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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

AMR

Journals created by the generate amortization journal
request process from the accounts payable 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

BI

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 6/30/2019 is fiscal year 2019. 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 0 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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General Ledger FAQ's

What Information do | 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 description that truly
describes why you are entering the journal and that references the original transaction.

What should | do when a department tells me that they cannot see a transfer journal that | initiated
to them on the VT_BU_TRANSFER query?

There are a few criteria that must be met for a journal entry to show on this query. You should check
your journal entry to make sure it was completed with the following:

e Thereis an offsetting line with account 100105 on your journal

e The business unit you are doing the transfer with is entered as the affiliate for all lines of your
journal

e You used “TSF” as the source on the header page of your journal

e The journal entry has been approved by your department
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Transfer Typesin 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

e 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

e 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

e 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 DeptlID 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.

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
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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.qov/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 Surplus Property). If the item was originally capitalized,
use Revenue account 480030 (Proceeds from Sale of Assets)

e 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

e 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

e 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

e 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

e 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

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

e 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

e 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

e 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

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.
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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 may 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 1 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, 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 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, budget checking and approving interunit transfer journals - TSF journals must be edited,
budget checked, AND submitted for approval. The approval will go to the department’s approval pool.
Once approved by the department, it will be submitted to Finance for final approval where they will
match it to the corresponding entry.
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The following must match on both sides of the journals before they can be posted:
e Journal ID
e Journal Date
e Reference
e Journal class

Affiliate (Business Unit of other Department) must be on all lines of the journal.
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 any time 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 ID, 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, budget check,
and approve all ONL journal entries in order for the journals to post. All ONL journal entries for the
previous month must be edited, budget checked, and approved by the 5™ working day of the current
month or they may be deleted by Financial Operations.
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State of Vermont Required Fields

Note: Departments may define additional required fields as needed for their own business process.

Header Page

Long Description

Ledger Group (defaults as Actuals)

Source (defaults as ONL)

Reference Number (for TSF journal entries)

Journal Class (Must be populated with either “CY” for current fiscal year or “PY” for 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.)

Lines 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 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. Expenditure transactions recorded in the ACTUALS
ledger are also recorded in the commitment control ledger.

ACCRL/ADIJ Ledger

The ACCRL/ADIJ 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/ADIJ 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.

WorkCenter navigation: General Ledger WorkCenter > Links pagelet > Journals > Create/Update
Journal Entries

Navigator Menu navigation: General Ledger > Journals > Journal Entry > Create/Update Journal Entries

The Create/Update Journal Entries page displays:

Create/Update Journal Entries

Add a New Value C, Find an Existing Value

“Business Unit 01110 |
*Joumal ID |NEXT
*Joumnal Date [01/10/2024 El

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.

1. Business Unit - Leave as default or enter the appropriate business unit
2. Journal ID -

a. Leave as NEXT if entering an ONL journal for an initial correction or if entering an ONL
journal for a reallocation of cost

b. Or if a previously manually entered ONL or TSF Journal ID requires a correction, change the
Journal ID to match the Journal ID of the ONL or TSF journal being corrected. (Note: journal
date must be different than the original journal)

c. Orif a system generated journal requires a correction, follow the guidance outlined in
VISION Procedure #7: General Ledger Transfers and enter the correcting ONL journal using a
Journal ID of NEXT (Note: this is in reference to journals associated with a source other than
ONL or TSF)

3. Journal Date - Leave as current date or enter the appropriate journal date (Note: The journal
can be backdated to the previous month as long as it is within the first 5 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)

4. Click Add
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The Header page displays. See page 16 for required fields.

Header Lines Totals Errors Approval

Unit 01110 Journal ID NEXT

*Long Description

254 characters remaining

Reference Number
*Journal Class Q,

Transaction Code GENERAL Q,

SJE Type '

Currency Defaults: USD / CRRNT /1
Attachments (0)

Reversal: Do Not Generate Reversal

Entered By ETEST

Entered On
Last Updated On
Fsave ||[=INotty || Refresn

*Ledger Group ACTUALS [} Adjusting Entry | Non-Adjusting Eniry v|
Ledger Q Fiscal Year 2019
I *Source |ONL Q I Period 4

ADB Date |10/26/2018 |[5]

[] Auto Generate Lines

[ save Journal Incomplete Status
[] Autobalance on 0 Amount Line

Octa

Commitment Control

Eric John Hoefel

+ Add

2| 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.

