Journal Status Budget Status
N

01110 1 0.00 0.00 N

@ Save | [ Notife | 2 Rafrash |

Under Lines; Line 1

e Enter account - If you are the receiver use account 490000, If you
are the sender use the appropriate expenditure account

e Enter Fund - If you are the receiver use fund 21500, If you are the
sender use the appropriate fund for payment of the expenditure

e Enter Deptid — Enter the appropriate deptid
Enter Class — Enter the appropriate class
Enter Program — Enter the appropriate program
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Enter Project/Grant — Enter the appropriate project/grant

e Enter Affiliate — Enter Business Unit of department from the
VT_BU_TRANSFER Query

e Enter Debit Amount — If you are the receiver leave blank, if you are
the sender enter amount of reimbursement here

e Enter Credit Amount — If you are the receiver enter amount of the
reimbursement here, if you are the sender leave blank

Click the + sign next to the lines to add box

Line 2 is added. All chartfields from line 1, except account, are defaulted in line
2. The amount in line 2 defaults to balance the journal.

Favories | Main Menu > General Ledger > Journals > Journal Entry > Create Journal Entries
- - -

Header Lines Totals Errors Approval

Edit Journal - Process |

Unit: 01110 Journal ID: NEXT Date: 09/14/2012  *Process:

Template List Change Values Inter/intralnit
~ Lines

01110 L ACTUALS QL 40000 3 21500 < [1110003000 O | Q|
b 2 01110 < ACTUALS [ Q | @ 21500 < [1110003000 Q| Q| Q|

Lines to add: 1 @ [= |j

( IE a B B First B g o B Lo
Unit Total Lines Total Debits rnal Status Budget Status
N N

01110 2 100.00

B save | [=] Notify | % Refresh |

Create Joumnal Entries

New Window | Help | Customize Page | n%

Customize | Find |IE|| 22

Affiliate Debit Amount Credit Amount Base Currency |Budget Date Reference Journal Line Description

Q| Q| [ 100.00 USD |oor14r2012 31 | |Intra/inter Unit Goods/Servic:

Q| Q| 100.00 | usD [ogr1ar2012 5 | [

[E+ Add Upd ate/Display

Under Lines; Line 2

e Enter account - enter account 100105
e Enter Fund - leave as default from line 1
e Enter Deptid — leave as default from line 1
e Enter Class — leave as default from line 1
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Enter Program — leave as default from line 1

Enter Project/Grant — leave as default from line 1

Enter Affiliate - leave as default from line 1

Enter Debit Amount — leave as default, which balances the journal
Enter Credit Amount — leave as default, which balances the journal

Favtlr'tes J Ma\nvMenu » General Ledger > Journals > Journal Entry > Create Journal Entries
- - -

Header Lines Totals Errors Approval

Unit: 01110 Journal ID:  NEXT Date:  09/14/2012 *Process; Ecit Jounal v _ Process
Template List Change Values Inter/Intralnit

~ Lines

01110 <y ACTUALS L l490000 Q) [21500 O\|1y603000 Q| Q|
o2 01110 'y ACTUALS [ 4 |100108 QL [21500 %110003000 Q| Q| Q|

Cus | Find | \|E||d“ First B0 1 071 B Last
edits rnal Status Budget Status
N N

Next to Process choose Edit Journal

Click the Process Button

Favuvrtes Ma\nvMenu > General Ledger > Journals > Journal Entry > Create Journal Entries
- - -

Journal 0001587812 is saved. (5210 ,6)

Ok

Journal entry has been saved and edited.
The journal status is V.
Click OK

The journal entry is ready to be picked up by Financial Operations and matched
to the other department’s journal. Both will be budget checked and posted by
Financial Operations.

Enter a Responding Budgeted Reimbursement Transfer Journal Entry
(TSF) is Complete.
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Enter an Initiating Interunit Transfer Journal Entry
(TSF) for Payment of Goods and Services

Situation when this function is used: One business unit (sending)
reimburses another business unit (receiving) for goods and services purchased.
The business unit providing the goods or services is in the business of offering
the goods or services for sale to other business units, but is not set up as a
vendor in the accounts payable module. Your department is initiating the

transfer.

Navigation: General Ledger > Journals > Journal Entry > Create Journal

Entries > Add a new Value

Your default BU will appear in the Business Unit field. The Journal 1D will default
as NEXT. The Journal Date will default as the current date.

Favorites = Main Menu > General Ledger » Journals
- - - -

Create Journal Entry

| [ i tew vatus

» Journal Entry » Create Journal Entries
-

Business Unit: 01110
Journal ID: MEXT
Journal Date: |09/14/2012 |31

Add

Enter Business Unit

e |eave as default or
e enter the appropriate business unit

Enter Journal ID
e |eave as NEXT

Enter Journal Date

e leave as current date or
e enter the appropriate journal date
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Click the ADD button

The Header Page loads. The ledger Group will default as ACTUALS. The Source
defaults as ONL. Adjusting Entry defaults to Non-Adjusting Entry. The
Transaction Code defaults to GENERAL. The fiscal year and period default based
on the Date. Save Journal Incomplete Status defaults as unchecked.

Favg'_r'rtes Main__ljdenu » General Ledger » Journals » Journal Entry » Create Journal Entries
- - -

[ Header [ Lines [ If If |

Unit: 01110 Journal ID: NEXT Date: 09/14/2012

Long Description: |

*Ledger Group: ACTUALS Q Auto Generate Lines

Ledger: Q Adjusting Entry: Mon-Adjusting Entry
*Source: ONL @ Fiscal Year: 2013

Reference Number: Period: 3Q

SJE Type: A ADB Date:

Journal Class: Q Save Journal Incomplete Status
Transaction Code: GENERAL Q

Currency Defaults: USD / CRRNT / 1
Reversal: Do Not Generate Reversal Commitment Contraol

& save | [=] Motify ‘ % Refresh | =4

Enter a Long Description

e A detailed description of the transfer must be entered on the header page
of the journal. Included in this description must be what the transfer is,
the time period that the transfer pertains to, indication as to whether the
business unit is sending or receiving the transfer, and what the original
transaction was including transaction id and A/P or A/R business unit if
applicable.

Change the Source to TSF

Enter a Reference Number
e TF followed by the date in format MMDDYY
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Enter Journal Class (Required if it relates to a Prior Fiscal Year)
o PY

Favclr'rtes ' MainvMenu » General Ledger » Journals » Journal Entry > Create Journal Entries
- - e

Header Approval
Unit: 01110 Journal ID: NEXT Date: 09/14/2012
Long Description: A detailed description of the transfer must be entered on the header page of the E
Journal. Included in this description must be what the transfer is, the time period that -

*Ledger Group: ACTUALS Q@ [] Auto Generate Lines

Ledger: [ Adjusting Entry: Mon-Adjusting Entry ~ ~
*Source: rsF @ Fiscal Year: 2013

Reference Number: ’m Period: ’—3 Q

SJE Type: hd ADB Date: 09/14/2012

Journal Class: ’70\ ["] save Journal Incomplete Status

Transaction Code: GENERAL O

Currency Defaults: USD / CRRNT /1
Reversal: Do Not Generate Reversal Commitment Control

ﬁ Save | E] Motify | f:.; Refresh | EY

Click on the LINES Tab

The Lines page loads. In the Lines box, business unit and ledger defaults from
the header page.

Favortes ~ Main Menu > General Ledger > Journals > Journal Entry > Create Journal Entries
- - - - -

Header Lines e Errors Approval

Unit: 01110 Journal ID:  NEXT Date: 09/14/2012  “Process: Edit Joumal - | Prece=
Template List Change Values Inter/IntraUnit |

¥ Lines

Q| Q| Q| Q| Q| Q|

1 1 D1110 . ACTUALS
Lines to add: 1 El

¥ Totals Customize | Find | View Al | ['.-;T—I| 2 First Bl 1 or1 B Last

Unit Total Lines Total Debits

01110 1 0.00 0.00 N N

B save | [=] Notify | . Refresh |
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Under Lines; Line 1

e Enter account - If you are the receiver use the appropriate revenue

account, If you are the sender use the appropriate expenditure

account

Enter Fund — Enter the appropriate fund

Enter Deptid — Enter the appropriate deptid

Enter Class — Enter the appropriate class

Enter Program — Enter the appropriate program

Enter Project/Grant — Enter the appropriate project/grant

Enter Affiliate — Enter Business Unit of department that you are

receiving from or sending to

e Enter Debit Amount — If you are the receiver leave blank, if you are
the sender enter amount of payment here

e Enter Credit Amount — If you are the receiver enter amount of the
receipt here, if you are the sender leave blank

Click the + sign next to the lines to add box

Line 2 is added. All chartfields from line 1, except account, are defaulted in line
2. The amount in line 2 defaults to balance the journal.

Favorites = Main Menu > General Ledger > Journals > Journal Entry > Create Journal Entries
- - - - -

Header || Lines | Totals | Emors | Approval |

Unit 01110 Journal ID:  NEXT Date:  (914/2012 ‘Process: =ditJournal e ﬂl
Template List Change Values [iferiripllci
~ Lines
] 1 01110 ) ACTUALS \ Q [s20110 Q10000 < 1110003000 O | al Q|
R p1110 < ACTUALS [ Q|  [10000 € (1110003000 @ | Q| Q|

Lines to add: 1 @ =

¥ Totals Customize | Find | View All | &5 | 28 First Bl 1 or1 B Last

Unit Total Lines Total Debits Total Credits Journal Status Budget Status
01110 2 100.00 100.00 N N

[ save | [=1 Notifv | % Refresh |

Create Journal Entries

New Window | Help | Customize Page | h%

]
Customize | Find | BU | B8

Affiliate Debit Amount Credit Amount Base Currency |Budget Date Reference Journal Line Description

Q| Q| 100.00 | usb logr14r2012 5y | |Gasaline

Q| Q| [ 100.00 USD [ogr14r2012 5 | I

[E+ Add | #lUpdate/Display
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Under Lines; Line 2

Enter account - enter account 100105

Enter Fund — leave as default from line 1

Enter Deptid — leave as default from line 1

Enter Class — leave as default from line 1

Enter Program — leave as default from line 1

Enter Project/Grant — leave as default from line 1

Enter Affiliate - leave as default from line 1

Enter Debit Amount — leave as default, which balances the journal
Enter Credit Amount — leave as default, which balances the journal

Favorites i Main Menu > General Ledger > Journals > Journal Entry » Create Journal Entries
- - -

Header Lines Totals Errors Approval

Unit: 01110 Journal ID:  NEXT Date:  00/14/2012 ‘“Process: EditJournal ~ _ Process
Template List Change Values Inter/IntralUnit

¥ Lines

01110 €4 ACTUALS < [s20110 € 10000 1110003000 < | Q|
o 2 01110 L ACTUALS \ < [100108 < 1000g/"Cy 1110003000 3 | Q| Q|

¥ Totals | Finc | E‘| ] First B 1 o 1 Bl L ast

Unit Total Lines i ournal Status Budget Status

Next to Process choose Edit Journal

Click the Process Button

Fav:lr'rtes : MainvMenu > General Ledger > Journals > Journal Entry > Create Journal Entries
b b -

Journal 0001587813 is saved. (5210 B)

QK |
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Journal entry has been saved and edited.
A Journal ID has been assigned.

Click OK

The journal entry is ready to be picked up by the other department on the
VT_BU_TRANSFER Query. Once the other department has entered the
responding journal entry, Financial Operations will match them and budget check
and post them.

Enter an Initiating Interunit Transfer Journal Entry (TSF) for Payment
of Goods and Services is Complete.
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Enter a Responding Interunit Transfer Journal Entry
(TSF) for Payment of Goods and Services

Situation when this function is used: One business unit (sending)
reimburses another business unit (receiving) for goods and services purchased.
The business unit providing the goods or services is in the business of offering
the goods or services for sale to other business units, but is not set up as a
vendor in the accounts payable module. Your business unit has run the
VT_BU_TRANSFER Query and seen that the other business unit has initiated the
transfer.

Navigation: General Ledger > Journals > Journal Entry > Create Journal
Entries > Add a new Value

Your default BU will appear in the Business Unit field. The Journal ID will default
as NEXT. The Journal Date will default as the current date.

Favorites © Main Menu > General Ledger > Journals > Journal Entry > Create Journal Entries
- - - - w

Create Journal Entry

| [  ew vaue

Business Unit:|01110
Journal ID: MEXT
Journal Date: |09/14/2012 [

Add

Enter Business Unit

e |eave as default or
e enter the appropriate business unit

Enter Journal ID
e Enter the Journal ID from the VT_BU_TRANSFER Query
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Enter Journal Date
e Enter the Journal Date from the VT_BU_TRANSFER Query

Click the ADD button

The Header Page loads. The ledger Group will default as ACTUALS. The Source
defaults as ONL. Adjusting Entry defaults to Non-Adjusting Entry. The
Transaction Code defaults to GENERAL. Save Journal Incomplete Status defaults
as unchecked.

Favorites = Main Menu > General Ledger > Journals > Journal Entry > Create Journal Entries
- - - hd hd

[ Header [\ines ] If I |

Unit: 01110 Journal ID:  NEXT Date: 09/14/2012

Long Description: |

*Ledger Group: ACTUALS Q Auto Generate Lines

Ledger: Q Adjusting Entry: Non-Adjusting Entry ~ ~
*Source: ONL & Fiscal Year: 2013

Reference Number: Period: 30

SJE Type: v ADB Date:

Journal Class: Q Save Journal Incomplete Status
Transaction Code:; GENERAL &

Currency Defaults: USD / CRRNT /1

Reversal: Do Not Generate Reversal Commitment Control

& Save ‘ [=] Motify | U Refresh | =% Add | #Update/Displa

Enter a Long Description

e A detailed description of the transfer must be entered on the header page
of the journal. Included in this description must be what the transfer is,
the time period that the transfer pertains to, indication as to whether the
business unit is sending or receiving the transfer, and what the original
transaction was including transaction id and A/P or A/R business unit if
applicable.

Change the Source to TSF

Enter a Reference Number
e Enter the Reference Number from the VT_BU_TRANSFER Query

Enter Journal Class (Required if it relates to a Prior Fiscal Year)
o PY
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Favorites = Man Menu > General Ledger > Journals > Journal Entry > Create Journal Entries
hd - - - w

Header Lines Totals Errors Approval

Unit: 01110 Journal ID:  NEXT Date: 09/14/2012
Long Description: A detailed description of the transfer must be entered on the header page of the -
jpurnal. Ipc\uded _in this description must be what the transfer is, the time period that -

*Ledger Group: WQ [[] Auto Generate Lines

Ledger: [« Adjusting Entry: Non-Adjusting Entry ~ ~
“Source: [TsF @ Fiscal Year: 2013

Reference Number: lm Period: |_3 Q

SJE Type: hd ADB Date: 09/14/2012

Journal Class: liq [C] save Journal Incomplete Status

Transaction Code: GENERAL QO

Currency Defaults: USD / CRRNT / 1
Reversal: Do Mot Generate Reversal Commitment Control

& save | = Notify | s Refresh | [E5 Add | Updatei’Disp\ay

Click on the LINES Tab

The Lines page loads. In the Lines box, business unit and ledger defaults from
the header page.

Favgrrces MainvMenu > General Ledger » Journals > Journal Entry > Create Journal Entries
- - -

Header Lines Totals Errors Approval

Unit: 01110 Journal ID:  NEXT Date: 0911472012  “Process: Edit Joumnal « | [ Process
Template List Change Values Inter/Intralnit |

* Lines

Bl f p1110 . ACTUALS | Q|| Q| Q| Q | Q| Q |

Lines to add: 1 El

~ Totals Customize | Find | View All | [I.-:T—I| ] First Bl 1 011 B Last

Unit Total Lines Total Debits Total Credits Journal Status Budget Status

01110 1 0.00 0.00 N N

B save | [=] Notify | L Refresh |

Under Lines; Line 1

e Enter account - If you are the receiver use the appropriate revenue
account, If you are the sender use the appropriate expenditure
account

e Enter Fund — Enter the appropriate fund

e Enter Deptid — Enter the appropriate deptid

e Enter Class — Enter the appropriate class
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Enter Program — Enter the appropriate program
Enter Project/Grant — Enter the appropriate project/grant
Enter Affiliate — Enter Business Unit of department from the
VT_BU_TRANSFER Query

e Enter Debit Amount — If you are the receiver leave blank, if you are
the sender enter amount of payment here

e Enter Credit Amount — If you are the receiver enter amount of the
receipt here, if you are the sender leave blank

Click the + sign next to the lines to add box

Line 2 is added. All chartfields from line 1, except account, are defaulted in line
2. The amount in line 2 defaults to balance the journal.

Favorites i Main Menu > General Ledger » Journals > Journal Entry > Create Journal Entries
- - -

Header | Lines | Totals | Errors | Approval

Unit: 01110 Journal ID:  NEXT Dat:  0u142012 “Process; Editdoumal = Process |

Template List Change Values Inter/IntraUnit |
¥ Lines

01110 CL ACTUALS Q407545 O [21970 L 1110002000 4 | Q |
[ p1110 |C ACTUALS \ Q | Q21970 @ [1110002000 2 | Q | Q |

Lines to add: 1 FH E

01110 2 100.00 100.00 N N

> Create Journal Entries

New Window | Help | Customize Page | na

Customize | Find | & | 2

Affiliate Debit Amount Credit Amount Base Currency |Budget Date Reference Journal Line Description

Q| Q | [ 100,00 USD |oor4r2012 1) | |Gasoline Fuel
I Q| Q| 10000 | usD [oar14rz012 1) | I

Under Lines; Line 2

Enter account - enter account 100105

Enter Fund — leave as default from line 1

Enter Deptid — leave as default from line 1

Enter Class — leave as default from line 1

Enter Program — leave as default from line 1
Enter Project/Grant — leave as default from line 1
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o Enter Affiliate - leave as default from line 1
e Enter Debit Amount - leave as default, which balances the journal
e Enter Credit Amount — leave as default, which balances the journal

Fav:lr'rtes i MainvMenu > General Ledger > Journals > Journal Entry > Create Journal Entries
- - -

Header Lines Totals Errors Approval

Unit: 01110 Journal ID:  NEXT Date: 00/14/2012 “Process: Edit Journal e ﬂl

Template List Change Values Inter/Intralinit
¥ Lines

Select Line *Unit *Ledger SpeedType ’_Account Fund ,Em Program Class
01110 ', ACTUALS Q407545 O [21970 9({1110002000 Q| Q | Q|

] 01110 Q) ACTUALS [ Q100105 Q |21979/Q 1110002000 Q| Q| Q |

Lines to add: 1 E|
¥ Totals Customize | Find | I | [E‘l 2 First Bl 1 011 Il Last

Unit Total Lines Total Debits Total Credits rnal Status Budget Status

Next to Process choose Edit Journal

Click the Process Button

Favorites | Main Menu > General Ledger » Journals > Journal Entry > Create Journal Entries
- - -

Message

Journal 0001587314 is saved. (5210,6)

Ok |

Journal entry has been saved and edited. A Journal ID has been assigned.

Click OK

The journal entry is ready to be picked up by Financial Operations and matched
to the other department’s journal. Both will be budget checked and posted by
Financial Operations.

Enter a Responding Interunit Transfer Journal Entry (TSF) for Payment
of Goods and Services is Complete.
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Enter an Initiating Transfer Journal Entry (TSF) for
Grant Expenditures, Goods and Services or
Expenditures Paid in a Prior Year

Situation when this function is used: When one business unit (sending)
furnishes funds for a grant or reimburses another business unit (receiving) for
goods and services purchased or expenditures purchased on their behalf in a
previous year; or furnished funds for a prior year grant. Your department is
initiating the transfer.

Navigation: General Ledger > Journals > Journal Entry > Create Journal
Entries > Add a new Value

Your default BU will appear in the Business Unit field. The Journal ID will default
as NEXT. The Journal Date will default as the current date.

Favortes = Main Menu » General Ledger > Journals > Journal Entry > Create Journal Entries
- - - - -

Create Journal Entry

| [ hc  ew vlue |

Business Unit: D1110 &
Journal ID: MNEXT
Journal Date: |09/14/2012 |31

Add

Enter Business Unit

e |eave as default or
e enter the appropriate business unit

Enter Journal ID
e |eave as NEXT

Enter Journal Date
e |eave as current date or
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e enter the appropriate journal date
Click the ADD button

The Header Page loads. The ledger Group will default as ACTUALS. The Source
defaults as ONL. Adjusting Entry defaults to Non-Adjusting Entry. The
Transaction Code defaults to GENERAL. The fiscal year and period default based
on the Date. Save Journal Incomplete Status defaults as unchecked.