5. Long Description - Enter 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

6. Journal Class (Required) - CY — Current Year; PY — Prior Year

7. Click on the Lines tab
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The Lines page displays:

Header Lines Totals Errors Approva
Unit 01110 Journal ID NEXT Date 10/26/2018
Template List Change Values
InterfintraUnit *Process | Edit Journal v‘ Process
Lines Personalize | Find | | L:_&‘
Select Line |Account Fund Dept Program Class Project Affiliate Debit Amount Credit Amount
O 1 520000 |G (10000 |Q (1110030000 |G a a a a 50,00
O 3 @, [10000 |, [1110030000 |Q aQ Q. Q Q 50.00
£ >
Linestoadd 1 =
Totals Personalize | Find | View All | 2 = First ‘&' 1of1 ‘»/ Last
Unit Total Lines Total Debits Total Credits  Joumnal Status ~ Budget Status
01110 2 50.00 50.00 N N
flSave ||[=]MNotify | &% Refresh & Add | Update/Display
Header | Lines | Totals | Errors | Approval

In the Lines box, business unit and ledger defaults from the header page.
Under Lines; Line 1:
8. Account - Enter account from original transaction that is being corrected
9. Fund - Enter fund from original transaction that is being corrected
10. DeptID - Enter DeptID from original transaction that is being correct
11. Class - Enter class from original transaction that is being corrected
12. Program - Enter program from original transaction that is being corrected
13. Project/Grant - Enter project/grant from original transaction that is being corrected
14. Debit Amount - Enter amount of correction here if amount on original transaction is a credit
15. Credit Amount - Enter amount of correction here if amount on original transaction is a debit
16. Affiliate - Enter affiliate number (BU) if a TSF journal
17. Click the + sign next to lines to add a line
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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:

Header Lines Totals Errors Approval
Unit 01110 Journal ID NEXT Date
Template List
Inter/Intralnit *Process | Edit Journa hd
Lines
Select Line Dept Program Class Project Affiliate
] 1 1110030000 |y &} &} Q,
[} 3 1110030000 |Q Q Q Q,
<
Linestoadd| 1 = M|
Totals
Unit Total Lines Total Debits
01110 2 50.00
ilSave ||[Z]Notify || Refresh

Header | Lines | Totals | Errors | Approval

10/26/2018
Change Values

Process

Personalize | Find | @| L:_ﬁ

Debit Amount Credit Amount Base Currency Budget
&} 50.00 uso 10/26/2
a, 50.00, USD 10/26/2
>
Personalize | Find | View All | 2 B First ‘& 10f1 & Last

Total Credits ~ Journal Status  Budget Status

50.00 N N

=4 Add 2| Update/Display

Under Lines; Line 2:

18. Account - Enter the new account that you are moving the original transaction to

19. Fund - Leave as default from line 1
20. DeptID - Leave as default from line 1
21. Class - Leave as default from line 1

22. Program - Leave as default from line 1

23. Project/Grant - Leave as default from line 1

24. Debit Amount - Leave as default, which balances the journal

25. Credit Amount - Leave as default, which balances the journal

26. Click Save

The following Message opens - Journal entry has been saved:

Message

Journal 0002491170 is saved. (5210,6)

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

27. Click OK

The Journal now needs to be edited and budget checked. Remember; a successful edit check
automatically invokes the Budget Check process.
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aade Lines Tolals TS AL A

Unét 01110 Journal 1D NEXT

ermpiale List

Deate 102R01

.-L._I]___-E ik

InbéstintraLing *Process | Eds Journa

b

Process

28. Select Edit Journal from the *Process drop-down menu

29. Click Process

The journal now shows Journal Status valid and Budget Status valid:

W | e

Jowrmal Statas

All | & i

Budget Status

* T

I U LT A

Once the Journal Status is Valid and the Budget Status is Valid, you will Submit the journal for approval.

See the Submitting a Journal for Approval exercise in this manual.

Enter a Journal (ONL) to Correct an Account is Complete
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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, DeptlID, 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.

WorkCenter navigation: General Ledger WorkCenter > Links pagelet > Journals > Journal Entry >
Create/Update Journal Entries

Navigator Menu Navigation: General Ledger > Journals > Journal Entry > Create/Update Journal
Entries

The Create/Update Journal Entries page displays:

Create/Update Journal Entries

Add a New Value C, Find an Existing Value

*Business Unit 01110 |Q
*Journal ID |NEXT
*Journal Date |01/10/2024 El
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.

1. Business Unit - Leave as default or enter the appropriate business unit
2. Journal ID -

a. Leave as NEXT if entering an ONL journal for an initial correction or if entering an ONL
journal for a reallocation of cost

b. Or if a previously manually entered ONL or TSF Journal ID requires a correction, change
the Journal ID to match the Journal ID of the ONL or TSF journal being corrected. (Note:
journal date must be different than the original journal)

c. Orif a system generated journal requires a correction, follow the guidance outlined in
VISION Procedure #7: General Ledger Transfers and enter the correcting ONL journal
using a Journal ID of NEXT (Note: this is in reference to journals associated with a source
other than ONL or TSF)

3. Journal Date - Leave as current date or enter the appropriate journal date

4. Click Add
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The Header page displays:

Header Totals | Errors || Approval

Unit 01110 Joumnal ID NEXT Date 01/19/2019

*Long Description |Correct Fund for journal transaction #012345, BU 011110 dated 01/10/19 i)

1584 characters remaining

*Ledger Group ACTUALS Adjusting Entry | Non-Adjusting Eniry |
Ledger Fiscal Year 219
*Source ONL Period 7
Reference Number ADB Date 01/19/201% |5
I*Joumal Class |CY Q. I
Transaction Code GENERAL Q, Auto Generate Lines

Save Joumal Incomplete Status
SJE Type v Autobalance on 0 Amount Line

Currency Defaults: USD / CRRNT f1

Attachments (0} CTA
Reversal: Do Not Generate Reversal Commitment Gantrol
Entered By ESTUBIN Earl Stubin
Entered On
Last Updated On
[§lsave ||[=] Motify | &% Refresh Ef Add || 5 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.

5. Long Description - Enter a 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 the transfer pertains to, and what the original transaction including A/R
business unit and document id if applicable

6. Journal Class - Enter a Journal Class - CY = Current Year; PY = Prior Year

7. Click on the Lines tab
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The Lines page displays:

Header Lines Totals Errors Approval
Unit 01110 Journal ID NEXT Date 01/19/2019
Template List Change Values
Inter/Intralnit *Process | Edit Journal v Process
Lines Personalize | Find | (] [
= o
Select Line *Unit *Ledger SpeedType JAccount Fund Dept Program Class Project
01110 Q, ACTUALS Q Q Q Q Q Q
> v
Lines to add 1 =
Totals Personalize | Find | View All | (2| =] First ‘4 10of1 '}/ Last
Unit Total Lines Total Debits Total Credits Joumnal Status Budget Status
01110 0.00 0.00 N N
[FlSave ||[=] Motify ||&® Refresh Es Add 47| Update/Display

In the Lines box, Business Unit and Ledger defaults from the header page.
Under Lines; Line 1
8. Account - Enter account from original transaction that is being corrected
9. Fund - Enter fund from original transaction that is being corrected
10. DeptID - Enter DeptID from original transaction that is being corrected
11. Class - Enter class from original transaction that is being corrected
12. Program - Enter program from original transaction that is being corrected
13. Project/Grant - Enter project/grant from original transaction that is being corrected
14. Debit Amount - Enter amount of correction here if amount on original transaction is a credit
15. Credit Amount - Enter amount of correction here if amount on original transaction is a debit

16. Click the + icon to add a line
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Line 2 is added. All chartfields from line 1, except account, are defaulted in line 2:

Header Lines Totals Errors Approval
Unit 01110 Joumnal ID NEXT Date 01/19/201%
Template List Change Values
Inter/intraUnit *Process | Edit Journal v Process
Lines Personalize | Find | £ ng
Select Line *Unit *Ledger SpeedType Account Fund Dept Program Class Project
01110 Q ACTUALS Q500000 |Q [10000 |G [1110003000 |Q Q Q
I 2 01110 Q, ACTUALS IQ 100108 QI 10000 |G, [1110003000 |Gy a, a, I
2 4
Lines to add 1 = E
Totals Personalize | Find | View All | 2 | [ First ‘&) 10of1 &) Last
Unit Total Lines Total Debits Total Credits ~ Joumnal Status Budget Status
01110 2 100.00 100.00 M M
[F] save ||[=] Motify | & Refresh Es Add &7 Update/Display

Under Lines; Line 2

17. Account - Set to 100106

18. Fund - Leave as default from line 1

19. DeptID - Leave as default from line 1

20. Class - Leave as default from line 1

21. Program - Leave as default from line 1

22. Project/Grant - Leave as default from line 1

23. Debit Amount - Leave as default, which balances the journal

24. Credit Amount - Leave as default, which balances the journal

25. Click the + icon to add a line
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Line 3 is added. All chartfields from line 2 are defaulted in line 3 except account:

Header Lines Totals Errors Approval
Unit 01110 Journal ID NEXT Date 01/18/201%
Template List Change Values
InterfIntraUnit *Process | Edit Journal v Process
Lines Personalize | Find | £ L:_Bil
Select Line *Unit *Ledger SpeedType Account Fund Dept Program Class Project
01110 Q, ACTUALS Q 500000 (@ |10000 @ [1110003000 |Q Q, Q,
2 01110 Q, ACTUALS Q 100106 |Q |10000 |@ [1110003000 |Q Q, Q,
I 3 01110 Q, ACTUALS IQ Q, I 10000 &, |1110003000 |Q Q, Q, I
[ 3 >
Lines to add 1 =
Totals Personalize | Find | View All | G | = First ‘&' 10of1 &) Last
Unit Total Lines Total Debits Total Credits Journal Status Budget Status
01110 3 100.00 100.00 M M
[§l save ||[=] Motify | & Refresh E; Add 4| Update/Display