Favorites = Main Menu > General Ledger > Journals > Journal Entry > Create Journal Entries
- - - - -

[ Header [{iines [ Foias [ If |

Unit: 01110 Journal ID:  NEXT Date: 00/14/2012

Long Description: |

*Ledger Group: ACTUALS Q Auto Generate Lines

Ledger: Q Adjusting Entry: Mon-Adjusting Entry =
*Source: ONL Q Fiscal Year: 2013

Reference Number: Period: 3Q

SJE Type: h ADB Date:

Journal Class: Q Save Journal Incomplete Status
Transaction Code: GENERAL

Currency Defaults: USD / CRRNT / 1
Reversal: Do Not Generate Reversal Commitment Control

& save | [=] Notify | L Refresh | =+ Add | #lUpdate/Display

Enter a Long Description

e A detailed description of the transfer must be entered on the header page
of the journal. Included in this description must be what the transfer is,
the time period that the transfer pertains to, indication as to whether the
business unit is sending or receiving the transfer, and the original VISION
transaction id if applicable. (HR Journal 1D, Deposit ID and AR Business
Unit, Voucher ID and AP Business Unit, or TSF Journal ID).

Change the Source to TSF

Enter a Reference Number
e TF followed by the date in format MMDDYY

Enter Journal Class
o PY
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Favovr'rtes i Ma\n‘Menu > General Ledger » Journals > Journal Entry > Create Journal Entries
- - -

Header Lines Totals Errors Approval

Unit: 01110 Journal ID:  NEXT Date: 09/14/2012
Long Description: A detailed description of the transfer must be entered on the header page of the -
journal. Included in this description must be what the transfer is, the time period that -~

*Ledger Group: WQ [] Auto Generate Lines

Ledger: ’70\ Adjusting Entry: Non-Adjusting Entry =
*Source: [TsF @ Fiscal Year: 2013

Reference Number: lm Period: ’73 Q

SJE Type: hd ADB Date: 09/14/2012

Journal Class: ’PY17Q [C] save Journal Incomplete Status

Transaction Code: GENERAL @

Currency Defaults: USD / CRRNT /1
Reversal: Do Not Generate Reversal Commitment Control

& save | = Motify | L Refresh [E+ Add | Update!D\spIay

Click on the Lines page.

ORACLE GGaEESSSSSSSSSSSSSSSSSSSsssss————————_—_S—_"S—"———————

Favarites - Main Menu > Gemera\vLEdger > Juur'na\s > Juuma'IEntry > Create Journal Entries

Unit: 01110 Journal ID:  MEXT Date: 09/18/2012  *Process: EditJournal ~  Process
Template List Change Yalugs Interiintralnit

ot B B o

Unit Total Lines Total Debits i nal Status Budget Status

~ Totals

01110 1 0.000 N N

& save | [Z]notity | < Refresh

Header | Lines | Totals | Errors | Angroval

Finish the journal entry per previous instructions for each TSF scenario.

Enter an Initiating Transfer Journal Entry (TSF) for Grant Expenditures,
Goods and Services or Expenditures Paid in a Prior Year is Complete.
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Enter a Responding Prior Year Interunit Journal Entry
(TSF)

Situation when this function is used: When one business unit (sending)
furnishes funds for a grant or reimburses another business unit (receiving) for
goods and services purchased or expenditures purchased on their behalf in a
previous year; or furnished funds for a prior year grant. Your department is
initiating the transfer.

Navigation: General Ledger > Journals > Journal Entry > Create Journal
Entries > Add a new Value

Your default BU will appear in the Business Unit field. The Journal ID will default
as NEXT. The Journal Date will default as the current date.

Favorites = Main Menu > General Ledger » Journals » Journal Entry »  Create Journal Entries
- - - - -

Create Journal Entry

| [ e Vaus |

Business Unit: p1110 &
Journal ID: NEXT
Journal Date: |09/14/2012 31

Add

Enter Business Unit

e |eave as default or
e enter the appropriate business unit

Enter Journal ID
e Enter the Journal ID from the VT_BU_TRANSFER Query

Enter Journal Date
e Enter the Journal Date from the VT_BU_TRANSFER Query
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Click the ADD button

The Header Page loads with the entered journal ID. The ledger Group will
default as ACTUALS. The Source defaults as ONL. Adjusting Entry defaults to
Non-Adjusting Entry. The Transaction Code defaults to GENERAL. Save Journal
Incomplete Status defaults as unchecked.

Favorites = Main Menu > General Ledger > Journals > Journal Entry > Create Journal Entries
- - s - -

[ Header [lLines [ Il If |

Unit: 01110 Journal ID: 0001585871 Date: 09/14/2012

Long Description:

*Ledger Group: ACTUALS Q Auto Generate Lines

Ledger: Q Adjusting Entry: Non-Adjusting Entry ~ ~
*Source: OML Fiscal Year: 2013

Reference Number: Period: 3Q

SJE Type: h ADB Date:

Journal Class: Q Save Journal Incomplete Status
Transaction Code: GENERAL ©

Currency Defaults: USD / CRRNT / 1

Reversal: Do Not Generate Reversal Commitment Control

& save | [=] Notify | L Refresh | =4+ Add | #Update/Display

Enter a Long Description
e A detailed description of the transfer must be entered on the header page
of the journal. Included in this description must be what the transfer is,
the time period that the transfer pertains to, indication as to whether the
business unit is sending or receiving the transfer, and the original VISION
transaction id if applicable. (HR Journal 1D, Deposit ID and AR Business
Unit, Voucher ID and AP Business Unit, or TSF Journal ID).

Change the Source to TSF

Enter a Reference Number
e Enter the Reference Number from the VT_BU_TRANSFER Query

Enter Journal Class
e PY
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Favortes =~ Main Menu > General ledger > Journals > Joumal Entry > Create Journal Entries
v hd - b -

[ Header [[iines | Il Il |

Unit: 01110 Journal ID: 0001585871 Date: 09/14/2012

Long Description: A detailed description of the transfer must be entered on the header page of the o
journal. Included in this description must be what the transfer is, the time period that -

*Ledger Group: ACTUALS Q [Tl Auto Generate Lines

Ledger: Q Adjusting Entry: Mon-Adjusting Entry =

*Source: TSF Q Fiscal Year: 2013

Reference Number: TF082312 Period: 3Q

SJE Type: A ADB Date:

Journal Class: PYI Q [] save Journal Incomplete Status

Transaction Code: GENERAL ©

Currency Defaults: USD / CRRNT / 1

Reversal: Do Mot Generate Reversal Commitment Control

& save | [=] Notify | L Refresh | 4 Add | ZlUpdate/Display

Finish the journal entry per previous instructions for each TSF scenario.

Enter a Responding Prior Year Interunit Journal Entry (TSF) is
Complete.
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Enter an Initiating Transfer of Receipt Journal Entry

(TSF)

Situation when this function is used: One business unit receives and posts
receipts in VISION that belong to another business unit. The business unit
(sending) transfers the receipts to the business unit (receiving) that they belong

to. Your department is initiating the transfer.

Navigation: General Ledger > Journals > Journal Entry > Create Journal

Entries > Add a new Value

Your default BU will appear in the Business Unit field. The Journal 1D will default
as NEXT. The Journal Date will default as the current date.

Favorites = Main Menu » General Ledger » Journals
v v - e

Create Journal Entry

| [k New vaue |

> Journal Entry > Create Journal Entries
-

Business Unit: D1110 &
Journal ID: NEXT
Journal Date: |09/14/2012 31

Add

Enter Business Unit

e leave as default or
e enter the appropriate business unit

Enter Journal ID
e |eave as NEXT

Enter Journal Date

e |eave as current date or
e enter the appropriate journal date
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Click the ADD button

The Header Page loads. The ledger Group will default as ACTUALS. The Source
defaults as ONL. Adjusting Entry defaults to Non-Adjusting Entry. The
Transaction Code defaults to GENERAL. The fiscal year and period default based
on the Date. Save Journal Incomplete Status defaults as unchecked.

Favorites
-

[ Header [[iines If

|

Main‘lﬂenu » General Ledger » Journals > Journal Entry > Create Journal Entries
- - -

Journal Class:
Transaction Code:

Currency Defaults: USD / CRRNT / 1
Reversal: Do Not Generate Reversal

& save | [=] Notify | U Refresh |

GENERAL Q

Enter a Long Description

Save Journal Incomplete Status

Commitment Control

Unit: 01110 Journal ID: NEXT Date: 09/14/2012

Long Description: |

*Ledger Group: ACTUALS Q Auto Generate Lines

Ledger: Q Adjusting Entry: Mon-Adjusting Entry =
*Source: ONL @ Fiscal Year: 2013

Reference Number: Period: 3Q,

SJE Type: ADB Date:

=% Add | #lUpdate/Display

e A detailed description of the transfer must be entered on the header page
of the journal. Included in this description must be what the transfer is,
the time period that the transfer pertains to, indication as to whether the
business unit is sending or receiving the transfer, and the original VISION
transaction id if applicable. (HR Journal 1D, Deposit ID and AR Business
Unit, Voucher ID and AP Business Unit, or TSF Journal ID).

Change the Source to TSF

Enter a Reference Number
e TF followed by the date in format MMDDYY

Enter Journal Class (Required if it relates to a Prior Fiscal Year)

e PY
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Favtlr'rtes i MainvMenu » General Ledger » Journals > Journal Entry > Create Journal Entries
hd - b

Header Lines Totals Errors Approval

Unit: 01110 Journal ID:  NEXT Date: 09/14/2012
Long Description: A detailed description of the transfer must be entered on the header page of the e
journal. Included in this description must be what the transfer is, the time period that -

*Ledger Group: WQ | Auto Generate Lines

Ledger: liQ Adjusting Entry: Non-Adjusting Entry
*Source: TsF @ Fiscal Year: 2013

Reference Number: ’m Period: |_3 Q

SJE Type: h ADB Date: 09/14/2012

Journal Class: liq ] save Journal Incomplete Status

Transaction Code: GENERAL

Currency Defaults: USD / CRRNT / 1
Reversal: Do Not Generate Reversal Commitment Control

& save | = Motify | L Refresh | [E Add | UpdateEDispIay

Click on the LINES Tab

The Lines page loads. In the Lines box, business unit and ledger defaults from
the header page.

Favortes  Main Menu > General Ledger > Journals > Journal Entry > Create Journal Entries
- - -

Header Lines Totals Errors Approval

Unit: 01110 Journal ID: - NEXT Date: 001412012 Process: Edtdouma = _ Process |
Template List Change Values InterfintraUnit_|

¥ Lines

Select Line *Unit *Ledger SpeedType ’_ Account Fund Dept Program Class
Q| Q| Q| Q| Q| Q|

~ Totals Customize | Find | View A II|d;_—|| ] First B 1 or 1 I Last

Unit Total Lines Total Debits Total Credits Journal Status Budget Status

Under Lines; Line 1
e Enter account - If you are the sender use the revenue account that
was used on the original deposit, If you are the sender use the
appropriate revenue account for the receipt
e Enter Fund - If you are the sender use the fund that was used on the
original deposit, If you are the receiver use the appropriate fund for
the receipt
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e Enter Deptid — If you are the sender use the deptid that was used on
the original deposit, If you are the receiver use the appropriate deptid
for the receipt

o Enter Class — If you are the sender use the class that was used on
the original deposit, If you are the receiver use the appropriate class
for the receipt

e Enter Program — If you are the sender use the program that was
used on the deposit, If you are the receiver use the appropriate
program for the receipt

e Enter Project/Grant — If you are the sender use the project/grant
that was used on the original deposit, If you are the receiver use the
appropriate project/grant for the receipt

e Enter Affiliate — Enter Business Unit of department that you are
receiving from or sending to

e Enter Debit Amount — If you are the receiver leave blank, if you are
the sender enter amount of the receipt here

e Enter Credit Amount — If you are the receiver enter amount of the
receipt here, if you are the sender leave blank

Click the + sign next to the lines to add box

Line 2 is added. All chartfields from line 1, except account, are defaulted in line
2. The amount in line 2 defaults to balance the journal.

Favu_rltes MalnvMenu > General Ledger > Journals > Journal Entry » Create Journal Entries
- - -

Unit: 01110 Journal ID:  NEXT Date: 09/14/2012 *Process: Edit Journal ~  Process
Template List Change Values Inter/intraUnit

[ 1 01110 < ACTUALS \ < |415000 L 10000 L 1110003000 O3 | Q| Q|
o - p1110 G ACTUALS \ Q| 10000 @ [1110003000 4 | Q| Q|
Lines to add: 1 # [=

~ Totals Customize | Find | View All | lE| ] First BN 1 071 B L ast

Unit Total Lines Total Debits Total Credits Journal Status Budget Status

01110 2 100.00 100.00 N N
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Create Journal Entries

New Window | Help | Customize Page | ha

A
Customize | Find | @“ L]
Affiliate Debit Amount Credit Amount Base Currency |Budget Date Reference Journal Line Description
Q | Q| 100.00 usD loer4rz012 3 | Fees - General
Q | Q| \ 100.00 USD [oor14r2012 31 | \

Under Lines; Line 2

Enter account - enter account 100105

Enter Fund — leave as default from line 1

Enter Deptid — leave as default from line 1

Enter Class — leave as default from line 1

Enter Program — leave as default from line 1

Enter Project/Grant — leave as default from line 1

Enter Affiliate - leave as default from line 1

Enter Debit Amount — leave as default, which balances the journal
Enter Credit Amount — leave as default, which balances the journal

Fav:lr'rtes i MainvMenu > General Ledger > Journals > Journal Entry > Create Journal Entries
- - -

Header Lines Totals Errors Approval

Unit: 01110 Journal ID:  NEXT Date:  09/14/2012 “Process: Edit Journal ~  Process
Template List Change Values Inter/Intralnit

¥ Lines

Select Line *Unit *Ledger SpeedType Account Fund Der.pt Program Class

| 1 01110 . ACTUALS [ Q. [415000 ' [10000 9/11110003000 Qll al Q|
o 2 01110 < ACTUALS [ Q. hootos |10009/Q 1110003000 Q| Q| Q |

Lines to add: 1 F# =

* Totals
Unit Total Lines Total Debits
01110 2 100.00

Een | [ | s /

Next to Process choose Edit Journal

Click the Process Button
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Favortes = Main Menu > General Ledger > Journals > Journal Entry > Create Journal Entries
- - -

Journal 0001587815 is saved. (5210,8)

QK

Journal entry has been saved and edited. A Journal ID has been assigned.

Click OK

The journal entry is ready to be picked up by the other department on the
VT_BU_TRANSFER Query. Once the other department has entered the
responding journal entry, Financial Operations will match them and budget check
and post them.

Enter an Initiating Transfer of Receipt Journal Entry (TSF) is Complete.
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Enter a Responding Transfer of Receipt Journal Entry
(TSF)

Situation when this function is used: One business unit receives and posts
receipts in VISION that belong to another business unit. The business unit
(sending) transfers the receipts to the business unit (receiving) that they belong
to. Your department has run the VT_BU_TRANSFER Query and seen that the
other department has initiated the transfer.

Navigation: General Ledger > Journals > Journal Entry > Create Journal
Entries > Add a new Value

Your default BU will appear in the Business Unit field. The Journal ID will default
as NEXT. The Journal Date will default as the current date.

Favorites = Main Menu » General Ledger > Journals » Journal Entry » Create Journal Entries
- - - - -

Create Journal Entry

| [ A ew vaue

Business Unit: 1110 &
Journal ID: MNEXT
Journal Date: 09/14/2012 31

Add

Enter Business Unit

e |eave as default or
e enter the appropriate business unit

Enter Journal 1D
e Enter Journal ID from VT_BU_TRANSFER Query

Enter Journal Date
e Enter Journal Date from the VT_BU_TRANSFER Query
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Click the ADD button

The Header Page loads with the journal ID entered. The ledger Group will
default as ACTUALS. The Source defaults as ONL. Adjusting Entry defaults to
Non-Adjusting Entry. The Transaction Code defaults to GENERAL. Save Journal
Incomplete Status defaults as unchecked.

Favorites = Main Menu > General Ledger > Joumals > Journal Entry » Create Journal Entries
- - i - -

[ Header [{Lines ] If Il |

Unit: 01110 Journal ID: 0001583311 Date: 09/14/2012

Long Description: |

*Ledger Group: ACTUALS Q Auto Generate Lines

Ledger: Q Adjusting Entry: Non-Adjusting Entry =
*Source: ONL & Fiscal Year: 2013

Reference Number: Period: 3Q

SJE Type: hd ADB Date:

Journal Class: Q Save Journal Incomplete Status
Transaction Code: GENERAL O

Currency Defaults- USD / CRRNT / 1

Reversal: Do Not Generate Reversal Commitment Control

& save | [=] Notify | L Refresh =+ Add | #Update/Display

Header | Lines | Totals | Errors | Approval

Enter a Long Description

e A detailed description of the transfer must be entered on the header
page of the journal. Included in this description must be what the
transfer is, the time period that the transfer pertains to, indication as
to whether the business unit is sending or receiving the transfer, and
the original VISION transaction id if applicable. (HR Journal ID, Deposit
ID and AR Business Unit, Voucher ID and AP Business Unit, or TSF
Journal ID).

Change the Source to TSF

Enter a Reference Number
e Enter the Reference Number from the VT_BU_TRANSFER Query
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Enter Journal Class (Required if it relates to a Prior Fiscal Year)
e PY

Click on the LINES Tab

The Lines page loads. In the Lines box, business unit and ledger defaults from
the header page.

Favtlr'rtes Ma\n_Menu > General Ledger » Jourmals > Journal Entry > Create Journal Entries
- - -

Unit 01110 Journal ID: 001583311 Date: (091472012 “Process: EditJournal v _ Process
Template List Change Values Inter/intralnit
¥ Lines
Select Line *Unit *Ledger SpeedType Account Fund Dept Program |Class Project
0 1 D1110  C ACTUALS | Q| Q | Q| Q| Q| Q|
Lines to add: 1 E E

¥ Totals Customize | Find | View All | @| ] First 10f1 Last

Unit Total Lines Total Debits Total Credits Journal Status Budget Status

01110 1 0.00 0.00 N N

B save | [=] Notify ‘ 7 Refresh ‘

Under Lines; Line 1

e Enter account - If you are the sender use the revenue account that
was used on the original deposit, If you are the receiver use the
appropriate revenue account for the receipt

e Enter Fund - If you are the sender use the fund that was used on the
original deposit, If you are the receiver use the appropriate fund for
the receipt

e Enter Deptid — If you are the sender use the deptid that was used on
the original deposit, If you are the receiver use the appropriate deptid
for the receipt

e Enter Class — If you are the sender use the class that was used on
the original deposit, If you are the receiver use the appropriate class
for the receipt

e Enter Program — If you are the sender use the program that was
used on the deposit, If you are the receiver use the appropriate
program for the receipt

e Enter Project/Grant — If you are the sender use the project/grant
that was used on the original deposit, If you are the receiver use the
appropriate project/grant for the receipt

e Enter Affiliate — Enter Business Unit of department from the
VT_BU_TRANSFER Query
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e Enter Debit Amount — If you are the receiver leave blank, if you are
the sender enter amount of the receipt here

e Enter Credit Amount — If you are the receiver enter amount of the
receipt here, if you are the sender leave blank

Click the + sign next to the lines to add box

Line 2 is added. All chartfields from line 1, except account, are defaulted in line
2. The amount in line 2 defaults to balance the journal.

Favovrrtes MalnvMenu > General Ledger » Journals > Journal Entry > Create Journal Entries
- - -

Header Lines Totals Errors Approval

Unit: 01110 Journal ID: 0001583311 Date: 09/14/2012 *Process: Edit Journal *  Process
Template List Change Values Inter/Intralnit |

~ Lines

e 01110 C ACTUALS [ . |482500 L [10000 3 1110003000 O Q | Q|
[ p1110 L ACTUALS Q| € 10000 |y [1110003000 O | Q| Q|

Lines to add: 1 # =
22

¥ Totals Customize | Find All| [L;T—I| B First Bl 1 011 B Last

Unit Total Lines Total Debits Total Credits Journal Status

01110 2 100.00 100.00 N N

» Create Journal Entries

New Window | Help | Customize Page | ,E,

Customize | Find | @| i

Affiliate Debit Amount Credit Amount Base Currency |Budget Date Reference Journal Line Description

[ Qll Q | \ 100.00 USD 09142012 5] | |Other Revenues

[ Q| Q| 100,00 | Usb 09r14/2012 3 | [

Under Lines; Line 2

Enter account - enter account 100105

Enter Fund — leave as default from line 1

Enter Deptid — leave as default from line 1

Enter Class — leave as default from line 1

Enter Program — leave as default from line 1

Enter Project/Grant — leave as default from line 1

Enter Affiliate - leave as default from line 1

Enter Debit Amount — leave as default, which balances the journal
Enter Credit Amount — leave as default, which balances the journal
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Favovr'n:es i Main‘Menu > General Ledger > Journals > Journal Entry > Create Journal Entries
- - -

Header Lines Totals Errors Approval

Unit: 01110 Journal ID: 0001583311 Date: 09140012 “Process: Edidoumal v Process |

Template List Change Values Inter/Intralnit
~ Lines

L la62500 QL [10000 1110003000 L | Q|

. (100108 < [10000 [1110003000 € | Q| Q|
Lines to add: 1 E

~ Totals = a8 Fis B orq B s

Unit Total Lines Total Debits Total Credits urnal Status Budget Status
N N

/

Next to Process choose Edit Journal

01110 L ACTUALS
] 2 01110 < ACTUALS

& save | [=] Motify | s Refresh |

Click the Process Button

Favu_rltes i Ma\nvMenu > General ledger > Journals > Journal Entry > Create Journal Entries
- - -

Journal 0001583311 is saved. (5210 6)

QK |

Journal entry has been saved and edited. Journal status is V.

Click OK

The journal entry is ready to be picked up by Financial Operations and matched
to the other department’s journal. Both will be budget checked and posted by
Financial Operations.

Enter a Responding Transfer of Receipt Journal Entry (TSF) is
Complete.
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Enter an Intraunit Transfer Journal Entry (ONL) to
Period 998

Situation when this function is used: Period 998 is the adjustment period
used at year-end to record transfers and corrections to the year ending books
after June 30.

Navigation: General Ledger > Journals > Journal Entry > Create Journal
Entries > Add a new Value

Your default BU will appear in the Business Unit field. The Journal ID will default

as NEXT. The Journal Date will default as the current date.
Favg_rites Main‘Menu » General Ledger » Journals » Journal Entry > Create Journal Entries

Create Journal Entry

| [ New atus

Business Unit: (01110
Journal ID: MNEXT
Journal Date: |06/30/12] 3

Add

Enter Business Unit

e |eave as default or
e enter the appropriate business unit

Enter Journal ID

e leave as NEXT or

e if you are correcting a previously enter Journal ID, you may change
the Journal ID to be the same as the one you are fixing (Note:
journal date must be different than the original journal)

Enter Journal Date
e June 30, (year just ended)
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Click the ADD button

The Header Page loads. The ledger Group will default as ACTUALS. The Source
defaults as ONL. Adjusting Entry defaults to Non-Adjusting Entry. The
Transaction Code defaults to GENERAL. The fiscal year and period default based
on the Date. Save Journal Incomplete Status defaults as unchecked.

Favg'r'rtes Ma\n‘r_v"lenu » General Ledger » Journals > Journal Entry > Create Journal Entries
- - hd

[ Header [[lines | Il If |

Unit: 01110 Journal ID:  NEXT Date: 06/30/2012

Long Description: |

*Ledger Group: ACTUALS Q Auto Generate Lines

Ledger: Q Adjusting Entry: Non-Adjusting Entry
*Source: ONL Fiscal Year: 2012

Reference Number: Period: 12,

SJE Type: h ADB Date:

Journal Class: Q Save Journal Incomplete Status
Transaction Code: GENERAL O

Currency Defaults: USD / CRRNT / 1
Reversal: Do Not Generate Reversal Commitment Control

& save | = Motify ‘ U Refresh | = Add (EUpdateFDisplay

Enter a Long Description
e Include detailed description of what the transfer is doing.
¢ Include dates and document ID’s (Deposit ID’s, Journal ID’s etc) of the
transactions that are being corrected.

Change Adjusting Entry
e Use drop down and choose Adjusting Entry
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[ Header [ies [ I Il

Favortes =~ Main Menu > General Ledger > Journals > Journal Entry » Create Journal Entries
- - o - -

Unit: 01110

Long Description:

*Ledger Group: ACTUALS Q
Ledger: Q
“Source: ONL

Reference Number:

SJE Type: hd
Journal Class: Q
Transaction Code: GENERAL

Currency Defaults: USD / CRRNT /1

Reversal: Do Mot Generate Reversal

& save | [=] Notify | U Refresh |

Journal ID:  NEXT

Date: 06/30/2012

Include detailed description of what the transfer is doing. Include dates and document =+
ID's (Deposit ID's, Journal ID's etc) of the transactions that are being corrected. -

[] Auto Generate Lines

Adjusting Entry: Adjusting Entry -
Fiscal Year: 2012
Period: 998 ),

ADB Date:

[ save Journal Incomplete Status

Commitment Control

Es Add | #Update/Display

The Fiscal Year will be the fiscal year just ended and the Period will change to

998.

You may now go to the lines page to finish your journal. Your journal will be
available to post to period 998 once the lines have been entered and it has been

edited and budget checked.

Enter an Intraunit Transfer Journal Entry (ONL) to Period 998 is

General Ledger
October 2016

Complete.

94 of 180



Enter a Journal Entry (ONL) to the ACCRL/ADJ
Ledger — Internal Service Funds and Enterprise Funds
and Fiduciary Funds Only

Situations when this function is used: Entries are made to the ACCRL/ADJ
ledger by Internal Service Funds, Enterprise Funds, and Fiduciary Funds to
record accrual entries at year-end and sometimes during the year.

Navigation: General Ledger > Journals > Journal Entry > Create Journal
Entries > Add a new Value

Your default BU will appear in the Business Unit field. The Journal ID will default
as NEXT. The Journal Date will default as the current date.

Favorites =~ Main Menu > General Ledger > Journals > Journal Entry > Create Journal Entries
- - - - -

Create Journal Entry

| [ h  ew vaue

Business Unit: 01110 &
Journal 1D: NEXT
Journal Date: [09/14/2012 [

Add

Enter Business Unit

e |eave as default or
e enter the appropriate business unit

Enter Journal ID

e leave as NEXT or

e if you are correcting a previously entered Journal ID, you may change
the Journal ID to be the same as the one you are fixing (Note:
journal date must be different than the original journal)

Enter Journal Date
e Should be June 30" date and then reversed on July 15t
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Click the ADD button

The Header Page loads. The ledger Group will default as ACTUALS. The Source
defaults as ONL. Adjusting Entry defaults to Non-Adjusting Entry. The
Transaction Code defaults to GENERAL. The fiscal year and period default based
on the Date. Save Journal Incomplete Status defaults as unchecked.

Favorites = Main Menu > General Ledger > Journals > Journal Entry » Create Journal Entries
- - - - -

[ Header [[iines Il Il |

Unit: 01110 Journal ID: NEXT Date: 06/30/2012

Long Description: |

*Ledger Group: ACTUALS Q Auto Generate Lines

Ledger: Q Adjusting Entry: Non-Adjusting Entry v
*Source: ONL & Fiscal Year: 2012

Reference Number: Period: 12/Q,

SJE Type: A ADB Date:

Journal Class: Q Save Journal Incomplete Status
Transaction Code: GENERAL

Currency Defaults: USD / CRRNT / 1
Reversal: Do Mot Generate Reversal Commitment Control

& save | [=] Notify | o Refresh ‘ =4 Add | FlUpdate/Display

PSS P

Enter a Long Description
e include detailed description of what the entry is doing
e include dates and document ID’s where applicable

Ledger Group
e Use magnify glass and choose ACCRL/ADJ

Adjusting Entry

e Leave as non-adjusting entry or click on drop down and choose
adjusting entry to post to period 998 if journal is a year end adjusting
journal entry.
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Favnvrrtes i Ma|nvMenu >  General Lledger > Journals > Joumnal Entry > Create Journal Entries
- hd hd

Approval
Unit: 01110 Journal ID:  NEXT Date: 06/30/2012
Long Description: Include detailed description of what the entry is doing include dates and document o
ID's where applicable -

“Ledger Group: ACCRUADJ @ ["] Auto Generate Lines

Ledger: ’7Q Adjusting Entry: Adjusting Entry v
“Source: lonL (@ Fiscal Year: 2012

Reference Number: ’7 Period: @ Q

SJE Type: hd ADB Date: 06/30/2012

Journal Class: ’7Q [] save Journal Incomplete Status

Transaction Code: GENERAL QO

Currency Defaults: USD / CRRNT / 1
Reversal: Do Not Generate Reversal Commitment Control

UpdaleIDispIay

ave oti efres =+
@ s: [=] Notify | & Refresh [Er Add

You may now go to the lines page to finish your journal.

Favortes  Main Menu > General Ledger » Journals > Journal Entry > Create Journal Entries
- - -

Header Lines Totals Errors Approval
Unit 01110 Journal ID:  NEXT Date: 06202012 “Process: Edijoumal v Process |

Template List Change Values Inter/Intralnit

~ Lines

] [01110 & ACCRLADY | Q [172401 Q [s9300 Q|1 1/(6001000

] 2 [o1110 '@ AccRuADY [ Q 172509 Q@ [59300 < A115001000 O Q| Q|
ol 3 [01110  © ACCRLADY [ 4 |480000 59300 /ﬂ 115001000 4 | Q | Q |
|4 [01110  © ACCRLADY [ O |s23880 QU |59309/ < [1118001000 @ | Q| Q|

Lines to add: 2 =]

¥ Totals

Unit Total Lines Total Debits

‘|@| il First n 1 0f1 u Last
Total Credits Journal Status

Click on the Process button next to Edit Journal
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Favuvntes i Mavaenu > General Ledger > Journals > Journal Entry > Create Journal Entries
- - -

Journal 00015287816 is saved. (5210,6)

OK |

A message displays saying the journal has been saved and a journal number is
assigned.

The journal now has a Journal Status =V

The journal can now be posted or the overnight batch process will post the
journal.

Important Note: ACCRL/ADJ journals do not budget check. They are
just edited and posted.

Enter a Journal Entry (ONL) to the ACCRL/ADJ Ledger — Internal
Service Funds and Enterprise Funds and Fiduciary Funds Only is
Complete.
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Enter Year End Accrual and Reversal Journal Entries
for the ACCRL/ADJ Ledger — Internal Service Funds,
Enterprise Funds and Fiduciary Funds Only

Situations when this function is used: Accrual entries are made to the
ACCRL/ADJ ledger by Internal Service, Enterprise, and Fiduciary Fund
departments to record year end accrual entries such as Payroll accruals, payables
accruals and sales accruals.

Important Note: Both the accrual entry journal and the reversal
journal must be posted manually. The reversal journal is created when the
accrual entry journal is posted.

Navigation: General Ledger > Journals > Journal Entry > Create Journal
Entries > Add a new Value

Your default BU will appear in the Business Unit field. The Journal ID will default
as NEXT. The Journal Date will default as the current date.

Favorites = Main Menu » General Ledger > Journals > Journal Entry > Create Journal Entries
- v - w -

Create Journal Entry

| [ ew vt |

Business Unit:| 01110 Q)
Journal ID: MNEXT
Journal Date: |06/30/12| 8

Add

Enter Business Unit

e |eave as default or
e enter the appropriate business unit

Enter Journal ID
e |eave as NEXT
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Enter Journal Date

e Should be June 30t date

Click the ADD button

The Header Page loads. The ledger Group will default as ACTUALS. The Source

defaults as ONL. Adjusting Entry defaults to Non-Adjusting Entry. The

Transaction Code defaults to GENERAL. The fiscal year and period default based
on the Date. Save Journal Incomplete Status defaults as unchecked.

Favg'r'rtes Main‘lﬂenu > General Ledger > Journals > Journal Entry > Create Journal Entries
[ Header [\Lines [ Totals [ Eors | l
Unit: 01110 Journal ID:  NEXT Date: 06/30/2012

Long Description:

*Ledger Group: ACTUALS
Ledger:
*Source: ONL Q4
Reference Number:

SJE Type:

Journal Class:

Transaction Code:

Currency Defaults: USD / CRRNT / 1
Reversal: Do Not Generate Reversal

& save | [=] Notify | L Refresh |

Header | Lines | Totals | Errors | Approval

Enter a Long Description

e Include detailed description of what the entry is doing
¢ Include dates and document ID’s where applicable

Ledger Group

GENERAL Q

A

Auto Generate Lines

Adjusting Entry: Non-Adjusting Entry

Fiscal Year: 2012
Period: 12
ADB Date:

Save Journal Incomplete Status

Commitment Control

e Click on the © and choose ACCRL/ADJ

Source

e Leave as default

Adjusting Entry

=5 Add

(EUpdatefDisplay

e Click on drop down and choose adjusting entry to post to period 998
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Favn'r'rces Ma\n_Menu » General Lledger > Journals > Journal Entry > Create Journal Entries
- - -

[ Header [ Lines If If |

Unit: 01110 Journal ID:  NEXT Date: 06/30/2012

Long Description: Include detailed description of what the entry is doing Include dates and document &
ID's where applicable -

*Ledger Group: ACCRLIADJ "] Auto Generate Lines

Ledger: Q Adjusting Entry: Adjusting Entry -

*Source: ONL Fiscal Year: 2012

Reference Number: Period: 998 O

SJE Type: hd ADB Date:

Journal Class: Q ["] save Journal Incomplete Status

Transaction Code: GENERAL ©

Currency Defaults: USD / CRRNT /1
Reversal: Do Not Generate Reversal Commitment Control

@ Save | \E| Notify ‘ ':J Refresh | 3— Add )}EUpdateﬂDisplay

Click on the Reversal: Do Not Generate Reversal link.

Journal Entry Reversal page opens

If July is open, then Click on Beginning of Next Period — This will create a
reversal journal entry with an accounting date of July 15t

If July is closed, then Click on Date Specified by User and enter the

current date — This will create a reversal journal entry with an accounting date
of the current date.

Favovr'n:es Main‘Menu > General Ledger > Journals > Journal Entry > Create Journal Entries
- - -

Journal Entry Reversal

Do Not Generate Reversal
’\:E'..'Ele—ginning of Next P;rﬂnf >
End of Next Period
() Next Day
_ Adjustment Period _
\/\—‘_: ) On Date Specified By UE;LZ\
Adjustment Period: Q
Reversal Date: £l

(@) same As Journal Reversal

On Date Specified By User

ADB Reversal Date:

OK | Cancel| Refresh
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Click OK

If “Beginning of Next Period” was chosen the blue link on the header page of the
journal will reflect that.

-
\~

Favorites
-

Unit: 01110

Long Description:

Reference Number:
SJE Type:
Journal Class:

Transaction Code:

Journal ID: NEXT

Include detailed description of what the entry is doing Include dates and document

ID's where applicable

*Ledger Group: ACCRL/AD) &
Ledger: Q
*Source: ONL @

—

-

Q
GENERAL |

Currency Defaults: USD / CRRNT / 1

B save | = MNotify | s Refresh

Main Menu > General Ledger > Journals > Journal Entry > Create Journal Entries
- - - -

Date:

06/30/2012

[] Auto Generate Lines

Adjusting Entry:
Fiscal Year:
Period:

ADB Date:

[] save Journal Incomplete Status

Commitment Control

Adjusting Entry

2012

[ 998 %

-

[E+ Add | FlUupdate/Display

If “Click on Date Specified by User” was chosen the blue link on the header page
of the journal will reflect that.

Favorites
hd

Unit: 01110

Long Description:

*Ledger Group:

Journal ID: NEXT

Include detailed description of what the entry is doing Include dates and document

ID's where applicable

ACCRLIADJ

Ledger: Q
*Source: ONL <

Reference Number:

SJE Type:
Journal Class:

Transaction Code:

—

-

Q
GENERAL |Q

-

Currency Defaults: USD LCRRNT /1

’:Reversal: On Date Specified By User 2012-09-14

General Ledger
October 2016

Main Menu > General Ledger > Journals > Journal Entry > Create Journal Entries
hd hd hd -

=~

-

7/
-

Date:

[[] Auto Generate
Adjusting Entry:
Fiscal Year:
Period:

ADB Date:

[C] save Journal Incomplete Status

06/30/2012

Lines

Adjusting Entry

2012

[998 Q

Commitment Control
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You may now go to the lines page to finish your journal.
Click the save button and the journal is saved and assigned a journal id.

Click on the Process button next to Edit Journal

Fav:lr'rtes 5 MainvMenu > General Ledger > Journals > Journal Entry > CreéatsJournal Entries
b b -

Journal 0001587817 is saved. (3210,6)

QK |

Header Lines Totals Errors Approval

Unit. 01110 Journal ID: 0001587817 Date: 06/30/2012  *Process; Edit.Joumal M MI

Template List Search Criteria  Change Values M [IErrorsonly [ (£ Line:| 10 =

¥ Lines
1 [01110 ) ACCRL/ADJ \ L [200001 © 50200 () 2300003014 O Q| Q|
2 [01110 € ACCRL/ADJ \ L |s00000 3 50300 () 2300003014 O Q Q|
4 [01110 & ACCRL/ADJ \ L [501000 ' 50300 < 2300003014 O all Q |
5 [01110 @ ACCRL/ADJ \ C [01500 & 50300 () (2300003014 O | Q| Q|
3 lo1110 C ACCRL/ADJ \ €, |s02000 < 50300 3y 2300003014 O Q| Q|
7 [o1110 @ ACCRL/ADJ \ Cy [s02500 ' 50300 () (2300003014 O | Q| Q |
6 [o1110 € ACCRL/ADJ \ L [s03000 < 50300 (3 2300003014 O | Q Q|
8 [01110 @ ACCRL/ADJ \ 504000 ' 50300 < 2300003014 Q| Q| Q |

Lines to add: L =

Customize | Find | View All | lLT—I| ) First Bl 1071 B L ast

Total Credits Journal Status

01110 8 4,902.00 4,902.00 v

The journal now has a Journal Status =V
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Click on the down arrow next to Process and select Post Journal

Favortes  Man Menu > General Ledger > Journals > Journal Entry > Create Journal Entries
- - -

Header Lines Totals Errors Approval

Unit: 01110 Journal ID: 0001587817 Date: 08/20/2012  *Process: h ml
Template List ~ Search Criteria  Change Values fmerinira [JErrorsonly  [5] [£ Line;| 10 1=

~ Lines

L 200001 € 50300 €y [2300003014 Q| Q| Q

[01110 & ACCRLIADJ

[01110 & ACCRLADJ < 500000 < (50300 |y (2300003014 Q| Q | Ql
[01110 & ACCRL/ADJ Q. [so1000 < [s0300 €y (2300003014 1 | Q| Ql
[01110 /@ ACCRLIADJ Q [so1500 @ [50300 |y (2300003014 | Q | Ql

i
@ ®m N W s N =

|
|
|
|
01110 'y ACCRL/ADJ [ 502000 3 50300 €y [2300003014 Q| Q| Q
|
|
|

01110 & ACCRUADJ y [s02500 ) (50300 € (2300003014 O | Q| Q
01110  ACCRL/ADJ L [503000 <y (50300 3 (2300003014 O | Q| Q
01110 C ACCRL/ADJ © [504000 @ 50300 © [2300003014 Q| Q| Q

Lines to add: 1 El

¥ Totals Customize | Find | View All | @H £

Unit Total Lines Total Debits Total Credits

01110 8 490200 490200 v

Click the Process button

Favovr'rtes 5 MainvMenu > General Ledger > Journals > Journal Entry > Create Journal Entries
b b -

Are yaou sure that you want to post this journal? (5010,45)

Ok | Cancel |

A message will appear asking if you want to post the journal. Click OK.

Journal Status is now = P for posted.
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Favortes | Main Menu > General Ledger > Journals > Journal Entry > Create Journal Entries
- - - - -

Header Lines Totals [ Errors Approval

Unit: 01110 Journal ID: 0001587817 Date:  0gau012 “Process: Editdoumal - Process |
Template List Search Criteria Errors Only ' Line: W >
* Lines

1 01110 ACCRL/ADJ < 200001 2300003014

2 01110 ACCRL/ADJ C 500000 50300 2300003014

4 01110 AGCRL/ADJ € 501000 50300 2300003014

5 01110 ACCRL/ADJ € 501500 50300 2300003014

3 01110 ACCRL/ADJ € 502000 50300 2300003014

7 01110 ACCRL/ADJ € 502500 50300 2300003014

6 01110 ACCRL/ADJ € 503000 50300 2300003014

8 01110 ACCRL/ADJ € 504000 50300 2300003014

G 8 First Kl 1 or1 B Last

Find | V
Unit Total Lines Total Debits Total Credits Journal Status

01110 8 4,902.00 4,902.00

Important Note: ACCRL/ADJ journals do not budget check. They are just
edited and posted.

Now, find the reversal journal that was created when the original
accrual journal was posted.