Header | Lines | Totals | Errors | Approval

Under Lines; Line 3

26. Account - If correcting the account, enter the new account you are changing the original
transaction to, otherwise enter account from original transaction

27. Fund - If correcting fund, enter the new fund you are changing the original transaction to,
otherwise leave as default from line 2

28. DeptID - If correcting DeptlD, enter the new DeptID you are changing the original transaction
to, otherwise leave as default from line 2

29. Class - If correcting class, enter the new class you are changing the original transaction to,
otherwise leave as default from line 2

30. Program - If correcting program, enter the new program you are changing the original
transaction to, otherwise leave as default from line 2

31. 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

32. Debit Amount - Enter amount of correction here if amount on original transaction is a debit
33. Credit Amount - Enter amount of correction here if amount on original transaction is a credit

34. Click the + icon to add a line
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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:

Header Lines Totals Errors Approval
Unit 01110 Journal ID NEXT Date 01/12/2019
Template List Change Values
InterfintraUnit *Process | Edit Journal v Process
Lines Personalize | Find | &Y Q
Select Line *Unit *Ledger SpeedType Account Fund Dept Program Class Project
01110 Q, ACTUALS @ 500000 |@ |10000 |Q [1110003000 |Q Q, Q,
2 01110 Q, ACTUALS Q100106 |@ |10000 |@ [1110003000 |Q Q, Q,
3 01110 Q, ACTUALS Q, 500000 |G 59300 |G |1110003000 |Q Q, Q,
I 4 01110 Q, ACTUALS ﬁlg Q |€I303 Q_ [1110003000 |Q Q, Q, I

Lines to add 1 =

Totals Personalize | Find | View Al | &2 | E First ‘&' 1of1 '} Last
Unit Total Lines Total Debits Total Credits Journal Status Budget Status
01110 4 200.00 200.00 N N
[E] save || Motify ||&* Refresh Es Add 47 Update/Display

Under Lines; Line 4
35. Account - Enter 100106
36. Fund - Leave as default from line 3
37. DeptlID - Leave as default from line 3
38. Class - Leave as default from line 3
39. Program - Leave as default from line 3
40. Project/Grant - Leave as default from line 3
41. Debit Amount - Leave as default, which balances the journal

42. Credit Amount - Leave as default, which balances the journal

Lines Personalize | Find | 21 L:g.’
Select Line Affiliate Debit Amount Credit Amount Base Currency Budget Date Reference Journal Line Description
Q 100.000 UsSD 01/19/201% [5) Salaries
2 Q, 100.00 ushD 01192019 |5 Intraunit Cash Account
3 Q, 100.00 usD 01/19/2018 Bl Salaries
4 Q, 100.000 USD 01/19/2018 5
. - g

Scroll to the right to view more information.

43, Click Save
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The following Message opens:

lMessage

Journal 00023583846 is saved. (5210,6)

OK

The journal entry has been saved and a Journal ID assigned. The Journal Status is Not Valid and the

Budget Status is Not Valid.
44. Click OK

Header Lines Totals Ermors Approval
Unit 01110 Joumal ID 0002556845 Date 01/1%/2019
Template List Search Criteria Change Values View Audit Logs
InterfIntralinit I“Process Edit Journal v I I Process I Line 4
Lines Personalize | Find E
Select Line =Unit *Ledger SpeedType Account Fund Dept Program Clags Project
01110 G ACTUALS Q, 500000 |@ [10000|@ (1110003000 |Q Q, Q,
2 01110 G ACTUALS Q, 100106 |G |10000 |G, [1110003000 |G Q, Q,
3 01110 @ ACTUALS Q, 500000 |G |58300 @, (1110003000 |G Q, Q,
4 01110 @ ACTUALS Q, 100106 |G |58300 @ 1110003000 |G Q, Q,
3
Lines to add 1 =] |
Totals Personalize | Find | View All | £ | LE.‘] First ‘4’ 10f1 ‘&' Last
Unit Total Lines Total Debits Total Credits Journal Status Budget Status
01110 4 200.00 200.00 N N
[E] Save ||] Motify || &% Refresh Es Add || 5| Update/Display

The Journal now needs to be edited and budget checked. Remember; a successful Edit Check
automatically invokes the Budget Check process.

45. Select Edit Journal (default) in the Process drop-down box

46. Click Process

The journal now shows Journal Status valid and Budget Status valid:

Totals
Unit Total Lines

01110 4

Personalize | Find | Vie

Total Debits

200.00

Total Credits

200.00

Journal Status

Budget Status

W A\

Once the Journal Status is Valid and the Budget Status is Valid, you will Submit the journal for approval.

For the Approval Process, see the Submitting a Journal for Approval exercise in this manual.

For the Posting Process, see the Post a Journal exercise in this manual.

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.