Navigation: General Ledger > Journals > Journal Entry > Create Journal
Entries

Click on Find an Existing Value

Favorites =~ Main Menu > General Ledger > Journals > Journal Entry > Create Journal Entries
- - b - b

Create Journal Entry

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

Maximum number of rows to return (up to 300): 300

Business Unit: = - 01110 Q
Journal ID: begins with ¥ |

Journal Date: = - )
Document Sequence Number: begins with |

Line Business Unit: = - 01110 Q

Journal Header Status: = A No Status - Needs to be Edited v
Budget Checking Header Status: = hd A
Source: = - lonL Q

Search | Clear |Basic Search & Save Search Criteria
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Click the Clear button

Enter Business Unit
e Enter the appropriate business unit

Enter Journal ID from saved journal above (including the leading zero’s) or

Enter Journal Date
e Enter Journal date equal to July 1%t if “Beginning of Next Period” was
chosen or enter current date if “On Date Specified by User” is chosen on
the Journal Entry Reversal Page.

Fa'-.rtlrites MainvMenu > General Ledger » Journals > Journal Entry > Create Journal Entries
- - -

Create Journal Entry

Enter any information you have and click Search. Leave fields blank far a list of all values.

Find an Existing Value [ ]

Maximum number of rows to return (up to 300): |300

Business Unit: = - 01100 Q,
Journal ID: begins with

Journal Date: = v 07/01/2012 3
Document Sequence Number: begins with

Line Business Unit: = - Q

Journal Header Status: = A A
Budget Checking Header Status: = hd hd
Source: = - Q

Search | Clear ‘Basic Search I8 Save Search Criteria
Click Search
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Favr.lrites ! MainvMenu > General Ledger » Journals > Journal Entry > Create Journal Entries
- - -

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

Maximum number of rows to return (up to 300). |300

Business Unit; = - 01100 Q

Journal ID: begins with ~ |

Journal Date: =~ lo7oiz012 i+
Document Sequence Number: begins with |

Line Business Unit: = - | Q

Journal Header Status: = hd -
Budget Checking Header Status: = A A
Source: = - | Q

Search | Clear |Basic Search E Save Search Criteria

Search Results

Business Journal ID Journal UnPost Document Line Journal :
Unit —  |Date Sequence Sequence Number |Business Unit|Header Status |Headd

01100 0001575811 07/01/2012 0O (blank) 01100 Posted Valid
01100 0001575813 07/01/2012 0O (blank) 01100 Posted Valid
01100 YES5344 07/01/2012 0 (blank) 01100 Posted Valid

Click on the journal id link of the appropriate journal

Favorites = Main Menu > General Ledger > Journals > Journal Entry > Create Journal Entries
- - w v v

This journal was created as a reversal so it cannat be modified, deleted, or edited.
(20103

QK |

The above message will appear when the journal opens. This journal was
created as a reversal from an existing journal that has been posted. Thus, this
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reversal journal cannot be modified or deleted. Besides, a reversal journal’s
status is always valid and does not need to be edited.”

Click OK on the message.

Click on the Header page

Favuvrites MainvMenu » General Ledger > Journals > Jounal Entry » Create Journal Entries
- - -

Header Lines Totals Errors Approval

Unit: 01110 Journal ID: 0001587816 Date: 07/01/2012

Long Description: Include detailed description of what the entry is doing include dates and document e
ID¢s where applicable o

*Ledger Group: ACCRLADJ Auto Generate Lines

Ledger: Adjusting Entry: Non-Adjusting Entry =
“Source: ONL Fiscal Year: 2013

Reference Number: Pericd: 1

SJE Type: A ADB Date: 07/01/2012

Journal Class: Save Journal Incomplete Status
Transaction Code: GENERAL

Currency Defaults: USD / CRRNT / 1

Reversal Created by Reversal Process Commitment Control
B Save | Q\Return to Searchl t= Previous in L|5:| ‘E]Next in List | E] Motify | ':) Refresh | @+Add | Z=|Update [\sc\a;l

The reversal journal has a July 15t date and is a non-adjusting entry. The Long
Description, Ledger Group and Source are the same as the original journal.

Click on the Lines page.

Journal Status is V and the line amounts are the exact opposite of the original
entry.

Favortes  Man Menu > General Ledger > Journals > Journal Entry > Create Journal Entries
- - -

Header Lines Totals Errors Approval

Unit 01110 Journal ID: 0001587816 Date:  07/01/2012 *Process: EditJoumal M
Template List ~ Search Criteria Errors Only = Line:| 10 2
~ Lines
Select Line Unit Ledger SpeedType Account Fund Dept Program |Class Project
1 01110 ACCRL/ADJ Q172401 59300 1115001000
2 01110 ACCRL/ADJ Q. 172509 59300 1115001000
3 01110 ACCRL/ADJ L 480000 59300 1115001000
4 01110 ACCRL/ADJ Q) 523680 59300 1115001000

. . . o5 .
Customize | Find | All| IE| = First 4] 10f1 [} ] Last

Total Debits Total Credits Journal Status

01110 4 31,140.00 31,140.00 v
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Important: The journal must be posted. The journal will not post in the
overnight batch process so it must be posted manually.

Click on the drop down next to the Process button and select Post Journal.

Click on the Process button.
Favgrtes i Main‘IV'Ienu > General Ledger » Journals » Journal Entry > Create Journal Entries

Header Lines Totals Errors Approval

Unit: 01110 Journal ID: 0001587816 Date:  07/01/2012 *Process: FostJournal M FEECESS |
Template List ~ Search Criteria Errors Only =] [%] [jpe;| 10 (=
¥ Lines
Select Line Unit Ledger SpeedType Account Fund Dept Program |Class
01110 ACCRL/ADJ QL 172401 59300 1115001000 |

2 01110 ACCRL/ADJ Q. 172509 59300 1115001000
3 01110 ACCRL/ADJ €L 480000 59300 1115001000
4 01110 ACCRL/ADJ Q. 523880 59300 1115001000

The following message will appear.

Favtlrtes i Ma|nvMenu > General Ledger » Journals > Journal Entry > Create Journal Entries
- - i

Are you sure that you want to post this journal? (3010 .45)

oK | Cancel |

Click OK
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Favcvlrites i Ma\n_Menu > General Ledger > Journals > Journal Entry > Create Journal Entries
- - -

Header Lines Totals Errors Approval

Unit: 01110 Journal ID: 0001587816 Date: 070012012 ‘Process: PostJoumal v Process |

Template List ~ Search Criteria Errors Only  [%] (2] |jpe;| 10 2

¥ Lines

Select Line Unit Ledger SpeedType Account Fund Dept Program |Class Project

1 01110 ACCRL/ADJ Q172401 58300 1115001000 |
2 01110 ACCRL/ADJ Q172509 59300 1115001000
3 01110 ACCRL/ADJ 3 480000 58300 1115001000
4 01110 ACCRL/ADJ Q. 523680 59300 1115001000

Unit Total Lines Total Debits

01110 4 31,140.00 31,140.00 P

Journal Status is now Posted.

Enter Year End Accrual Entries for the ACCRL/ADJ Ledger — Internal
Service Funds, Enterprise Funds and Fiduciary Funds Only is Complete.
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Edit a saved journal entry

Situations when this function is used: A journal entry has been saved. The
journal needs to be edited so it can be budget checked and posted.

Navigation: General Ledger > Journals > Journal Entry > Create Journal
Entries > Find an existing value

The Create Journal Entry, Find an Existing Value page loads. Business Unit and

Line Business Unit will default in as your default business unit. Source will
default as ONL.

Favgrr'rtes Main‘!ﬂenu » General Ledger > Journals > Journal Entry » Create Journal Entries
- v -

Create Journal Entry

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value [ ]

Maximum number of rows to return (up to 300): |300

Business Unit: = - 01110 Q
Journal ID: begins with ~

Journal Date: = - 3]
Document Sequence Number: begins with +

Line Business Unit: = - 01110 Q

Journal Header Status: = hd Mo Status - Needs to be Edited hd
Budget Checking Header Status: = hd -
Source: = ONL Q

Search | Clear ‘Basic Search [ Save Search Criteria

Enter Business Unit

e Leave as default or
e Enter the appropriate Business Unit

Enter Journal Header Status: = No Status-Needs to be Edited

Enter Source

e Leave as Default or
e Enter the appropriate Source
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Click on the Search button.

A list of all Journals matching the criteria entered will load at the bottom of the
screen. (If there is just one transaction meeting the criteria, the Header page of
the journal will automatically open.)

Favnvr'rces Ma\nvMenu > General Ledger > Journals > Journal Entry > Create Journal Entries
- - -

Create Journal Entry

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

laximum number of rows to return (up to 300): 300

Business Unit: = - o110 Q
Journal ID: begnswith ~|[

Journal Date: = - [
Document Sequence Number: begins with + l—

Line Business Unit: =~ e
Journal Header Status: = - No Status - Needs to be Edited -
Budget Checking Header Status: = - -
Source: = - I -

Search | Clear | Basic Search [ Save Search Criteria

Search Results

Business Journal UnPost Document %e.
Journal ID Business
Date Sequence Sequence Number U
01110 0000848489 07/01/2001 0 blank) 01110 Edit Reg'd
01110 0000848490 08/01/2001 0 blank) 01110 Edit Reg'd

Click any hyperlinks in the line for the journal that you want to edit.

The Journal Header page loads.

Favgrrces MainvMenu > General Ledger » Journals > Journal Entry > Create Journal Entries
- - -

Header Lines Totals Errors Approval

Unit: 01110 Journal ID: 0000848568 Date: 03/01/2007

Long Description: Reconciliation adjustment journal
*Ledger Group: Auto Generate Lines

Ledger: Adjusting Entry: Mon-Adjusting Entry
*Source: Fiscal Year: 2007

Reference Number: Period: ’_QQ

SJE Type: ADB Date: 1/2007

Journal Class:

Transaction Code: GENERAL

Currency Defaults: USD // 1
Reversal: Do Not Generate Reversal Commitment Control

[T] save Journal Incomplete Status

ﬁ Save Q.Relurn to Search| t[E|Previous in List *@ Mext in List E MNoti 1) Refresh
¥
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Click on the Lines tab

The Journal Lines page loads.

Choose Process: Edit Journal

Click on the Process button

Favorites | Main Menu > General Ledger > Journals > Journal Entry » Create
- - - - -

Header Lines Totals Errors Approval

Unit: 01110 Journal ID: 0000848566 Date: 03012007 “Process: Edtdoumal - Process |
Template List ~ Search Criteria  Change Values 4|\nten’lntraUnrt [ClErorsonly =1 2] e[ 10 3] =]

~ Lines

Select Line “Unit “Ledger SpeedType Account Fund Dept Program

) |s00000 €3 21500 <3 1110003000 < | Q|
@ [s00010 € [10000 € 1110003000 | | al
Cy [500010 €3 21500 < 1110003000 O | Ql
Q [s01000 € 10000 < 1110003000 | | al
<y (501000 €3 21500 <y 1110003000 < | Ql
Q [s01010 & [10000 < 1110003000 | | Q|

01110 < DETAIL_EXP
01110 ) DETAIL_EXP
01110 < DETAIL_EXP

;
2
3
4 [o1110 | DETAIL_EXP
5
6

01110 ) DETAIL_EXP
01110 € DETAIL_EXP

1

The journal has been edited. Under Totals, Journal Status is V, Budget Check
status is N.

Favovr'n:es i Main_Menu > General Ledger > Journals > Journal Entry > Create Journal Entries
- - -

Header Lines Totals Errors Approval

Unit: 01110 Journal ID: Q001587812 Date: 09/14/2012 “Process; Edit Joumal e
Template List ~ Search Criteria  Change Values Enexinira Errers Only  [=) (2] |ipe:| 10 15
~ Lines
0 1 01110 'y ACTUALS [ L |420000 & 21500 i (1110003000 < | Q | Q
O 2 01110 i ACTUALS [ . [100105 < [21500 €y (1110003000 O | Q| Q

Lines to add: 1 =]

Customize | Eind |

Unit Total Lines Total Debits Total Credits

01110 2 200.00 200.00 v N

The journal is ready to be budget checked.

Edit a Saved Journal Entry is Complete.
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Budget Check a Journal

Situations when this function is used: A journal entry has been edited. The
journal needs to be budget checked so it can post.

Navigation: General Ledger > Journals > Journal Entry > Create Journal
Entries > Find an Existing Value

The Create Journal Entry, Find an Existing Value page loads. Business Unit and
Line Business Unit will default in as your default business unit. Source will
default as ONL.

Favortes =~ Main Menu > General Ledger > Journals > Journal Entry > Create Journal Entries
- v - - -

Create Journal Entry

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value [ ]

Maximum number of rows to return {up to 300): 300

Business Unit: = - 01110 Q
Journal ID: begins with

Journal Date: = - )
Document Sequence Number: begins with +

Line Business Unit: = - 01110 Q

Journal Header Status: = hd Mo Status - Needs to be Edited A
Budget Checking Header Status: = hd h
Scurce: = - ONL Q

Search ‘ Clear ‘Basic Search B Save Search Criteria

Enter Business Unit

e Leave as default or
e Enter the appropriate Business Unit

Enter Budget Checking Header Status: = Not Budget Checked
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Enter Source

e Leave as Default or
e Enter the appropriate Source

Click on the Search button.

A list of all Journals matching the criteria entered will load at the bottom of the
screen. (If there is just one transaction meeting the criteria, the Header page of
the journal will automatically open.)

Favgr'rtes j MainvMenu » General Ledger » Journals > Journal Entry » Create Journal Entries
- - -

Create Journal Entry

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

Maximum number of rows to return (up to 300): |300

Business Unit: = - 01110 Q

Journal ID: begins with ~ |

Journal Date: = v 54
Document Sequence Number: begins with |

Line Business Unit: = - 01110 Q

Journal Header Status: = hd -
Budget Checking Header Status: = hd Mot Budget Checked -
Source: = - | Q

Search | Clear |Basic Search B Save Search Criteria

Search Results

. Document Line Journal
Business Journal UnPost -
- Journal ID Sequence Business Header
Unit Date Sequence s
Number Unit Status

01110 0001579092 08/22/2012 0 (blank) 01110 Valid Not Chk'd
01110 0001577532 08/22/2012 Q (blank) 01110 Valid Not Chik'd
01110 0001577527 08/01/2012 0 (blank) 01110 Valid Not Chik'd
01110 0001587812 09/14/2012 0 (blank) 01110 Valid Not Chik'd

Click any hyperlinks in the line for the journal that you want to budget check.

The Journal Header page loads.

General Ledger
October 2016
115 of 180



Click on the Lines tab

The Journal Lines page loads.
Choose Process: Budget Check Journal

Click on the Process button

Favtlr'n:es i MainvMenu » General Ledger > Journals > Journal Entry > Create Jou
w b b

Header Lines Totals Errors Approval

Unit: 01110 Journal ID: 0001577527 Date: 08012012 “Process: BudgetCheckJc = Process |
Template List ~ Search Criteria  Change Values InterfintraUnit Errors Only | =/ [2] |ipe:| 10 12

¥ Lines

[l 1 [o1110 @ AcTuALS | U |480410 ' 63040 O [1110002500 < | Q|
[ [o1110 '@ ACTUALS | < [100105 € (63040 < (1110002500 < | Q |
0o 3 [o1110 & AcTuALS | U [480410 63040 < (1110002500 < | Q |
O 4 [o1110 '@ AcTuALS | Q. [100108 ' 63040 < [1110002800 Q| Q|

The journal has been budget checked. Under Totals, Journal Status is V, Budget
Check status is V.

Favuvntes i Mavaenu > General Ledger > Journals > Journal Entry > Create Journal Entries
- - -

Header Lines Totals Errors Approval

Unit: 01110 Journal ID: 0001577527 Date: 08012012 ‘Process: Edidoumal = | Process |
Template List ~ Search Criteria ~ Change Values ZETELT Errors Only |20 (20 |ine.| 1012

~ Lines

0 h [o1110 & ACTUALS [ QL (480410 'y [B3040 . 1110002500 o | Q | Ql
B 2 [o1110 @ AcTUALS [ @ [100105 @ (B3040 Q. (1110002500 Q3 | Q | aQl
0 2 [o1110 & ACTUALS [ QL (480410 'y [B3040 . 1110002500 o | Q | Ql
[t [o1110 @ AcTUALS [ @ [100105 @ (B3040 Q. (1110002500 Q3 | Q | aQl

Lines to add: 1 El

~ Totals Customize | Find | View All | [E|| ] First B 1 011 B Last

Unit Total Lines Total Debits Total Credits Journal Status Budget Status

01110 4 170.62 170.62 Vv v

The journal is ready to be posted.

Budget Check a Journal is Complete.
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Post a Journal

Situations when this function is used: A journal entry has been edited and
budget checked. The journal will post in the nightly process or the journal can
be posted immediately.

Navigation: General Ledger > Journals > Journal Entry > Create Journal
Entries > Find an Existing Value

The Create Journal Entry, Find an Existing Value page loads. Business Unit and

Line Business Unit will default in as your default business unit. Source will
default as ONL.

Favclr'rtes Main_Menu » General Ledger » Journals > Journal Entry > Create Journal Entries
- - -

Create Journal Entry

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value [ ]

Maximum number of rows to return (up to 300): |300

Business Unit: = 01110 Q
Journal ID: begins with +

Journal Date: = - 3]
Document Sequence Number: begins with -

Line Business Unit: = 01110 Q

Journal Header Status: = A Mo Status - Needs to be Edited -
Budget Checking Header Status: = hd -
Source: = - ONL Q

Search | Clear ‘Basic search [E Save Search Criteria

Enter Business Unit

e Leave as default or
e Enter the appropriate Business Unit

Journal Header Status = Valid Journals-Edits Complete

Budget Checking Header Status = Valid Budget Check
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Enter Source

e Leave as Default or
e Enter the appropriate Source

Click on the Search button.

A list of all Journals matching the criteria entered will load at the bottom of the
screen. (If there is just one transaction meeting the criteria, the Header page of
the journal will automatically open.)

Favorites ~Main Menu > Generalledger > Journals > Journal Entry > Create Journal Entries
- - - - -

Find an Existing Value Add a New Value

Maximum number of rows to return (up to 300} |300

Business Unit: = - [o1110 Q
Journal ID: begins with |
Journal Date: = - B

Document Sequence Number: begins with - |

Line Business Unit: = - | Q
Journal Header Status: = hd Valid Journal - Edits Complete A
Budget Checking Header Status: = hd Valid Budget Check A
Source: = | Q

Search | Clear |Basic. Search [E Save Search Criteria

Search Results

Wiew All

Business Journal ID Journal UnPost Document siness Journal Budget Checking
Unit —  — |Date Sequence Sequence Number Header Status Header Status

01110 0001577527 08/01/2012 0O (blank) 01110 Valid Valid
01110 0001587817 09/14/2012 0 (blank) 01110 Valid Valid

Click any hyperlinks in the line for the journal that you want to post.

The Journal Header page loads.
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Click on the Lines tab
The Journal Lines page loads.
Choose Process: Post Journal

Click on the Process button

Favtlr'rces h Ma\n_Menu > General Ledger > Journals > Journal Entry > Create Journal Entries
- - -

Header Lines Totals Errors Approval

Unit 01110 Journal ID: 0001577527 Date: 08/01/2012 “Process; FostJoumnal e m‘
Template List ~ Search Criteria  Change Values ceri o ClErrorsonly  [Z] 2 Line:| 10/ [=

[o1110 & AcTuALS [  |480410 €y 63040 < [1110002500

2 [p1110 @ AcTuALs [ @ [100105 < [63040 Cy (1110002500 O | Q |
3 [o1110 @ AcTUALS [ Q. [480410 . B3040 < [1110002500 O | Q|
4 [o1110 @ AcTUALS [ Q [100105 < 63040 i [1110002500 Q| Q |

Message page loads.

Favortes | Man Menu > GurmuLLudm:l > JI.KI.{'ME » Juu\luLtnLly » Create Journal Entres

Massage

AT ou SUre thiat you want to post this joumal? (S010,45)

Ok Cancel

Click OK
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Journal is posted. Journal Status is P.

Favo_r'n:es i Main_Menu > General Ledger > Journals > Journal Entry > Create Journal Entries
- - -

Header Lines Totals Errors Approval

Unit. 01110 Journal ID: 0001577527 Date: 08/01/2012 *Process: Edit Journal M ml
Template List Search Criteria Errors Only  [=] 2] | jne: W ¥
¥ Lines
1 01110 ACTUALS Q 480410 B3040 1110002500
2 01110 ACTUALS < 100105 63040 1110002500
B 01110 ACTUALS O 480410 63040 1110002500
4 01110 ACTUALS Q_ 100105 63040 1110002500

¥ Totals Customize | Find | View All | [Ell ] First B 1071 B L ast

Total Credits Journal Status Budget Status

01110 4 17082 17062 P v

Post a Journal is Complete.
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Copy a Journal Entry

Situations when this function is used: A journal needs to be entered that is
similar to one already in the system. The copy function can be used to copy the
journal and create a new one. This saves on data entry time.