WorkCenter navigation: General Ledger WorkCenter > Links pagelet > Journals > Journal Entry >
Create/Update Journal Entries

Navigator Menu navigation: General Ledger > Journals > Journal Entry > Create Journal Entries

The Create/Update Journal Entries page displays:

Create/Update Journal Entries

Add a New Value C, Find an Existing Valuel

*Business Unit 01110 |Q_
*Journal ID [NEXT
*Joumal Date [01/10/2024 El
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.

1. Business Unit - Leave as default or enter the appropriate business unit

2. Journal ID - Leave as NEXT

3. Journal Date - Leave as current date or enter the appropriate journal date
4

Click Add
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The Header page displays:

Header Totals Errors Approval

Unit 01110 Journal ID NEXT Date 11/01/2013

*Long Description |Include what the transfer is for, the fime period that the fransfer pertains to, whether the
business unit is sending/receiving the transfer, and the original VISION transaction 1D.

— =

*Ledger Group ACTUALS Adjusting Entry | Mon-Adjusting Entry V|
Ledger Fiscal Year 2019
*Source TSF Period 5
Reference Number |TF110118 ADB Date |11/01/2018 |[&]
*Journal Class CY Q
Transaction Code [GENERAL Q Auto Generate Lines

[ save Journal Incomplete Status
SJE Type | M [J Autobalance on 0 Amount Line

Currency Defaults: USD f CRRNT /1

Attachments (0) Ucra

Reversal: Do Not Generate Reversal Commitment Cantrol

Entered By ETEST Eric John Hoefel

Entered On
Last Updated On

= S_ave ‘_—J Notif;_f S__Refr_esh - .A_dd P Updatn_e."Di;pIa',r

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.

5.

Long Description - Enter a 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 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).

Source - Change to TSF

Reference Number - Enter a reference number using the following format: TF followed by the
date in format MMDDYY

Journal Class - Enter a Journal Class - CY = Current Year; PY = Prior Year

Click on the Lines tab
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The Lines page displays:

Header Lines | Totals || Emors || Approval
Unit 01110 Journal ID NEXT Date 11/01/20138
Template List Change Values
Inter/Intralinit *Process | Edit Jouna v Process
Lines Personalize | Find | @\ Q
Select Line *Unit *Ledger SpeedType Account Fund Dept Program Class Project
(] 1 p1110 Q ACTUALS Q. QL Q QL QL Q
< > >
Lines toadd| 1 = @

Totals Personalize | Find | View Al | 2 E First (&) 10f1 &/ Last
Unit Total Lines Total Debits Total Credits  Journal Status  Budget Status
01110 1 0.00 0.00 N N
/Save ||[Z]Nofify || Refresh 4 Add 4| Update/Display

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

Under Lines; Line 1

10. Account - If you are the receiver use account 495000, If you are the sender use the appropriate
grant expenditure account

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

12. DeptID - Enter the appropriate DeptID

13. Class - Enter the appropriate class

14. Program - Enter the appropriate program

15. Project/Grant - Enter the appropriate project/grant

16. Affiliate - Enter Business Unit of department that you are receiving from or sending to

17. Debit Amount - If you are the receiver leave blank, if you are the sender enter amount of grant here

18. Credit Amount - If you are the receiver enter amount of the grant here, if you are the sender
leave blank

19. Click the + icon to add a line
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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.

Header Lines Totals Errors Approva
Unit 01110 Journal ID NEXT Date 11/01/2018
Template List Change Values
InterfintraUnit *Process | Edit Jounal Process
Lines Personalize | Find | ﬁll Q
Select Line *Unit *Ledger SpeedType Account Fund Dept Program Class Project
O 1 01110 Q_ ACTUALS Q [s50500  |@ [10000 |@, [1110003000 |Q s} Q Q
O % 01110 @ ACTUALS IQ @, [10000 |@, [1110002000 |Q Q Q QI
< L = >
Linestoadd| 1 =
Totals Personalize | Find | View All | 2] E First ‘4’ 1of 1 »' Last
Unit Total Lines Total Debits Total Credits  Journal Statuz ~ Budget Status
01110 2 100.00 100.00 N N
flSave ||[=]Notify ||« Refresh 4 Add | Update/Display
Under Lines; Line 2
20. Account - Enter account 100105
21. Fund - Leave as default from line 1
22. DeptlD - Leave as default from line 1
23. Class - Leave as default from line 1
24. Program - Leave as default from line 1
25. Project/Grant - Leave as default from line 1
26. Affiliate - Leave as default from line 1
Scroll to the right to see additional fields:
Header Lines Totals Errors Approval
Unit 01110 Journal ID NEXT Date 11/01/20138
Template List Change Values
Inter/intraUnit *Process | Edit Journa v I Process I
Lines Personalize | Find || E
Select Line Affiliate Debit Amount Credit Amount lase Currency Budget Date Reference Journal Line Description
O 1 02140 a, 100.00 SD 11/01/2018 Cther Grants
O 2 02140 Q, 100.00| psSD 11/01/2018
< >
Lines to add 1 = &
Totals Personalize | Find | View Al | 2] B First ‘4 1of1 ' Last
Unit Total Lines Total Debits Total Credits  Journal Status  Budget Status
01110 2 100.00 100.00 N N
il Save ||[Z] Notify % Refresh Ey Add #] Update/Display

27. Debit Amount - Leave as default, which balances the journal

28. Credit Amount - Leave as default, which balances the journal

29. Choose Edit Journal (default) from the Process drop-down list

30. Click Process
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The following Message opens:

Message

Journal 0002491176 is saved. (5210,6)

The journal entry has been saved, edited, and budget checked.
31. Click OK

The Journal ID has been assigned, the Journal Status is V and the Budget Status is V:

Journal Status Budget Status

W W

Once the Journal Status is Valid and the Budget Status is Valid, you will Submit the journal for approval.

See the Submitting a Journal for Approval exercise in this manual.

Once the journal has been approved by the department, 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, approve, and post them.

Reports and Queries — Reports and Queries for General Ledger can be found in the Reporting
Manual(s) https://finance.vermont.gov/vision-module-support/general-ledger

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.

query to ckf 7

Unit |Affiliate[Joumal ID [Date_|[Source]Year|Period|Amount_|Ref No_]Class|Long Descr

(01260 02140 0002556751 11112018 TSF 2019 5 136.700 TF0B0118 Public Safety Courier billing for August 2018. dwc (Copied by Finops-Crig entered by DCURRIER dated 10/16/18)

(08100 "2140 0002560509 111172018 TSF 2019 5 -171279.670 TF102418 PY  AOT is paying DPS PY MU0197 Rpt 1 6/1-6/30/18 education for $171279.67 -DML (Copied by Finops-Orig entered by DLUCE dated 10/24/18)

(08100 "02140 ‘0002557359 111112018 TSF 2019 5 -24820.120 TF101718 PY  AOT is paying DPS for PY MUQ188 Report 03 May 5/1-5/31/18 for DRE 2018 For 24,820.12 -DML (Copied by Finops-Orig entered by DLUCE dated

(ba100 "2140 ‘0002557374 11112018 TSF 2019 5 -2620.170 TF101718 PY  AOQT is paying DPS for PY MUQ181 for Education Rpt03 June for § 2629.17 -DML (Copied by Finops-Crig entered by DLUCE dated 10/17/18)

(08100 "2140 0002560480 11172018 TSF 2019 5 -19320.360 TF102418 PY  AOT is paying DPS for PY MUQ198 6/1-6/30/18 for § 40,320.38 -DML (Copied by Finops-Orig entered by DLUCE dated 10/24/18)

(08100 "2140 ‘0002559194 117112018 TSF 2019 5 -5445.430 TF102218 PY  AOT is Paying DPS for PY MU0182 for 6/1-6/31/2018 Education Rpt02 May invoices for § 7415.87 - DML (Copied by Finops-Orig entered by DLUGE
5

08100 2140 Too02859194 11172018 TSF 2019 -1970.440 TF102218 PY  AQT is Paying DPS for PY MU0182 for 5/1-6/31/2018 Education Rpt02 May invoices for $ 7415.87 - DML (Copied by Finops-Orig entered by DLUCE

WorkCenter navigation: General Ledger WorkCenter > Links pagelet > Journals > Journal Entry >
Create/Update Journal Entries

Navigator Menu navigation: General Ledger > Journals > Journal Entry > Create Journal Entries
The Create/Update Journal Entries page displays:

Create/Update Journal Entries

Add a New Value Q, Find an Existing Value

“Business Unit 01110 |Q
*Journal ID |NEXT
*Journal Date [p1/10/2024 &)
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.

1. Business Unit - Leave as default or enter the appropriate business unit

2. Journal ID - 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

3. Journal Date - Enter the Journal Date from the VT_BU_TRANSFER Query
4. Click Add
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The Header page displays with the journal ID entered:

Header Lines Totals Errors Approval

Unit 02140 Journal ID 0002556751 Date 11/01/2018

*Long Deseription | Describe what the transfer is for, the time period the transfer pertains to, whether the business 24
unit is sending/receiving, the original transaction 1D and A/P or A/R business unit.

L 1B
*Ledger Group ACTUALS Q Adjusting Entry | Non-Adjusting Eniry w|
Ledger Q Fiscal Year 2019
*Source | TSF Q Period 5
Reference Number TFO30115 ADE Date [11/01/2018  |[#]
*Journal Class |CY QL
Transaction Code |[GENERAL [&} [ Auto Generate Lines
[] save Journal Incomplete Status
SJE Type v [] Autobalance on 0 Amount Line

Currency Defaults: USD / CRRNT 71

Attachments (D) Cleta
Reversal: Do Not Generate Reversal Commitment Control
Entered By ETEST Eric John Hoefel
Entered On
Last Updated On
[Flsave ||[Z]Notify || Refresh e R0 |l Uncete/is ity

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.