Navigation: General Ledger > Journals > Journal Entry > Create Journal
Entries > Find an Existing Value

The Create Journal Entry, Find an Existing Value page loads. Business Unit and
Line Business Unit will default in as your default business unit. Source will
default as ONL.

Favclrites Main'Menu > General Ledger > Journals » Journal Entry » Create Journal Entries
- - -

Create Journal Entry

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value [ ]

Maximum number of rows to return (up to 300): 300

Business Unit: = - 01110 Q
Journal ID: begins with -
Journal Date: = - )

Document Sequence Number: begins with -

Line Business Unit: = - | Q
Journal Header Status: = hd Mo Status - Needs to be Edited -
Budget Checking Header Status: = hd hd
Source; = - ONL Q

Search | Clear |Basic Search [E Save Search Criteria

Click the Clear button

Enter Business Unit

e Leave as default or
e Enter the appropriate Business Unit
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Enter Journal ID
e Journal ID of the journal you want to copy

Enter Journal Date
e Journal date of the journal you want to copy

Click on the Search button.

A list of all Journals matching the criteria entered will load at the bottom of the
screen. (If there is just one transaction meeting the criteria, the Header page of
the journal will automatically open.)

Favorites ' Main Menu > General Ledger > Journals > Journal Entry > Create Journal Entries
- - w

Create Journal Entry

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

Maximum number of rows to return (up to 300). |300

Business Unit: = - 01110 Q
Journal ID: begins with ~ |

Journal Date: = v |09/114/2012 3
Document Sequence Number: begins with ~ |

Line Business Unit: = - | Q
Journal Header Status: = hd hd
Budget Checking Header Status: = hd hd
Source: = - | Q

Search | Clear |Basic Search & Save Search Criteria

Search Results

Business Journal ID Journal UnPost Document
Unit e Date Se uence Sequence Number Busmess Unit Header Statu|

01110 0001583311 09/14/2012 (blank) 01110 Valid
01110 0001587809 09/14/2012 Q (blank) 01110 Valid
01110 AO01587810 09/14/2012 0 {hlank) 01110 Valid

Click any hyperlinks in the line for the journal that you want to copy.
The Journal Header page loads.
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Favorites i Main Menu > General Ledger > Journals » Journal Entry > Create Journal Entries
- - -

Header Lines Totals Errors Approval

Unit: 01110 Journal ID: 0001587814 Date: 09/14/2012
Long Description: I detailed description of the transfer must be entered on the header page of the e
journal. Included in this description must be what the transfer is, the time period that  ~

*Ledger Group: ACTUALS Auto Generate Lines

Ledger: Adjusting Entry: Non-Adjusting Entry  ~
*Source: TSF Fiscal Year: 2013

Reference Number: lm Period: ’_3 Q

SJE Type: hd ADB Date: 09/14/2012

Journal Class: liQ [] save Journal Incomplete Status

Transaction Code: GENERAL

Currency Defaults: USD / CRRNT / 1
Reversal: Do Not Generate Reversal Commitment Control

& save | ElReturn to Searchl +ElPrevious in Llstl +[E Next in List | = Motify | + Refresh [E Add | ¥|Update/Display

Click on the Lines tab

The Journal Lines page loads.

Choose Process: Copy Journal

Click on the Process button

Favortes = Main Menu > General Ledger > Journals > Journal Entry
- hd b d b hd

Header Lines Totals Errors Approval

Unit: 01110 Journal ID: 0001587814 Date: 09/14/2012 *Process; COpyJournal > Process
Inter/Intralnit ErrorsOnly [+ [2] |jhe.| 10

Template List Search Criteria  Change Values

¥ Lines
[ 1 01110 L ACTUALS \ C [407545 (CQ [21970 | [1110002000 O | Q
] 2 01110 () ACTUALS \ Q |100105 @ [21970 | [1110002000 Q| Q

Customize | Find |

01110 2 10000 10000 v
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The Journal Entry Copy Page loads.

Favcirites Main'Menu > General Ledger > Journals > Journal Entry > Create Journal Entries
hd - -

Journal Entry Copy

Business Unit: 01110 Copy From ID: 0001587814 Copy From Date: (09/14/2012
Journal ID: NEXT Ledger: [T Reverse Signs

Journal Date: 09/14/2012 [+ New Ledger: [ Recalculate Budget Date

ADB Date: Document Type: [] save Journal Incomplete Status

Currency Effective Date: 09/14/2012 [+

@ Do Not Generate Reversal (@) $ame As Journal Reversal
Beginning of Next Period On Date Specified By User
() End of Next Period ADB Reversal Date:

) Next Day

© Adjustment Period
() On Date Specified By User

Adjustment Period:

Reversal Date: Gl

Note: Do not adjust any information in the Reversal Date or ADB
Reversal Date boxes.

Enter Journal ID

e |eave as next or
e Enter a journal ID

Enter Journal Date

e Leave as current date or
e Enter a journal date
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Click on Recalculate Budget Date — MUST be done on each journal
regardless of journal date.

Favo'rrces | Ma\nvMenu > General Ledger > Journals > Journd\Entry > Create Journal Entries
- -

Journal Entry Copy

Business Unit: 01110 Copy From ID: 0001587814 Copy From Date:  09/14/2012

Journal ID: NEXT Ledger: [T Reverse Signs
Journal Date: 09/14/2012 |5} New Ledger: Recalculate Budget Date
ADB Date: 09/14/2012 Document Type: [ save Journal Incomplete Status

Currency Effective Date: 0911412012 |5}

Reversal Date ADB Reversal Date

@) Nn Nat Ranars #o Dovarea 1 (@) @ama Ae laurnal Dauareal

Click OK

The journal Lines page loads with the new journal data and indicates that the
new journal has been saved. If the journal ID was left as next, a journal ID has
been assigned.

Favuvrtes Ma\n'Menu > General Ledger > Journals > Journal Entry > Create Journal Entries
- - -

Journal 0001587818 is saved. (5210,6)

OK

Click OK
Make and changes to journal descriptions, chartfields, amounts, etc.
The journal is ready to be edited, budget checked and posted.

Copy a Journal Entry is Complete.
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Copy and Reverse a Journal Entry

Situations when this function is used: To reverse an incorrect journal entry
that can’'t be deleted because it has posted and is in a closed period. (To correct
a journal entry that has posted in a current, open period contact Financial
Operations and they will unpost the journal.)

Navigation: General Ledger > Journals > Journal Entry > Create Journal
Entries > Find an Existing Value

The Create Journal Entry, Find an Existing Value page loads. Business Unit and
Line Business Unit will default in as your default business unit. Journal Header
Status defaults as No Status — Needs to be Edited. Source will default as ONL.

Click the Clear button

Favorites = Main Menu > General Ledger > Journals » Journal Entry > Create Journal Entries
- - - - -

Create Journal Entry

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value [ ]

Maximum number of rows to return (up to 300): 300

Business Unit: = Q
Journal ID: begins with +
Journal Date: = - 3,

Document Sequence Number: begins with +

Line Business Unit: = - Q
Journal Header Status: = A A
Budget Checking Header Status: = hd hd
Source: = - Q

Search ‘ Clear |Basic Search B Save Search Criteria

Enter Business Unit

Enter Journal 1D
e Journal ID of the journal you want to reverse
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Create Journal Entry

Business Unit: =

Journal Date: =

Line Business Unit: = -

Journal Header Status: =

Favortes =~ Main Menu > General Ledger > Journals > Journal Entry > Create Journal Entries
v - - - -

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Valug

Maximum number of rows to return (up to 300). |300

[o1110 Q

Journal ID: begins with + (0000000001

Document Sequence Number: begins with |

Budget Checking Header Status: = hd
Source: = - Q
Search | Clear |Basic Search [E) Save Search Criteria

Click on the Search button

The Journal Header page loads.

Favortes = Main Menu > General Ledger > Joumals > Journal Entry > Create Journal Entries
- - w w w

Header Lines Totals Errors

Unit: 01110 Journal ID: 0000000001

Long Description:

*Ledger Group: ACTUALS
Ledger:
*Source: TSF

Reference Number:

SJE Type: v
Journal Class: PY
Transaction Code: GENERAL

Currency Defaults: USD //1

Reversal Do Not Generate Reversal

@ Save | Q\Return to Searchl E] Notify | f:) Refresh

General Ledger
October 2016

Date: 10/17/2001

Reimb from AQT for copies made using copier code #3. Charge is for the pe
11/1/00 through 6/30/01.

Auto Generate Lines

Adjusting Entry: Mon-Adjusting Entry
Fiscal Year: 2002

Period: -

ADB Date: 10/17/2001

Save Journal Incomplete Status

Commitment Control
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Click on the Lines tab

The Journal Lines page loads.

Choose Process: Copy Journal

Click on the Process button

Favortes = Man Menu > Generalledger > Jounak » Journal Entry > Crea
- - - - -

Header Lines Totals Errors Approval

Unit: 01110 Journal ID: 0000000001 Date: 10172001 “Process: CopyJoumal v Process |
Template List ~ Search Criteria Errors Only =] (2] jne.[ 100 5
~ Lines
[ Select [Lime  unit  |Ledger  |Speediype | |Account |Fund |Dept  |Program |Class
1 01110 ACTUALS <L 100105 10000 1110002000
2 01110 ACTUALS Q517020 10000 1110002000

¥ Totals

Unit Total Lines Total Debits

01110 2 54.54 54.54 P v

Customize | Find | View

Al B0 8 Fie B g ora I

Save O\Return to Search Noti % Refresh
s fy | o

The Journal Entry Copy Page loads.
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Favorites = Main Menu > General Ledger > Journals > Journal Entry > Create Journal Entries
- - - - -

Journal Entry Copy

Business Unit: 01110 Copy From ID: 0000000001 Copy From Date:  10/17/2001
Journal ID: NEXT Ledger: [ Reverse Signs

Journal Date: 09/14/2012 3 New Ledger: [ Recalculate Budget Date

ADB Date: Document Type: [] save Journal Incomplete Status

Currency Effective Date: 09/14/2012 31

@ Do Not Generate Reversal (@) Same As Journal Reversal
Beginning of Next Period On Date Specified By User
() End of Next Period ADB Reverzal Date:

) Next Day

Adjustment Period

() On Date Specified By User

Adjustment Period:

Reversal Date: )

Note: Do not adjust any information in the Reversal Date or ADB
Reversal Date boxes.

Enter Journal ID of the journal you are reversing — must include the
leading zero’s

Enter Journal Date

e Leave as current date or
e Enter a journal date

Click on Reverse signs — will make the journal to be an exact opposite of the
journal you are copying

General Ledger

October 2016
129 of 180



Click on Recalculate Budget Date — MUST be done on each journal
regardless of journal date.

Fav:lrites i MainvMenu > General Ledger » Journals > Journal Entry > Crdate Journal Entries
- - -

Journal Entry Copy

Business Unit: 01110 Copy From ID: 0000000001 Copy From Date:  10/17/2001
Journal ID: 0000000001 Ledger: Reverse Signs

Journal Date: 09/14/2012 [3i) New Ledger: Recalculate Budget Date

ADB Date: 09/14/2012 Document Type: "] save Journal Incomplete Status

Currency Effective Date: 09/14/2012 |5

Reversal Date ADB Reversal Date

@ Do Not Generate Reversal (@) same As Journal Reversal
(C) Beginning of Next Period On Date Specified By User
(C)End of Next Period ADB Reversal Date:

() Next Day

() Adjustment Period
(C) On Date Specified By User
Adjustment Period:

Reversal Date: i‘-‘

Click OK

The journal Lines page loads with the new journal data and indicates that the
new journal has been saved.

Favorites i Main Menu > General Ledger > Journals > Journal Entry > Create Journal Entries
- - -

Journal 0000000001 is saved. (5210,6)

OK

Click OK
The journal is ready to be edited, budget checked and posted.

Copy and Reverse a Journal Entry is Complete.
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Print a Journal Entry

Situations when this function is used: A printed copy of the journal entry is
needed.

Navigation: General Ledger > Journals > Journal Entry > Create Journal
Entries > Find an Existing Value

The Create Journal Entry, Find an Existing Value page loads. Business Unit and
Line Business Unit will default in as your default business unit. Journal Header

Status defaults as No Status — Needs to be Edited. Source will default as ONL.

Click on the Clear button

Enter Business Unit

Enter Journal ID — be sure to include the leading zero’s

Favgrites MainvMenu » General Ledger > Journals > Journal Entry > Create Journal Entries
- - -

Create Journal Entry

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value [ ]

Maximum number of rows to return (up to 300). |300

Business Unit: = - 01110 Q
Journal ID: begins with ~ |0001587817
Journal Date: = - 3

Document Sequence Number: begins with

Line Business Unit: = - Q
Journal Header Status: = hd hd
Budget Checking Header Status: = A A
Source: = - Q
Search | Clear ‘Basic Search [E Save Search Criteria
Click Search
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Home Worklist Add to Favories Sign out

Mew Window | Help | Customize Page | B

[ Header Y Lines | Tolals " Emors [ Approval

Unit. 01110 Journal It 0001065215 Date: 10/21/2008

Long Description: |Correct.Accounting Entries for Deposit# 111085858588, dated 10-21-08 ‘

*Ledger Group: _ Awuto Generate Lines

Ledger: ] Adjusting Entry:
*Source: - Fiscal Year: 2009

Reference Number: l:l Period: Q

SJE Type: [ ¥ ADB Date:

Journal Class: I:IO\ [ save Journal Incomplete Status
Transaction Code: Q

Currency Defaults: USD / CRRMT /1
Reversal: Do Mot Generate Reversal Commitment Control

JE UpdateDipla

B save | & Return to Search | [=] Motify | L Refresh Es Add

Header | Lines | Totals | Errors | Approval

Click on the Lines page

Fav:lr'rtes : MainvMenu > General Ledger » Journals > Journal Entry > Create Journal Entries
- hd hd

Header Lines Totals Errors Approval

Unit: 01110 Journal ID: 0001587817 Date:  (9/142012 “Process: v _
Template List ~ Search Criteria Errors Only  [=] [Z] jne:[ 10 %
¥ Lines

1 01110 ACCRL/ADJ <L 200001 50300 2300003014

2 01110 ACCRL/ADJ < 500000 50300 2300003014

3 01110 ACCRL/ADJ L 502000 50300 2300003014

4 01110 ACCRL/ADJ < 501000 50300 2300003014

5 01110 ACCRL/ADJ < 501500 50300 2300003014

6 01110 ACCRL/ADJ < 503000 50300 2300003014

7 01110 ACCRL/ADJ L 502500 50300 2300003014

8 01110 ACCRL/ADJ < 504000 50300 2300003014

* Totals Customize | Find | View Al | €3 28

Unit Total Lines Total Debits Total Credits

01110 8 4,902.00 4,902.00
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Click on the drop down next to Process and select Print Journal

Click on the Process button

Favortes = Main Menu > General Ledger > Journals > Journal Entry > Create Journal Entries
hd hd b b hd

Header Lines Totals Errors Approval

Unit: 01110 Journal ID: 0001587817 Date:  (09/14/2012 *Process; Frintdournal — ~ _ Process |
Template List Search Criteria Errors Only . : Line:m 3
~ Lines

1 01110 ACCRL/ADJ <L 200001 50300 2300003014

2 01110 ACCRL/ADJ . 500000 50300 2300003014

3 01110 ACCRL/ADJ . 502000 50300 2300003014

4 01110 ACCRL/ADJ Q. 501000 50300 2300003014

Click on Report Manager link

Favorites =~ Main Menu > General Ledger > Journals > Journal Entry Journal Entries
- - - - -

Header Lines Totals Errors Approval

Unit 01110 Journal ID: 0001587817 Date:  (09/14/2012 ‘“Process: IrntJounal = Mﬂwﬂﬂgﬂ Process Monitor
Template List Search Criteria Errors Only =] (%] | jne; W ¥
~ Lines
1 01110 ACCRL/ADJ Q 200001 50300 2300003014
2 01110 ACCRLU/ADJ o\, 500000 50300 2300003014
nnnnnnnnn N rannan ranan P )

Click on Administration tab

Click Refresh until Status = Posted

Favgrrces Ma\n'Menu > Reporting Tools > Report Manager
-

List Explorer Administration Archives

View Reports For

User ID: TJARVIS Type: v Last - 1 Days - Refresh |
Status: ¥  Folder: ¥ Instance: ‘ to:|
Report List

09/14/2012  Acrobat
1212261 5047583 Journal Entry Print 2:90:97PM (*pdf) Posted  Details

Report Prcs - e
Select D Instance Description Date/Time Format |Status Details
]

Click on Journal Entry Print link under Description

Copy of journal opens. Click on the printer icon to print.
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Fage No. 1
JOURNAL ENTRY DETAIL REPORT Fun Date aa2012
Run Time T21:02PM
Unit: 01110 Ledger Group: ACCRUADJ
Journal i QoosETEIT Source! ONL
Date: an4z012 Reversal: Reversal Etfective Dase for 02012
Exchange Rabe:
Includ whait the entry ks daing Include Ieversal Date:
dates and document IDZs where applicable
T Fowergn R T P
uso
Curr. Date Credt Dabit. Creai |
ACCRLU/ADJ
1 01110 200001 S0300 2300003014 CRAENT 1.00000000 uso
Dusenpbon:  Accounts Payable - Vendor Fstururce 4,502 00 4.50200
2 0110 S00000 S0300 2300003014 CRANT 1.00000000 usp
Desscription: Classiied Employees. Reterance: 4,902.00 490200
3 010 502000 50300 2300003018 CRANT 1.00000000 uso
Deenption: Retirement - Classified Emol Reterence:

You have completed Printing a Journal.
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Deleting a Journal Entry

Situations when this function is used: A journal has been entered in error.
As long as the journal has not been posted, it can be deleted.

Navigation: General Ledger > Journals > Journal Entry > Create Journal
Entries > Find an Existing Value

The Create Journal Entry, Find an Existing Value page loads. Business Unit and
Line Business Unit will default in as your default business unit. Source will
default as ONL.

Click the Clear button

Enter Business Unit

e Leave as default or
e Enter the appropriate Business Unit

Enter Journal 1D
e Journal ID of the journal you want to delete

Enter Journal Date

e Journal date of the journal you want to delete or
e Leave blank

Click on the Search button.

Favg_rrces Mainyenu > General Ledger > Journals > Joumal Entry > Create Journal Entries
- - -

Create Journal Entry

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value | |

Maximum number of rows to retumn (up to 300). |300

Business Unit: = - 01110 Q

Journal ID: begins with + 0001587814

Journal Date: = v 09142012 £l
Document Sequence Number: begins with ~

Line Business Unit: = - 01110 Q

Journal Header Status: = hd Valid Journal - Edits Complete -
Budget Checking Header Status: = hd hd
Source: =~ | Q

Search Clear | Basic Search B Save Search Criteria
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A list of all Journals matching the criteria entered will load at the bottom of the
screen. (If there is just one transaction meeting the criteria, the Header page of
the journal will automatically load.)

Click any hyperlinks in the line for the journal that you want to delete.

The Journal Header page loads.

Favgrites Mainflenu > General Ledger » Journals > Journal Entry > Create Journal Entries
v - -

[ Header [[lines™ [ Il Il |

Unit: 01110 Journal ID: 0001587814 Date: 09/14/2012

Long Description: I detailed description of the transfer must be entered on the header page of the -
journal. Included in this description must be what the transfer is, the time period that  ~

“Ledger Group: Auto Generate Lines

Ledger: Adjusting Entry: Non-Adjusting Entry  +

“Source: Fiscal Year: 2013

Reference Number: TF091412 Period: 3Q

SJE Type: hd ADB Date:

Journal Class: Q [] save Journal Incomplete Status

Transaction Code: GENERAL O

Currency Defaults: USD / CRRNT / 1

Reversal: Do Not Generate Reversal Commitment Contral

[:-! Save ‘ 4[:{Return to Search‘ fE|F‘revious in List J*|§|I‘~lext in List | |E| MNotify ‘ "',J Refresh E& Adc

Click on the Lines tab

The Journal Lines page loads.
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Choose Process: Delete Journal

Click on the Process butto

Favorites i Main Menu > General Ledger » Journals > Journal Entry reate Journal Entries
- - .

Header Lines Totals Errors Approval

A Delete J I - P
Unit: 01110 Journal ID: 0001587814 Date: 09/14/2012  *Process: -SI€l€Jouma EEES |
Template List ~ Search Criteria  Change Values [LEIC e Errors Only =] (2] ;.| 10012

¥ Lines

Select Line *Unit *Ledger SpeedType l_ Account Fund Dept Program
O 1 01110 ) ACTUALS | L |407545 Q21970 < [1110002000 O | Q|
O 2 01110 C ACTUALS | Q [100105 @ 21970 O [1110002000 O | Q|

Lines to add: 1 E|

Warning message screen loads.

Favgrites : MainvMenu » General Ledger > Journals » Journal Entry > Create Journal Entries
b v w

Are you sure that you want to delete this journal? (5010,30)

Click Yes

The Find and Existing Value page loads with a message saying that the journal
has been deleted.
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Fawlr'rtes MainvMenu > General Ledger > Journals > Journal Entry » Create Journal Entries
i hd w hd

Journal 0001587814 is deleted. (5210,7)

QK |

Click OK

Deleting a Journal Entry is Complete.
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Inquiring on a Journal Entry — Inquiry Page

Situation when this function is used: To look at a journal for inquiry
purposes only. No updates to the journal can be performed through these
pages.

Navigation: General Ledger > Review Financial Information > Journals
Journals — Find an Existing Value page loads.

Click on the Add a New Value Tab

The Add a New Value page loads.

Favorites = Main Menu » General Ledger > Review Financial Information > Journals
- - - -

Journals

| [ A  ew vtue |

Inquiry Name: ||

Add

Enter the name that you want this inquiry to be called.
Click the Add button.

The Journal Inquiry Criteria page loads. What you named the inquiry defaults
under Inquiry, your default business unit defaults under Unit.

Note: If you have an existing Inquiry Name (run control) for this screen, you
may enter it in the Inquiry name field on the Find an Existing Value page and
click search. The Journal Inquiry Criteria page will load at that time with criteria
that was saved previously defaulting in.
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Favorites  Main Menu > General Ledger > Review Financial Information > Journals
- - - -

Journal Inquiry Criteria
Journal Inquiry

Ledger Criteria

Inquiry *Unit “Ledger *Year *From Period *To Period Suspense Status
SEARCH JE p1110 @ Q Q Q Q Q _Search |
Journal ID Date Status Source Currency Stat Document Type
Q 5 Q Q Q Q Q
User Document Sequence Max Rows Sort By
Q 100 Journalld =
& save | &= Notify ‘ s Refresh | =4 Add })EUpdatefD\splay

Enter Business Unit - This is a required search field

e Leave as default or
e Enter the appropriate business unit for the journal or journals you are
searching for

Enter Ledger — This is a required search field

e Enter appropriate Ledger for the journal or journals you are searching
for (ACTUALS or ACCRL/ADJ)

Enter From Period — This is a required search field

e Enter the beginning period for the journal or journals you are
searching for

Enter Through Period — This is a required search field

e Enter the ending period for the journal or journals you are searching
for

Enter remaining criteria fields

e Leave blank or
e Enter values in the remaining criteria fields to narrow your search

General Ledger
October 2016
140 of 180



Favtlr'rtes i MainvMenu > General Ledger » Review Finandal Information > Journals
£ £

Journal Inquiry Criteria
Journal Inquiry

Ledger Criteria

Inquiry *Unit *Ledger *Year *From Period *To Period Suspense Status

SEARCH JE 1110 @ [acTuAls @ 2012Q | 3q | 12lQ | Q Search
Journal ID Date Status Source Currency Stat ﬁ
| Q| B[ a Q Q Q Q

User Document Sequence Max Rows

| Q| | 100

& Save | = Notify |  Refresh | [E+ Add | Update!DispIay

Click the Save button ave your Inquiry to be used in the future.

Click the Search button.

Rows of data matching the criteria entered loads at the bottom of the screen
under Journals.

Favorites Main Menu > General Ledger > Review Financial Information > Journals
- - - -

Journal Inquiry Criteria
Journal Inquiry

Ledger Criteria

Inquiry *Unit “Ledger *Year *From Period *To Period Suspense Status

SEARCH JE o110 @ [acTuaLs @ | 2012 | Q| 120Q | Q Search
Journal ID Date Status Source Currency Stat Document Type ﬁ

| Q| 5[ Q Q[ & Q Q

User Document Sequence Max Rows Sort By

| Q | | 100 Journalld =
Journals Customize | Find | @| i
Journal ID |Date Unit IlU  |Status Source g‘u:tu:nse User Unpost Date

0001443587 10/01/2011 01110 Posted No Susp JCYR 10/01/2011 BRISSON, KIRK #1(
0001443595 10/01/2011 01110 Posted TSF No Susp JCYR 10/01/2011 HOLDEN, RICHARL
0001445815 09/01/2011 01110 Posted TSF No Susp MWHITEZ2  09/01/2011 LAMBERT, SANDR4
0001456868 09/01/2011 01110 Posted TSN No Susp RODOYON  09/01/2011 1/12 of yearly transfe
0001456878 09/08/2011 01110 Posted OML No Susp JCYR 09/08/2011 Deposit to Agency F
0001456889 09/08/2011 01110 Posted TSF No Susp JCYR 09/08/2011 Transfer State Tax v

Use your right and bottom scroll bars to see all of the rows returned and all of
the details.

NOTE: If there is no data matching your criteria, no data will be displayed at
the bottom of the screen. If there is more than one row of data matching your
criteria, only the first 100 results will be displayed. If the journal you are looking
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for is not in the first 100 rows of data matching your criteria, you can increase
the Max Rows field to be greater than 100.

Click on the Journal 1D hyperlink that corresponds with the row of data
that you want to review.

The Journal Inquiry Details page loads.

Favorites  Main Menu > General Ledger > Review Financial Information > Journals
- - - -

Journal Inquiry Details
Journal Inquiry

Ledger Criteria

Inquiry Unit Ledger Year From Period To Period Currency Suspense Status Doc Type
SEARCHJE 01110 ACTUALS 2012 3 12
Go To: Journal Criteria Header Msg:

ouraposger ]
Journal ID: 0001456878 Date: 09/08/2011 Source: ONL Schedule:
Ledger Grp: ACTUALS Original Date:  09/08/2011 Lines: 68 Doc Seq:
Status: Posted InterUnit BU: 01110 Posted: 09/08/2011 Process: Edits OK
Balanced: DR=CR Reversal: MNone Reversal Date:
Operator Id:  JCYR
Long Description Deposit to Agency Fund Accounts 09-08-2011

Totals by Currency Find | View All First Bl 1 or1 B Last

Currency: USD DR: 14,802,168.69 CR: 14,802,168.69 Net: 0.00

Use the right scroll bar to view additional journal information.

Totals by Currency i First 4] 10f1 [ Last

Currency: USD  DR: 14,802,168 69 CR: 14,.802,16869 Net: 0.00

@ Show All Lines

) Show From Line: Thru Line: g@uew Journal Lines

Journal Line

Line # DR Amount CR Amount (Currency [Account Fund Code (Dept Program
1 1881958.38 USD 480420 63020 1110002500
2 1881958.38 ushD 101094 63020 1110002500
g 943561.26 USD 480420 63040 1110002500
4 943561.26 ushD 101094 63040 1110002500
5 1277483.68 USD 480410 63040 1110002500
6 1277483.68 ushD 101094 63040 1110002500
7 519744.08 USD 480420 63030 1110002500
8 519744.08 ushD 101094 63030 1110002500
1) 1022501.28 USD 480420 63011 1110002500
10 1022501.28 ushD 101094 63011 1110002500
1 2507725.86 USD 480410 63011 1110002500
12 2507725.86 ushD 101094 63011 1110002500
13 25484.74 USD 480420 63081 1110002500
14 25484.74 ushD 101094 63081 1110002500
15 89158.33 USD 480410 63081 1110002500
16 89158.33 ushD 101094 63081 1110002500
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Use the bottom scroll bar to review additional journal line details.

N/R Exchange Rate Base DR Amount Base CR Amount case Stat Statistic Amount [Line Descr
urrency
1.00000000

N 1881958.38 USD 09/08/11 Pay Date
N 1.00000000 1881958.38 usb 09/08/11 Pay Date
N 1.00000000 843561.26 USD 09/08/11 Pay Date
N 1.00000000 943561.26 usb 09/08/11 Pay Date
N 1.00000000 127748368 USD 09/08/11 Pay Date
N 1.00000000 1277483 68 usb 09/08/11 Pay Date
N 1.00000000 51974408 USD 09/08/11 Pay Date
N 1.00000000 519744 .08 usb 09/08/11 Pay Date
N 1.00000000 1022501.28 USD 09/08/11 Pay Date
N 1.00000000 1022501.28 usb 09/08/11 Pay Date
N 1.00000000 2507725.86 USD 09/08/11 Pay Date
N 1.00000000 2507725.86 usb 09/08/11 Pay Date
N 1.00000000 25484.74 USD 09/08/11 Pay Date
N 1.00000000 25484.74 usb 09/08/11 Pay Date
N 1.00000000 89158.33 USD 09/08/11 Pay Date

z

1 Annnnnnn on1co 29 nen NOMNOMAA Dons Mt

Use the hyper link Journal Criteria a¢ the top of Journal Inquiry Details page to

inquire on a different Journal ID.

Inquiring on a Journal Entry — Inquiry Page is Complete.

General Ledger
October 2016
143 of 180



Inquiring on a Journal Entry - Using Find an Existing
Value Page

Situations when this function is used: Journal entries can be pulled up to
perform additional processes on them such as edit, budget check or post or to

review errors. This function can also be used on posted transactions for review
purposes only.

Navigation: General Ledger > Journals > Journal Entry > Create Journal
Entries > Find an Existing Value

Your default BU will appear in the Business Unit field and the Line Business Unit

field. The Journal Header Status will default as No Status — Needs to be Edited.
The Source will default as ONL.

Favortes Main Menu > General Ledger > Journals » Joumnal Entry > Create Journal Entries
- - - - -

Create Journal Entry

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value [ ]

Maximum number of rows to return (up to 300): |300

Business Unit: = - 01110 Q

Journal ID: begins with

Journal Date: = - 3
Document Sequence Number: begins with ~

Line Business Unit: = - 01110 Q

Journal Header Status: = hd No Status - Needs to be Edited hd
Budget Checking Header Status: = hd hd
Source: = ONL Q

Search ‘ Clear ‘Basic Search B Save Search Criteria

Enter Business Unit - This is a required search field
e Leave as default or
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e Choose a condition (=, begins with, etc) and enter a value for the
appropriate business unit

Enter Journal ID

e Leave as blank or
e Choose a condition (=, begins with, etc) and enter a value for the
appropriate Journal 1D

Enter Journal Date

e Leave as blank or
e Choose a condition (=, begins with, etc) and enter a value for the
appropriate journal date

Document Sequence Number
e Leave as blank

Line Business Unit

e Leave as default or
e Change to match Business Unit criteria above

Journal Header Status

e Leave as blank or
e Choose a condition (=, begins with, etc) and enter a value for the
appropriate Status

Budget Checking Header Status

e Leave as blank or
e Choose a condition (=, begins with, etc) and enter a value for the
appropriate Status

e Leave as default or
e Choose a condition (=, begins with, etc) and enter a value for the
appropriate source

Click the Search button

The first 300 results can be displayed. And up to 100 rows of data matching the
criteria entered loads at the bottom of the page. Use the left hand scroll bar to
view all rows displayed. If there are more than 100 rows that matched the
criteria entered a View All hyperlink will display above the data. Click this link to
view all results up to the 300 allowed.
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NOTE: If there is only one row of data that matches your criteria, the header
panel of the journal will automatically load when you click search. If there is no
data matching your criteria, a message of “No matching values were found.” will
be displayed at the bottom of the screen

ravovrrtes Maln‘Menu > General Ledger > Journals » Journal Entry > Create Journal Entries

Document Sequence Number: begins with ~ |
Line Business Unit: =~ [o1110 Q
Journal Header Status: = A A
Budget Checking Header Status: = hd hd
Source: =~ [one Q

Search | Clear |Baswc Search I8 Save Search Criteria

Search Results

QOnly the first 300 results of a possible 1882 can be displayed. Enter more search key information and search again ti

Journal ID Journal UnPost IDocument Lmeness urnal
Date Sequence \Sequence Number Unit Header Status |Header

01110 0000029803 06/28/2002 0 (blank) Posted Valid
01110 0000055401 12/03/2001 g (blank) 01110 Posted Valid
01110 0000061094 12/12/2001 0 (blank) 01110 Unposted Valid
01110 0000061094 12/12/2001 1 (blank) 01110 Posted Valid
01110 0000061097 12/12/2001 0 (blank) 01110 Unposted Valid
01110 0000061097 12/12/2001 1 (blank) 01110 Posted Valid
01110 0000061120 08/30/2001 0 (blank) 01110 Unposted Valid
01110 0000061120 08/30/2001 1 (blank) 01110 Posted Valid
01110 0000061121 08/31/2001 0

(blank) 01110 Unposted Valid

Click on any hyperlink in the row of data you are looking for

The Header Page for the journal loads. If the journal has been posted, all fields
will be grayed out and cannot be changed.

Favgr'rtes ' MainvMenu > General Ledger > Journals > Journal Entry > Create Journal Entries
- b hd

Header Lines Totals Errors Approval

Unit: 01110 Journal ID: 0000985037 Date: 05/27/2008

Long Description: Per Acts of 2003, Act 68 Sec 36
*Ledger Group: ACTUALS Auto Generate Lines

Ledger: Adjusting Entry: Non-Adjusting Entry
*Source: ONL Fiscal Year: 2008

Reference Number: Period: 11

SJE Type: - ADB Date: 05/27/2008

Journal Class: Save Journal Incomplete Status
Transaction Code: GENERAL

Currency Defaults: USD / CRRNT / 1
Reversal: Do Not Generate Reversal Commitment Control

@ Save | Q\Return to Searchl tE] Previous in Liatl *E] Mext in List | E] MNotify | ':J Refresh

General Ledger
October 2016
146 of 180



Click on the Lines Tab

The Lines Page loads showing lines detail including chartfields, amounts and
statuses.

Use the bottom scroll bar to see more of the screen

Customize | Find | View Al | @1 | 88 First Kl 1 014 Bl Last
Unit Total Lines 1ntal Debits edits Journal Status Budget Status
\ v

01110 8 22N7,299.72 2,297,299 72 P

Save | &AReturn to Search| t=[Previous in List| $[5|Next in Lisi Notify Refresh
Q k4

Header | Lines | Totals | Errors | Approval

< I |

@ Internet | Protected M«

Favortes  Man Menu > General Ledger > Journak  »  Joumal Emry 3 Create Journal Entries

Hew Window | Help | Customize Page | SR

Date:  oszrones  Process: EUJowmal = Process |

Emors Only (5] |5 |jng; 10015 |2

1,148,649.85 USD
Q100106 10000 140000000 1,140,649 85 usp O5/ETI2006 Intraunit Cash Account
. 400180 0610 1140000000 B44.470.04 uso D527 12006 Feeal Property Transfer
QL 100106 S0610 1140000000 44 470 04 USD OE2T2008 Intraunit Cash Account
Q400180 21330 1140000000 281.118.82 ush DE2T12008 [eal Propesty Transfer
Q100106 230 1140000000 267118 62 USD OERTER006 Intraunit Cash Account

To view additional rows of data from your original search, click on the Next in

List and Previous in List buttons at the bottom left of the screen.

Click on the Return to Search button to begin a new search.

Inquiring on a Journal Entry — Using Find an Existing Value Page is

Complete.
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Journal has an out of balance Edit Error — Find and
Correct Journal

Situations when this function is used: A journal entry has an out of balance
edit error. This error must be fixed so that the journal can be budget checked
and posted.

Out of balance is the most common type of edit error. Call the VISION Finance
Support Desk at 828-0407, option 2 if you receive other edit errors and need
assistance.

Navigation: General Ledger > Journals > Journal Entry > Create Journal
Entries > Find an Existing Value

Your default BU will appear in the Business Unit field and the Line Business Unit
field. The Journal Header Status will default as No Status — Needs to be Edited.
The Source will default as ONL.

Favg_r'rtes MainvMenu > General Ledger > Journals » Journal Entry » Create Journal Entries
- - -

Create Journal Entry

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value [ ]

Maximum number of rows to return {up to 300} 300

Business Unit: = - 01110 Q
Journal ID: begins with -
Journal Date: = hd 2!

Document Sequence Number:; begins with

Line Business Unit: = - 01110 Q
Journal Header Status: = hd Mo Status - Needs to be Edited hd
Budget Checking Header Status: = hd hd
Source: = ONL Q

Search ‘ Clear ‘Basic Search B Save Search Criteria
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Enter Business Unit - This is a required search field

e leave as default or
e choose a condition (=, begins with, etc) and enter a value for the
appropriate business unit

Enter Journal ID

e |eave as blank or
e choose a condition (=, begins with, etc) and enter a value for the
appropriate Journal 1D

Enter Journal Date

e leave as blank or
e choose a condition (=, begins with, etc) and enter a value for the
appropriate journal date

Document Sequence Number
e leave as blank

Line Business Unit

e leave as default or
e change to match Business Unit criteria above

Journal Header Status
e Choose the condition = and choose Journal Has Errors

Budget Checking Header Status

e |eave as blank or
e choose a condition (=, begins with, etc) and enter a value for the
appropriate Status

Source

e |eave as default or
e choose a condition (=, begins with, etc) and enter a value for the
appropriate source
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Favorites = Main Menu > General Ledger > Journals » Journal Entry > Create Journal Entries
b hd - hd -

Create Journal Entry

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Maximum number of rows to return (up to 300): |300

Business Unit: = - 1110 Q
Journal ID: begins with ~ |
Journal Date: = - 3

Document Sequence Number:  begins with ~ |

Line Business Unit: =~ 1110 Q
Journal Header Status: = A Journal Has Errors -
Budget Checking Header Status: = A A
Source: =~ [one Q

Search | Clear |Basic Search Save Search Criteria

Click the Search button

Since there is only one row of data that matches the criteria, the header page of
the journal automatically loads when you click search.

Fa\.rtlrites MainvMenu > General Ledger > Journals > Journal Entry > Create Journal Entries
- - -

Header

Unit: 01110 Journal ID: 0000848566 Date: 03/01/2007
Long Description: Reconciliation adjustment journal

“Ledger Group: DETAIL_GRF Auto Generate Lines

Ledger: DETAIL_EXF Adjusting Entry: Non-Adjusting Entry
*Source: luPc @ Fiscal Year: 2007
Reference Number: ,7 Period: ’—9 Q

SJE Type: v ADB Date: 03/01/2007
Journal Class: li Q [[] save Journal Incomplete Status
Transaction Code: [GENERAL @

Currency Defaults: USD // 1

Reversal: Do Not Generate Reversal Commitment Contral

@ Save .@\Return to Search E] Moti s Refresh
o]
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NOTE: If there is no data matching your criteria, a message of “No matching
values were found.” will be displayed at the bottom of the screen. If there is
more than one row of data matching your criteria, the first 300 results can be
displayed, and up to 100 rows of data matching the criteria entered loads at the
bottom of the page. Use the left hand scroll bar to view all rows displayed. If
there are more than 100 rows that matched the criteria entered a View All
hyperlink will display above the data. Click this link to view all results up to the
300 allowed. Click on any hyperlink in the row of data you are looking
for.

Click on the Lines Tab

The Lines Page loads showing lines detail including chartfields, amounts and
statuses. Note the Journal status of E indicating an error.

Click on the “E” hyperlink under Journal Status

Favorites ~ Main Menu > GeneraMedger > Journals > Journal Entry > Create Journal Entries
- - - - -

0848566 Date: 03012007 “Process: Editloumal v Process |

Inter/Intralnit ["]Errors Only Line:| 10 E =

Unit: 01110 Journal ID:

Template List Search Criteia  Change Values

\ < 500000 <y [21500 < [1110003000 Q| Q | Q|

0 1 [01110 <, DETAIL_EXP [

[ [01110 ' C, DETAIL_EXP [ \ Q [s00010 |y [10000  [1110003000 @ | Q | Ql
0 3 (01110 DETAIL_EXP [ < 500010 |y [21500 3 [1110003000 Q| Q | Ql
o [o1110 Q. DETAIL_EXP [ 501000 | [10000 |y [1110003000 Oy | Q | Ql
0 5 (01110 Q. DETAILL_EXP [ CQUNE1000 Q. [21500 @ [1110003000 Q| Q | Ql
b 6 [o1110 Q. DETAILL_EXP [ Q \soﬂsQ < [to000 @ [1110003000 @ | Q| al
B (7 [01110  C DETAIL_EXP | QL 501010\, [21500 @ [1110003000 O | Q| al
[ [01110 @ DETAIL_EXP | L 501500 |ON10000 @ [1110003000 ' | Q| al
| 9 (01110 C, DETAIL_EXP [ Q501500 < [2Msg0 @ 1110003000 @ | Q | Ql
] 10 [01110 ' C DETAIL_EXP [ Q [s01510 @ [10000\ (@, [1110003000 @ | Q | Ql

Lines to add: 1 I E
z2 | Fing 1 ) 8

Unit Total Lines Total Debits Total Credits rnal Status

01110 80 27,809,127 52 27,809,127 62 E N

The Errors Page loads with the error message.