5. Long Description - Enter a 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 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.

Source - Change to TSF
Reference Number - Enter the Reference Number from the VT_BU_TRANSFER Query

6
7
8. Journal Class - Enter a Journal Class - CY = Current Year; PY = Prior Year
9

Click on the Lines tab
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The Lines page displays:

Date 11/01/2013

Change Values

Process

Header Lines Totals Errors Approva
Unit 02140 Journal ID 0002556751
Template List
Interfintralnit *Process | Edit Journal
Lines
Select Line =Unit *Ledger SpeedType
O 02140 @ ACTUALS
<
Linestoadd| 1 = @
Totals
Unit Total Lines
02140
1| Save | |[Z] Notify * Refresh

Total Debits

0.00

Personalize | Find | [El] | L?ﬁl
=

Account Fund Dept Program

Class Project

495000 |G [21500 |@ (2140011000 |Q Q Q ¢!
| >
Personalize | Find | View All | [ First ‘4’ 1of1 '} Last

Total Credits  Journal Status  Budget Status

0.00

N

[} Add

N

2] Update/Display

In the Lines box, Business Unit and Ledger defaults from the header page.

Under Lines; Line 1

10. Account - If you are the receiver use account 495000, If you are the sender use the appropriate

grant expenditure account

11.
payment of the grant

12.
13. Class - Enter the appropriate class
14.
15.
16.
17.

18.
leave blank

19. Click the + icon to add a new line
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DeptID - Enter the appropriate DeptID

Program - Enter the appropriate program

Project/Grant - Enter the appropriate project/grant

Fund - If you are the receiver use fund 21500, If you are the sender use the appropriate fund for

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

Credit Amount - If you are the receiver enter amount of the grant here, if you are the sender
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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:

Header Lines || Totals | Erors || Approval
Unit 02140 Journal ID 0002556751 Date 11/01/2018
Template List Change Values
Inter/IntraUnit *Process | Edit Journa ~ I Process I
Lines Personalize | Find | | L::T&J
Select Line *Unit *Ledger SpeedType Account Fund Dept Program Class Project
O 1 02140 Q, ACTUALS @ (495000 Q, |21500 |G (2140011000 |Q Q Q, Q|
] 2 02140 Q, ACTUALS QI 100105 @, |21500 |G, 2140011000 |G (e} [a} q
< 2 >
Lines toadd| 1 = @
Totals Personalize | Find | View All | ¥ = First ‘4’ 10of1 ‘& Last
Unit Total Lines Total Debits Total Credits  Journal Status  Budget Status
02140 2 136.70 136.70 N N
filSave |[[Z]Nofify | & Refresh [E4 Add 4| Update/Display

Under Lines; Line 2
20. Account - Enter account 100105
21. Fund - Leave as default from line 1
22. DeptID - Leave as default from line 1
23. Class - Leave as default from line 1
24. Program - Leave as default from line 1
25. Project/Grant - Leave as default from line 1
26. Affiliate - Leave as default from line 1
27. Debit Amount - Leave as default, which balances the journal
28. Credit Amount - Leave as default, which balances the journal
29. Choose Edit Journal (default) from the Process drop-down list
30. Click Process
Remember; a successful edit check automatically invokes the Budget Check process.

The journal entry has been saved, edited and budget checked. The Journal ID has been assigned, the
Journal Status is V and the Budget Status is V.

Totals Personalize | Find | View All | ] E& First ‘&' 1of1 & Last
—
Unit Total Lines Total Debits Total Credits | Journal Status  Budget Status
02140 2 136.70 136.70 \% v

Once the Journal Status is Valid and the Budget Status is Valid, you will Submit the journal for approval.
See the Submitting a Journal for Approval exercise in this manual.

Once the department approves the journal, the journal entry is ready to be picked up by Financial
Operations and matched to the other department’s journal. Both will be approved 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.

WorkCenter navigation: General Ledger WorkCenter > Links > Journals > Journal Entry >
Create/Update Journal Entries

Navigator Menu navigation: General Ledger > Journals > Journal Entry > Create Journal Entries

The Create/Update Journal Entries page displays:

Create/Update Journal Entries

Add a New Value C, Find an Existing Value

“Business Unit 01110 | @
*Joumal ID |NEXT
*Joumnal Date [01/10/2024 El
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.