Use the bottom scroll bar to view the entire message

General Ledger
October 2016
151 of 180



Favorites  Main Menu > General Ledger > Journals > Journal Entry > Create Journal Entries
- - -

Unit: 01110 Journal ID: 0000848566 Date: 03/01/2007
~ Header Errors Customize | Find | @| £ First B 1 o1 Bl Last

Unit Field Name Eield Long Name Set Msg Message Text

01110 JRNL_HDR_STATUS Journal Header Status 5860 53 Journal line errors exist for this header.

~ Line Errors Customize | Find |[|:-T—|| ] First B 1 or1 B Lzt

Field Long Name Message Text

No journal line between line 1 and line 10 is marked in error.

Under Message Text is the error message. This journal is not balanced either in
total or by chartfields.

Click on the Lines Tab
The Lines Page Loads again
Review the total debits versus the total credits. Do they equal?

e If they do not equal, you must adjust your lines amounts so that
debits and credits equal.

o If they do equal, then your journal balances in total and the journal
must be out of balance by chartfield.

e Chartfields must be balanced by both fund and dept id.

Review the line data to find the chartfield that does not have equal
debits and credits.

Once the error is found, make the necessary adjustments to make the
chartfields balanced including adding additional offsetting cash lines of
100106 if needed.

Click the Process button next to Edit Journal

The Journal Status is now V.

The journal is now ready to be budget checked.

Journal has an Out of Balance Edit Error — Find and Correct Journal is
Complete.
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Finding and Correcting Journals in Budget Check
Error

Situations when this function is used: A journal entry has a budget check
error. This error must be fixed so that the journal can be posted.

Navigation: General Ledger > Journals > Journal Entry > Create Journal
Entries > Find an Existing Value

Your default BU will appear in the Business Unit field and the Line Business Unit
field. The Journal Header Status will default as No Status — Needs to be Edited.
The Source will default as ONL.

Favg_r'rtes MainvMenu > General Ledger > Journak » Journal Entry > Create Journal Entries
- - -

Create Journal Entry

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value [ ]

Maximum number of rows to return (up to 300). | 300

Business Unit: = - 01110 Q
Journal ID: begins with =
Journal Date: = i 3

Document Sequence Number: begins with

Line Business Unit: = - 01110 Q
Journal Header Status: = b Mo Status - Needs to be Edited hd
Budget Checking Header Status: = hd -
Source: = - ONL Q

Search ‘ Clear |E!-asic. Search B Save Search Criteria

Enter Business Unit - This is a required search field

e Leave as default or

e Choose a condition (=, begins with, etc) and enter a value for the
appropriate business unit
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Enter Journal ID

e Leave as blank or
e Choose a condition (=, begins with, etc) and enter a value for the
appropriate Journal 1D

Enter Journal Date

e Leave as blank or
e Choose a condition (=, begins with, etc) and enter a value for the
appropriate journal date

Document Sequence Number
e Leave as blank

Line Business Unit

e Leave as default or
e Change to match Business Unit criteria above

Journal Header Status
e Choose the condition = and choose Valid Journal — Edits Complete

Budget Checking Header Status
e Choose the condition = and choose Error in Budget Check

Source

e Leave as default or
e Choose a condition (=, begins with, etc) and enter a value for the
appropriate source
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Favorites =~ Main Menu > General Ledger > Journals > Journal Entry > Create Journal Entries
b hd - w -

Create Journal Entry

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value | |

Maximum number of rows to return (up to 300). |300

Business Unit: = - 01110 Q
Journal ID: begins with
Journal Date: = - )

Document Sequence Number: begins with +

Line Business Unit: = Q
Journal Header Status: = A Valid Journal - Edits Complete hd
Budget Checking Header Status: = A Error in Budget Check hd
Source: = ONL Q

Search ‘ Clear ‘Basic Search [E Save Search Criteria

Click the Search button

If there is only one row of data that matches your criteria, the header page of
the journal will automatically load when you click search.
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Favclr'rtes MainvMenu » General Ledger > Journals > Journal Entry > Create Journal Entries
- - -

[ Header [[iines [ I If |

Unit: 01110 Journal ID: 0001587819 Date: 09/14/2012

Long Description:

*Ledger Group: Auto Generate Lines
Ledger: Adjusting Entry: Mon-Adjusting Entry =
*Source: Fiscal Year: 2013
Reference Number: Period: 3Q
SJE Type: hd ADB Date:
Journal Class: Q [] save Journal Incomplete Status
Transaction Code: GENERAL ©
Currency Defaults: USD / CRRNT / 1
Reversal: Do Not Generate Reversal Commitment Control
5 save | £A\Return to Search‘ [=] Notify ‘ L Refresh

Tl

Since there is only one row of data that matches the criteria, the header page of
the journal automatically loads when you click search.

NOTE: If there is no data matching your criteria, a message of “No matching
values were found.” will be displayed at the bottom of the screen. If there is
more than one row of data matching your criteria, the first 300 results can be
displayed, and up to 100 rows of data matching the criteria entered loads at the
bottom of the page. Use the left hand scroll bar to view all rows displayed. If
there are more than 100 rows that matched the criteria entered a View All
hyperlink will display above the data. Click this link to view all results up to the
300 allowed. Click on any hyperlink in the row of data you are looking
for.

Click on the Lines Tab

The Lines Page loads showing lines detail including chartfields, amounts and
statuses.
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Favuvntes i Mam_Menu > General Ledger > Journals > Journal Entry > Create Journal Entries
- - -

Header Lines Totals Errors Approval

Unit. 01110 Journal ID: 0001587819 Date:  (9/14/2012 *Process: Edit-Joumal v _ Process
Template List ~ Search Criteria ~ Change Values _InterflntraUnrtl [CJErrors only  [=] [2] jne.[ 10/ 5

~ Lines

0 1 01110 ) ACTUALS [ Q [s10210 O [20125 Q1100020000 O | Q| Q

| 2 01110 |C ACTUALS [ C [100106 @ [20125 @ 1100020000 Q@ | Q | Q

Lines to add: 1 El

~ Totals Customize | Find | View All | @H B First [ 4] 10f1 o Last
Unit Total Lines Total Debits Total Credits Journal Status

01110 2 10,000.00 10,000.00 v / E

& save | E\Return to Searchl [=] Notify | Refresh |

Click on the E hyperlink under Budget Status

A new window is opened and the GL Journal Exceptions Page loads.

Favgrites ' Main‘l"denu Eq.|i:ment Contral » Review Budget Check Exceptions » General Ledger > Journal

GL Journal Exceptions Line Exceptions

Business Unit: 01110 Journal ID: 00[}158781QE Journal Date: 09/14/2012

*Exception Type: =o' M "] override Transaction ) =

Maximum Rows: 100 More Budgets Exist Advanced Budget Criteriz
Search |

Budgets with Exceptions Customize | Find | View All | [Ell i First K 1-30f 3 D Last
Budget Override Budget Chartfields

Business |Ledger Override
Unit Group —— Budget

1 @l 01110 APPROP No Budget Exists GoTo E

2 @\ 01110 ORG2 _GRP No Budget Exists D Go To E

The error is indicated under the Exception column, and the appropriation and
Organization level chartfields that are associated with the error are listed for
each line. In the case above, there is no budget for fund 20125 and deptid
1110020000.

Click on the Line Exceptions Tab

The Line Exceptions Page loads. Under Transactions Lines with Budget
Exceptions, each line from the journal that has the budget check error is listed.
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Under Transaction Lines with Budget Exceptions, click on the Show all columns
icon to the left of the Line Amount tab to see all of the details for the/ines in
error.

Favorites = Main Menu | 4 [itment Control > Review Budget Check Exceptions > Generdl Ledger > Journal
- - i - - -

GL Journal Exceptions Line Exceptions

Business Unit: 01110 Journal ID: 000158781 gE Jnuyﬁate: 09/14/2012

*Line Status: Error h ["] override Trapsaction

Maximum Rows: 100
Line From: O\ Line Thru:

Fetch Selectil

Transaction Lines with Budget
Exceptions
Line Values Line Chartfields Line Amount

Line Ledger Budget Date

1 ACTUALS 09/14/2012

More LinegExist

Customizs | Find | View All | Ell # First K 10f1 )| Last

GL Business Unit

Use the bottom and right scroll bars to see additional details for the lines in
error.

Favortes | Man Merw | ¢ [iment Contral > Riview Budget Check Exceptons 3 General Ledger > Journal

tew Window | Hetp | Custornize Page | I8

0158781980 Journal Date: (91472017
1
Override Transaction 4 -
More Lines Exist

v | 651 M o, 0

2 o110 510210 125 1100020000 10,000 00 USD A0,000.00 LS

After reviewing the budget exception pages, Close the window. The window
with the journal line page will open back up.

Make the necessary adjustments either to the journal or to your budget
to fix the budget check error. (In the example the fund was data entered
incorrectly and has been changed.)

Refer to the Commitment Control Manual for correcting other types of budget
errors.

NOTE: If the journal entry has been adjusted, edit the journal to get a valid
Journal Status
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Favorites i Main Menu > General Ledger > Joumnals > Journal Entry > Create Journal Entries
o - .

Header Lines Totals Errors Approval

Unit 01110 Journal ID: 0001587819 Date: 09142012 “Process: EditJoumal  ~ | Process
Template List ~ Search Criteria  Change Values [T LRl [Errors Only  [=] |2 Line:| 10

¥ Lines

QL 510210 Q. 20125 C [1110003000 O | al
<L 100106 <y 20125 Q1110003000 O | al

[l 1 01110 < ACTUALS
[l 2 01110 < ACTUALS

Choose Budget Check Journal from the Process drop down and Click
the Process button

Favorites ] Main Menu > General Ledger » Journals > Journal Entry > Create Journal Entries
- - -

Header Lines Totals Errors Approval

Unit: 01110 Journal ID: 0001587819 Date:  0u142012 “Process: BudgetCheckJc v Process |
Template List Search Criteria  Change Values Enerinira i Errors Only £ 12 Line:| 10
¥ Lines
O 1 01110 i ACTUALS \ < 100001 Oy [20125 | 1110003000 O | Q| Q|
B 2 01110 |C ACTUALS \ @ [100106 @ [20125 ' (1110003000 @ | Q| Q |

Save | £\Return to Search Notify | % Refresh
H]

The Budget Status is now V.

The journal is now ready to be posted.

Finding and Correcting Journals in Budget Check Error is Complete.
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How do I find the cash balance in my fund?

Situation when this function is used: To determine the cash balance in a
fund. Fund balances can be specific to one business unit or could cross multiple
business units or all of state government.

If the fund is specific to your business unit and all receipts and disbursements in
the fund occur in your business unit only:

e Run the Trial Balance Report using criteria for a specific fund. Go to the
Trial Balance by Fund Exercise in this manual for details on how to run
this report.

e Add all of the debits and credits for the cash accounts (accounts starting
with “10”) on the Trial Balance Report — This is the cash balance in the
fund.

If the fund is not specific to your business unit and receipts and disbursements in
this fund occur in multiple business units or all of state government:
e Run the Trial Balance — All BU’s Report.
e Add all of the debits and credits for the cash accounts (accounts starting
with “10”) on the Summary Report — This is the cash balance in the fund.

For Special Funds cash balances only, the following query can be run:

VT_SP_FUND_CURRENT_YR_CASH_BAL - This query prompts for FY and
Fund and will give net cash activity in the fund by period and BU. It is intended
to be used to query current year transactions, but it could actually be used for
prior years as well. Since the results include Accounting Period, Period 0O
contains carryforward balances and all other periods contain the net activity
(Deposits less Expenditures) for that period. Summing total activity reported
(including period 0) will give you the current cash balance in the fund. This
guery also shows period 998.
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Who entered this Journal?

Situation when this function is used: To inquire on the user that entered a
particular journal entry.

Navigation: General Ledger > Review Financial Information > Journals
The Journals — Find an Existing Value page loads.

Click on the Add a New Value Tab

The Add a New Value page loads

Favclr'rtes Main‘lﬂenu » General Ledger » Review Financial Information » Journals
w w

Journals

| [ b ew vaue |

Inquiry Name:

Add

Enter the name that you want this inquiry to be called, and then Click
the Add button.

The Journal Inquiry Criteria page loads. What you named the inquiry defaults
under Inquiry, your default business unit defaults under Unit.

General Ledger
October 2016
161 of 180



Favorites = Main Menu > General Ledger > Review Financial Information > Journals
- - - -

Journal Inquiry Criteria
Journal Inquiry

Ledger Criteria

Inquiry *Unit “Ledger *Year *From Period *To Period Suspense Status
SEARCH JE 01110 & Q Q Q Q Q Search |
Journal ID Date Status Source Currency Stat Document Type
Q 51) Q, Q Q, Q, Q
User Document Sequence Max Rows Sort By
Q 100 Journalld =
@ Save | E{Return to Search| \E| Motify ‘ ":J Refresh | E#Add |

Note: If you have an existing Inquiry Name (run control) for this screen, you
may enter it in the Inquiry name field on the Find an Existing Value page and
click search. The Journal Inquiry Criteria page will load at that time with criteria
that was saved previously defaulting in.

Enter Business Unit - This is a required search field

e leave as default or
e enter the appropriate business unit for the journal you are searching
for

Enter Ledger — This is a required search field

e enter appropriate Ledger for the journal you are searching for
(ACTUALS or ACCRL/ADJ)

Enter From Period — This is a required search field

e enter the beginning period for the journal or journals you are search
for

Enter Through Period — This is a required search field

e enter the ending period for the journal or journals you are searching
for

Enter remaining fields

e |eave blank or
e enter values to narrow your search
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Favortes = Main Menu > General Ledger > Review Financial Information > Journals
- - - -

Journal Inquiry Criteria
Journal Inquiry

Ledger Criteria

Inquiry *Unit “Ledger *Year *From Period *To Period Suspense Status
SEARCH JE p1110 @ [acTUALS @ | 2012 | IQ | 12Q | Q Search
Journal ID Date Status Source Currency Stat Document Type
Q| W Q Cla [ Ja [ & T a
User Document Sequence Max Rows Sort By
| Q | \ 100 Journalld

@ Save | Q\Return to Searchl E] Notify | f:) Refresh |

Click the Save button to save your Inquiry to be used in the future.
Click the Search button.

Rows of data matching the criteria entered loads at the bottom of the screen
under Journals.

Review the User column for each row of data. This column indicates
who entered the journal.

Favortes =~ Main Menu > General Ledger > Review Financal Information > Journals
- - - -

Journal Inquiry Criteria

Journal Inquiry

Ledger Criteria

Inquiry =Unit *Ledger *Year *From Period *To Period Suspense Status
SEARCH JE [o1110 @ acTuALs @ | 2012 | Q| 120, | Q Search
Journal ID Date Status Source Currency Stat Document Type
Q| H [ Q Q Q Q Q
User Document Sequence Max Rows Sort By

[ 100 Journalld

-100 of 100 ]

u Status Source

0001443587 10/01/2011 01110  Posted TSF No Susp JCYR 10/01/2011 BRISSON, KIRK #10466. To charg
0001443595 10/01/2011 01110  Posted TSF No Susp JCYR 10/01/2011 HOLDEN, RICHARD #06207. To pay
0001445815 09/01/2011 01110  Posted TSF No Susp MWHITE2  09/01/2011 LAMBERT, SANDRA #52533. To ref
0001456868 09/01/2011 01110  Posted TSN No Susp RDOYCON  09/01/2011 1/12 of yearly transfer from G
0001456878 09/08/2011 01110 Posted ONL No Susp JCYR 09/08/2011 Deposit to Agency Fund Account
0001456889 09/08/2011 01110  Posted TSF No Susp JCYR 09/08/2011 Transfer State Tax withholding
0001456892 09/08/2011 01110  Posted TSF No Susp JCYR 09/08/2011 Transfer FSA Deductions for pa
0001456893 09/08/2011 01110 Posted TSF No Susp JCYR 09/08/2011 Transfer to benefits for 09-08
0001456896 09/08/2011 01110 Posted TEF No Susp JCYR 09/08/2011 Transfer Salary/Travel Advance

Who entered this Journal is Complete.
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Ledger Inquiries

Situations where this function is used: The Ledger Inquiry is useful to get
balances for your business unit on a Ledger for a specified time period and
chartfields. Using ledger inquiry allows you to drill from the ledger balance to
the sub-module transaction detail that makes up an inquiry result row.

Navigation: General Ledger > Review Financial Information > Ledger

Either Find an existing value by clicking on the Search button or click on Add a
new value tab and add a new inquiry name.

Favclr'rtes MainvMenu » General Ledger » Review Financial Information > Ledger
w -

Ledger

. Eind an Existing Value | Add a New Value

Inquiry Name: |

Add |
Favgr'rtes Main‘Menu » General Ledger » Review Finandal Information » Ledger
b v

Ledger Inquiry Criteria
Ledger Inquiry

Enter ledger, period, and ChartField selection criteria. Click on one of the Summarization hyperlinks located in the
lower right side of the page to execute the query.

Ledger Criteria

Inquiry *Unit *Ledger *Year *From Period *To Period Currency Stat

LEDGER (01110 Q] Q| Q | Q| Q Q Q gearch |

[]include Balance Forward [“Tinclude Adjustment Period(s)

[Tlinclude Closing O Only in Base Currency Max Rows: 100

Clear Criteria

B save | [=] Motify | L Refresh

Ledger Criteria

You can enter or select the following fields to establish ledger criteria.
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Unit

Ledger

Year

From Period
To Period
Currency

Stat (Statistics
Code)

Include Balance
Forward

Include Closing

Include
Adjustment
Period(s)

Only in Base
Currency

Max Rows
(maximum rows)

Search

General Ledger
October 2016

The General Ledger Business Unit from your operator
preferences defaults into this field.

Type in the Ledger or use the magnifying glass to select
the ledger.

Enter the fiscal year. (Four digit year — i.e. 2006)
Enter the beginning period for your inquiry.

Enter the ending period for your inquiry.

Enter USD.

Leave blank.

Select this option to include any balances that were
brought forward into the current open year.

Select this option to include closing balances (period 999)
along with the current open period amounts.

Select this option to include any adjustment period
amounts. If you select this option a range of adjustment
period fields appear:

Adjustment Period From and To
998 displays in both fields because it is the adjustment
period used by Vermont.

Select this option if you want the inquiry amounts to
appear only in the base currency indicated for the selected
business unit.

You can override the default of 700 with any number
<=200 rows of data that you can display in a scroll area.

Click to display the following active and inactive links listed
under View and the ChartField Criteria group box.
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Favrlrrces Main_Menu > General Ledger » Review Financial Information > Ledger
- -

Ledger Inquiry Criteria

Ledger Inquiry

Enter ledger, period, and ChartField selection criteria. Click on one of the Summarization hyperlinks located in the lower right side
of the page to execute the query.

Ledger Criteria
Inquiry *Unit *Ledger “Year “From Period *To Period Currency Stat

LEDGER 01110 |Q [ACTUALS @ [2012Q [ 1@ | 12Q [usD @ Q Searchl

[l Include Balance Forward Clinclude Adjustment Period(s)

[1include Closing "l only in Base Currency Max Rows: 100

Chartfield Criteria Customize | Find | & | HH First [ 4] 1808 Last _

ChartField Value ChartField Value Set ULEETEIESTINET]  Balance by Period, Acct, Dept

T ‘ Q | € Update/New Balance by Period Acct,Project

Period Balances by Account

Department \ Q | Q) Update/New Sum by Period_Account

Fund Code ‘ Q | Q) Update/New Sum by Period, Account, Dept

e — ‘ P | S Sum by Period, Alt Account
ass Fie - - Updateitow Sum by Period, Project

Program Code \ Q| Q) Update/New

Affiliate \ Q| Q) Update/New Ledger Balances

Project \ Q| Q. Update/New Ledger Activity

Adjustment Type \ Q| Q) Update/New Clear Criteria

Delete Criteria

ChartField Criteria

You can select one or more ChartField values or leave the fields blank and place
a check mark next to each row to review all ChartField information based on the
selected criteria.

ChartField/Value Lists all the ChartFields. Select a ChartField value for one or
more ChartFields to review specific data in a ledger or use a
wildcard (%) to select a range of values.

ChartField Value Select a predefined set of selection criteria for a given
Set ChartField.

Update/New Select this option to update an existing ChartField Value
Set's data or create a new ChartField Value Set.

View If you selected Ledger Balances or Ledger Activity, select
the ChartFields that you want to display in either of these
inquiries.
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Favorites = Main Menu > General Ledger > Review Financial Information > Ledger
- - - -

Ledger Inquiry Criteria

Ledger Inquiry

Enter ledger, period, and ChartField selection criteria. Click on one of the Summarization hyperlinks located in the lower right side
of the page to execute the query.

Ledger Criteria

Inquiry *Unit *Ledger *Year “From Period *To Period Currency Stat
LEDGER 01110 @ jacTuAaLs @ 2012Q | 1@ | 12Q |usD @ Q gearch |
[l include Balance Forward [Jinclude Adjustment Period(s)
[l include Closing [“] only in Base Currency Max Rows: 100
Chartfield Criteria Customize | Find | @| S First Ell 180rs B Las View
ChartField Value ChartField Value Set IEEETENETHRUTET  Balance by Period, Acct
Account |520% Q | Q. Update/New Balance by Period Acct,
Period Balances by Acc
Department 1110003000 Q| @ Update/New Sum by Period. Accour
Fund Code |10000] Q | Q) Update/New Sum by Period, Account
- — | a | B Sum by Period, Alt Acceo
ass rie < < Update/New Sum by Period. Project
Program Code [ Q | Q, Update/New
Affiliate | Q | Q Update/New Ledger Balances
Project [ Q | Q. Update/New Ledger Activity
Adjustment Type | Q| Q, Update/New Clear Criteria
Delete Criteria
View

You can select one of the following methods to display information based on
your ledger criteria.

Per Balances by Select Include Balance Forward and then select Per

Account Balances by Account to display posted transaction
and balance amounts for a period by activity and
account.

Per Balances by Acct, Select Include Balance Forward and then select Per

Dept (per balances by Balances by Acct, Dept to display posted transaction

account, department) and balance amounts for period by activity, account,
and department. .

Per Balances by Acct, Select Include Balance Forward and then select Per

Prj (per balances by Balances by Acct, Prj to display posted transaction

account, project) and balance amounts for period by activity, account,
and project.

Sum by Period, Account Select to display the Summarization Details — Ledger
Inquiry page, which contains summarized posted
transaction amounts by period and account.

Sum by Period, Select to display Inquiry - Summarization Details
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Account, Dept (sum by page, which contains summarized posted transaction
period, account, amounts by period, account, and department.
department)

Sum by Period, Alt Acct Select to display the Ledger Inquiry - Summarization

(sum by period, alternate Details page, which contains a summarized of posted

account) transaction amounts by period, activity, and alternate
account.

Sum by Period, Project Select to display the Ledger Inquiry - Summarization
Details page, which contains summarized posted
transaction amounts by period and project.

Ledger Balances Select to display the Ledger Inquiry - Ledger
Balances page, which contains the ledger balances
based on the ChartFields selected in the ChartField
Criteria group box.

Ledger Activity Select to display the Ledger Inquiry - Transaction
Details page, which contains journal lines based on
the selected ledger criteria and ChartField criteria.

Clear Criteria Clears the Ledger and ChartField Criteria from the
page and enables you to enter different criteria.

Delete Criteria Deletes the inquiry, cancels the page, and returns
you to a blank Ledger Inquiry - Ledger Inquiry
Criteria page.

Clicking on the View Sum by Period, Account, Dept give the following inquiry
result. Please note the total balance for the criteria at the bottom of the
webpage.
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Favortes ~Main Menu > General Ledger > Review Finandal Information > Ledger
A hd - -

Summarization Details

Ledger Inquiry

Ledger Criteria

Inquiry Unit Ledger Year From To Currency  Stat
LEDGER 01110 ACTUALS 2012 1 12 usD
ChartField Criteria
Include Balance Forward Include Adjustment Period(s)

Include Closing Adjustments

Go To: |nguiry Criteria Query Results:
First K 10f1 © L
Ledger Amount by Currency 19 0f 9 ™ Last
Period (Activity |Detail |Account Department| Transaction Amt |Currency Base Amount [Base Currency
3 Activity Detail 520000 1110003000 465.63 USD 465.63 USD
4 Activity Detail 520000 1110003000 289.37 USD 289.37 USD
5 Activity Detail 520000 1110003000 656.88 USD 656.88 USD
6 Activity Detail 520000 1110003000 5550 USD 55.50 UsSD
T Activity Detail 520000 1110003000 83.19 UsSD 8319 USD
8 Activity Detail 520000 1110003000 281.91 USD 281.91 USD
9 Activity Detail 520000 1110003000 132.92 UsD 132.92 UsD
10 Activity Detail 520000 1110003000 1,347.91 USD 1,347.91 USD
12 Activity Detail 520000 1110003000 34564 USD 34564 USD

To return to the Critexja page click on the Go to Inquiry Criteria hyperlink.

To view the chartfield detail for a summary line, click on the Detail hyperlink on
the line.

Favorites i Main Menu > General Ledger » Review Financial Information > Ledger
- -

Ledger Balances

Ledger Inquiry

Ledger Criteria

Inquiry Unit Ledger Year From Period To Peried Currency Stat Code
LEDGER 01110  ACTUALS 2012 1 12 usb ChartField Criteria
Include Balance Ferward Include Adjustment Period(s)

Include Closing Adjustments

Scroll Message Detail:
Go To: Inquiry * Sum by Period, Account, Dept 1to 10f1
Criteria
Ledger Details

Period |Activity |Account Fund Department |Program Code (Class Project Affiliate (Adjustment | Stat

3 Activity 520000 10000 1110003000

& save | [=] Notify | 4 Refresh |

To view the activity that makes up the summary line, click on the Activity
hyperlink. The page below shows the resulting Activity page.
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Favorites i Main Menu > General Ledger > Review Financial Information > Ledger
- -

Transaction Details

Ledger Inquiry
Ledger Criteria
Inquiry Unit Ledger Year From Period To Period Currency Stat
LEDGER 01110 ACTUALS 2012 1 12 usph
Include Balance Forward Include Adjustment Period(s)
Include Closing Adjustments Sort By: Journal Id hd
Go To: INuiry * Sym by Period, Account, Dept Transaction Criteria
Criteria

10f1 u Last

Transaction Details

od |Account Project

3 520000 10000 1110003000
Amount (in Transaction 46563 USD Amount (in 46563 USD
Currency): Base
Currency):
Journals n—-|F|nd|@| g F\rtn1ol1uL1 st
Journal ID  |Date Seq Stat Amt Debit Amount Credit Amount (Currency DR Amount
AP01459278 09/12/2011 465.63
& save | [=] Notify | 4 Refresh | [E+ Add | ZUpdate/Dis;

From the Activity page you can view a particular general ledger transaction by
clicking on the Journal ID hyperlink.  The page below shows the resulting
Journal Inquiry page. It shows the Journal line(s) that meet the transaction
criteria specified in the inquiry criteria.

Favorites | Main Menu > General Ledger > Review Financial Information > Ledger
- -

Journal Inquiry Details
Journal Inquiry

Ledger Criteria

Inquiry Unit Ledger Year From Period To Period Currency Suspense Status
LEDGER 01110 ACTUALS 2012 1 12 usD
Go To: Inguiry * Sum by * Transaction Details Header Msg:
Criteria  Period,
Account.
Dept
Journal Header
Journal ID:  AP01459278 Date: 0971272011 Source: AP Schedule:
Ledger Grp: ACTUALS Original Date:  09/12/2011 Lines: 3 Doc Seq:
Status: Posted InterUnit BU: 01110 Posted: 09/13/2011 Process: Edits OK
Balanced: DR=CR Reversal: None Reversal Date:
Operator Id: BATCH
Long Description AP Accrual

Totals by Currency Find | View All First B 1 o1 B Lot

Currency: USD DR: 56563 CR: 56563 Net: 0.00
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To view all lines for the journal, click on the field in front of Show All Lines, and

then click on Query Journal Lines. The screen then displa nes for the
journal.
Favgrrces Ma\n'Menu > GeneraIvLedger > Review Fi ot T rmation > Ledger
Currency: DR: 56563 CR: 56563 Net 0.00
"émunes
©)Shew  From Line: | Thru Line: | Refresh
Journal Line

Line # DR Amount CR Amount|Currency|Account Fund Code |Dept Program |Class Project
10000

= 1 565.63 USD 200001 1110003000
= 2 100.00 usD 505500 10000 1110003000
% 3 46563 usD 520000 10000 1110003000

To view the sub-module detail that is summarized a journal line click on the icon
in front of the line number. A new window opens with the journal drill down for
the journal line. The sub-module transactions are listed.

Favovr'tes i MainvMenu §¢|mts Payable » Review Accounts Payable Info > Vouchers » Journal Dril Down
i - - -

Journal Drill Down

Journal ID

Unit Journal Date Ledger Line Line Descr GL Journal
01110 AP01459278 09/12/2011 ACTUALS 1

Affiliate Statistic Amount Stat
Base Currency Base Amount Currency Transaction Amount
uso -565.63 uso -565.63

220
Customize | Find | View Al | B0 | 88 First Bl 42073 I Lot

Chartfields Voucher Information Document Information =
Unit Acctg Date Fund Code |Department Program Code |Class Field |Project Affiliate Statistics Code
01110 09/12/2011 10000 1110003000
01110 09/12/2011 10000 1110003000

This example is an AP voucher, you can click on the voucher information to
continue to drill to the voucher.
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Unit Journal Date Ledger Line

01110 AP01459278 09/12/2011 ACTUALS 1

Account Fund Dept Program |Class Project

200001 10000 1110002000

Base Currency Base Amount Currency
-565.63 uspb

usD
Document Information

00004926 Accounts Payable
1

Affiliate

Customize | Find | View All | [I:;T—‘| ]

1 -117.46
-348.17

Favtlrtes ! MalnvMenu Eq.fmts Payable > Review Accounts Payable Info > Vouchers > Journal Dril Down

Journal Drill Down

Line Descr GL Journal

Statistic Amount Stat

Transaction Amount
-b65.63

First K 1-2 0f 3 [} Last

1USD
1 USD

Chartfields Voucher Information
Voucher ID Description Distrib Line Amount| Vchr Line [Currency Base Amount |Currency
-117.46 USD

-348.17 USD

00004927 Accounts Payable

From the voucher information, clicking on a Voucher id hyperlink opens a new
window with the accounting entries for the voucher.

Voucher Accounting Entries

“Business Unit: 1110 QL

*Accounting Line View Option:

00004926 O

Voucher ID:

Standard

07/10/2011 Vendor ID: 0000045300 Vendor Name:

Invoice Date:

Accounting Information
Posting Process: AP Accrual GL Dist Status:

Journal

Monetary Amount

hartfields

Main Information

-117.46 USD

Accounts Payable
117.46 USD

Staples

e [] show Foreign Currency

omize | Find | V

Currency Code

Favgrrces i MainvMenu éq.'nts Payable > Review Accounts Payable Info > Vouchers > Accounting Entries

Invoice Number: |PY76004079‘F|N5 Q

Search | Reset |

Buildings & General Svcs-Purchasing Card

Distributed

01110
01110

ACTUALS
ACTUALS

Ledger Inquiries is Complete.
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Run the VT_BU_TRANSFER Query

Situation when this function is used: The VT_BU_TRANSFER Query should
be run periodically throughout the week and month as well as on the 26" of the
month to capture the final entries for the month. The data returned by this
query indicates interunit transfers that have been initiated by other departments
that your department needs to respond to.

Navigation: Reporting Tools > Query > Query Viewer

Query Viewer Search page loads. Search By defaults as query name

Favgrites MainvMenu > Reporting Tools > Query > Query Viewer

Query Viewer

Enter any information you have and click Search. Leave fields blank faor a list of all values.

*Search By: Query Name ~  begins with [

Search |Advanced Search

Enter Begins With
e VT_BU_TRANSFER

Click search button

Query name, description, etc loads in a box at the bottom of the screen

Favrlrrces MainvMenu > Reporting Tools > Query > Query Viewer

Query Viewer

Enter any information you have and click Search. Leave fields blank for a list of all values.

*Search By: Query Name hd begins with VT_BU_TRANSFER

w

Search Results

*Folder View: - All Folders — -

Query Customize | Find | View All | @l b First Bl 1 or1 L ast

Run to |Run to |Run to Add to
Query Name Description Owner |Folder HIML |Excel KML Schedule e

WVT_BU TRANSFER query to ck for interunit J/E Public HTML Excel XML Schedule  Favorite

Click Run to Excel
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Criteria prompt box loads

VT_BU_TRANSFER - query to ck for interunit J/E

Unit

Affiliate: Q
View Results |

Affiliate Journal ID Date

Enter Affiliate

Enter the appropriate business unit for your department

Click the View Results button

Excel loads with data.

9

Source

Year

Period

Affiliate
01110 08100
‘01140 08100
‘01200 08100
‘01260 08100
‘02140 08100
‘02140 08100
‘02150 08100
‘03420 08100
‘03420 og100

[Journal 1D

0001580112
‘0001582602
‘0001585406
‘0001585363
‘0001587321
‘0001584840
‘0001586325
‘0001580524
‘0001587257

8/1/2012 TSF
B/8/2012 TSF
&M15/2012 TSF
&M15/2012 TSF
B/22/2012 TSF
&14/2012 TSF
B20/2012 TSF
B/2/2012 TSF
B/22/2012 TSF

2013
2013
2013
2013
2013
2013
2013
2013
2013

[Period_[Amount

B3 B3 B3 B3 BRI BRI RS B B3

170.620
g2.410
20000000
2772.0000
286590.4100
93918.5600
22320.0000
100.000
1536.000

Note: To manipulate this data or to print the data it may be necessary to select
the entire worksheet and copy it into a regular excel worksheet.

You are now ready to use the data to enter your responding TSF journal entries.

If no data loaded, then you have no TSF’s to respond to.

Run the VT_BU_TRANSFER Query is Complete.

General Ledger
October 2016

174 of 180



Trial Balance Report

Possible situations when this function is used: This report is used to
review expenditures posted to the General Ledger by Account, Fund or other
chartfields for a cumulative period, by fiscal year.

Navigation: General Ledger > General Reports > Trial Balance > Add a New
Value

The Trial Balance Add a New Value page' loads.

Enter Run Control ID — Name the run control something that makes sense to
you. It must be a single parameter, so link multiple words with an underscore.

Favovrites Mainvl"‘lenu > General Ledger > General Reports » Trial Balance
- -

Trial Balance

| [ A 2 NowVas

Run Control ID:| Trial_Balance]

Add

Click Add

The Trial Balance Report Page loads with language defaulting in as English, Unit
defaulting in as your default business unit and Ledger defaulting in as ACTUALS.
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=

Trial Balance Report

Run Control ID:  Trial_Balance Reportbanager  Process Monitor fRU

Language:
Unit: |D1 110 QL *Ledger: IACTUALS Q. Adjustment Periods

Adjustment Period
Fiscal Year: I Period: I 1 I—;l =
Currency Option: I Base 'l currency: I Q
" Display Full Numeric Field
Refresh |

ChartField Selection Customize | Find | #8 First [4] 1 0r 1 [F] Last |
Sequence ChartField Mame % Descr Subtotal Yalue To Value
[ (A AR i Q| Q

-
| | 3

Enter Language:
e |eave as default

Enter Business Unit

e leave as default or
e enter the appropriate business unit

Enter Ledger Group

e |eave as default; ACTUALS or
e enter ACCRL/ADJ

Enter Fiscal Year
e enter fiscal year that you want to report on — YYYY

Enter Period
e enter the through period that you want to report on

Adjustment Period
e 998 if you want to include adjustment period

e always include 998 if you are running a trial balance through the end
of a fiscal year

Click the Refresh button

A listing of available fields for your report will load.
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Fav:lrrces | MainvMenu > General Ledger > General Reports > Trial Balance
- b

Trial Balance Report

Run Control ID:  Trial_Balance Report Manager Process Monitor Run
Language: English v
Report Request Parameters
Unit: 01110 Q. *Ledger: ACTUALS Q Adjustment Periods
Adjustment Period
Fiscal Year: 2012 Period: B8 . EI
Currency Option: Base v Currency: Q
["] Display Full Numeric Field

ChartField Selection stomize | Find | EI| i First B 111 or 11 B | a5t

’71 Account |:| [l ‘ Q| Q
| 2 FundCode B D B | Q| Q
| 3 Department O o 0O | Q| Q
[ 4 Program Code o o 0 | Q | Q
| 8 Class Field 0O 0 0O | Q| Q
| 6 Project B B8 0 | Q| Q

Click the check box under Include CF - for each chartfield you want to see
on the report

Click the check box under Descr — for each chartfield you want to see a
description for

Click the check box under Subtotal - for each chartfield you want to see a
subtotal for

Click Save at the bottom left of the screen
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Trial Balance Report

Run Control ID:  Trial_Balance Report Manager Process Monitor Run

Language: -
Report Request Parameters

Unit: 01110 € *Ledger: |ACTUALS & Adjustment Periods
Adjustment Period
Fiscal Year: 2012 Period: 6 1 - =]

Currency Option: Base v Currency: Q

["] Display Full Numeric Field
Refresh |

ChartField Selection Customize | Find |@| i First g 1-11 of 11 )| | ast

Sequence |ChartField Name % Descr |Subtotal (Value To Value

’71 Account O | Q | Q
[ 2 Fund Code | Q| Q
[ 3 Depariment | Q| Q
’7 Program Code O O [ | Q | Q
| ClassField 0 o o | Q| Q
[ Proect O O 0 | Q| Q

The screen will rearrange the fields that have been chosen to the top of the list

Sequence: The sequence is the order in which the report will subtotal the
values for each field.

Change Sequence: Change the number in the Sequence field to reflect how
you want your report to be sorted and subtotalled

Enter Value and To Value fields to limit your search or leave them blank.

Click Save

The screen again rearranges the fields at the bottom to reflect the changed
sequence. This Trial Balance Report, for the criteria chosen in the print screen
above, will return a trial balance for deptid 1110003000 only.

Click Run

The Process Scheduler Request Page loads
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Favortes ~Main Menu > General Ledger > General Reports > Trial Balance
b hd A4 b

Process Scheduler Request

User ID: TJARVIS Run Control ID: Trial_Balance
Server Name: Run Date: 09/14/2012 [31)
Recurrence: ¥ Run Time:  |3:44:20PM Reset to Current Date/Time |

Time Zone: Q

Process List

Select |Description Process Name Process Type *Type *Format Distribution

Trial Balance Report GLST012 SQR Report Web * PDF v Distribution

OK | Cancel |

Make sure Trial Balance Report is selected

Click OK

The Trial Balance Report page loads again with a Process Instance ID under the
Run button.

Favortes = Main Menu > General Ledger > General Reports » Trial Balance
b v - -

Trial Balance Report

Run Control ID:  Trial_Balance Report Manager Process Monitor s

Language: English h Process Instance:5947616

Report Request Parameters

Unit: 01110 € *Ledger: |ACTUALS & Adjustment Periods
Adjustment Period
Fiscal Year: 2012 Period: 6 1 - =]

Currency Option: Base A Currency: Q

["| Display Full Numeric Field
Dafrach |

Click Report Manager
The Report Manager page loads.

Click on Administration tab
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Favortes =~ Main Menu > General Ledger > General Reports > Trial Balance
- - - -

[ List || Explorer || Administration

View Reports For
User ID: TJARVIS Type: ¥ Last - 1 Days - Refresh |

Status: v Folder: ~ Instance: | to:|

P an
Report List Customize | Find | View All | [EH L First Bl 13013 B Last

Select Report Prcs Request
- 1D Instance

Description Date/Time Format |Status Details

09/14/2012  Acrobat
34453PM  (*pdf)

) 1212283 5947616 TInal Balance Report Posted  Details

Click the refresh button until the Status is equal to Posted. This means
that the report has completed successfully and the report has been posted to the
Report Manager.

Click on the Trial Balance Report link that is now highlighted beside the Process
Instance number of the report you just ran.

The Trial Balance Report page loads.

J/Mintraining peoplesoftstatevtu.. fov Bl - v Pagew Safetyw Te
eaplesof
TRIAL BALANCE Page o, 1
un Date 09/14/2013
Fun Time 15:45:08
Pund Sux I it
ESEAITESRE
100001 Cash cn SHand 10000 General Fund
1110000000 Dept of F and Mamagement . um 17,7160 @
1110002000 Financial Op 20 5
..... 000.00 a
""" 0 5,211,108
""" g 367,271,418
a0 30.621.0
11100080 rment Pub e 20 61,4
use

Click on Print button to print report.

Trial Balance Report is Complete.

A complete listing of reports and queries available in VISION
for the General Ledger module can be found on the Finance
& Management website at
http://finance.vermont.gov/training-and-support/vision-
manuals/reporting-manual
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