1. Business Unit - Leave as default or enter the appropriate business unit

. Journal ID - Leave as NEXT

2
3. Journal Date - Leave as current date or enter the appropriate journal date
4

Click Add
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The Header page displays:

Header J| Lines ||| Totals || Ermors || Approval

Unit 01110 Journal ID NEXT Date 11/05/2018

*Long Description |Include what the transfer is for, the time period the transfer pertains to, indication whether the \Ed]
business unit is sending or receiving the transfer, and the original VISICN transaction 1D

T T

*Ledger Group |ACTUALS Q, Adjusting Entry | Non-Adjusting Entry v|
Ledger Q Fiscal Year 2019
*Source TSF G, Period 5
Reference Number TF110518 ADB Date |11/05/2018 Eﬂ
*Journal Class |CY Q
Transaction Code | GEMERAL &} [ Auto Generate Lines

[ save Journal Incomplete Status
SJE Type | W [] Autobalance on 0 Amount Line

Currency Defaults: USD f CRRNT /1

Attachments (0) Lcra
Reversal: Do Not Generate Reversal Commitment Gontrol
Entered By ETEST Ella Test
Entered On
Last Updated On
Eg Save ‘_—J Natify S_Rt-‘:f_r_esh + Add 2] 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.

5.

Long Description - Enter a 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 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).

Source - Change to TSF

Reference Number - Enter a reference number using the following format: TF followed by the
date in format MMDDYY

Journal Class - Enter a Journal Class - CY = Current Year; PY = Prior Year

Click on the Lines tab
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The Lines page displays:

Header || Lines | Totals || Ermors

Unit 01110
Template List

Inter/intralnit
Lines

Select

|

£
Lines to add 1E| W

Totals

Line *Unit

01110 a

Unit Total Lines

01110
% Refresh

save |[=] Notity

Approva

Journal ID NEXT

Date 11/05/2018

Change Values

*Process | Edit Journal

Process

*Ledger SpeedType

ACTUALS

Personalize | Find | 22| E&

Account Fund Class Project

a

Dept

Q

Program

a

Q Q

Total Debits

0.00

Personalize | Find | View All | 20| (& First ‘&' 1pof1 ‘& Last

Total Credits ~ Journal Status  Budget Status
0.00 N N

L Add || 7] Update/Display

In the Lines box, Business Unit and Ledger defaults from the header page.

Under Lines; Line 1

10. Account - If you are the receiver use the account that was used on the original payment of the

11.

12,

13.

14.

15.

16.
17.

18.

19.
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bill. If it is a prior year refund of expenditure (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.

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

DeptlID - If you are the receiver use the DeptlD that was used on the original payment of the
bill, if you are the sender use the appropriate DeptID for the expenditure

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

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

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

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

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

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

Click the + icon to add a new line
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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:

Header Lines Totals Ermors Approva
Unit 01110 Journal ID NEXT Date 11/05/2013
Template List Change Values
Interintralnit *Process | Edit Journal (v Process
Lines Personalize | Find | @I Q
Select Line *Unit *Ledger SpeedType Account Fund Dept Program Class Project
O 01110 @, ACTUALS Q 519000 |@, [10000 |@, [1110003000 |G Q Q Q
O 2 p1110 Q ACTUALS CI @, [10000 |@, (1110003000 |C Q Q QI
< 2 >
Linestoadd| 1 =
Totals Personalize | Find | View All | | = First ‘&' 1of1 &/ Last
Unit Total Lines Total Debits Total Credits  Journal Status ~ Budget Status
01110 2 500.00 500.00 N N
[lSave ||[Z]MNotify ||&* Refresh [E4 Add | Update/Display
Under Lines; Line 2
20. Account - Enter account 100105
21. Fund - Leave as default from line 1
22. DeptlD - Leave as default from line 1
23. Class - Leave as default from line 1
24. Program - Leave as default from line 1
25. Project/Grant - Leave as default from line 1
26. Affiliate - Leave as default from line 1
Scroll to the right to see additional fields:
Header || Lines || Totals || Erors || Approva
Unit 01110 Journal ID NEXT Date 11/05/2013
Template List Change Values
Inter/IntralUnit I"Process Edit Journa vl I I Process I
Lines Personalize | Find | (2 | =
Select Line Affiliate Debit Amount Credit Amount Basze Currency Budget Date Reference Journal Line Description I
(] 02100 [&] 500.00 sD 11/05/2018 Other Purchased Services |
| 2 08100 o] 500.00| UsSD 11/05/2018 |
< > >
Lines to add 1 (=1 I F
Totals Personalize | Find | View All | 2] = First ‘& 10of1 &) Last
Unit Total Lines Total Debits Total Credits  Journal Status  Budget Status
01110 2 500.00 500.00 N N
o Save ||[Z]Notify ||&* Refresh [Es Add | Update/Display

27. Debit Amount - Leave as default, which balances the journal

28. Credit Amount - Leave as default, which balances the journal

29. Choose Edit Journal (default) from the Process drop-down list

30. Click Process
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The following Message opens:

Message

Journal 0002491177 is saved. (5210,6)

Remember; a successful edit check automatically invokes the Budget Check process.
31. Click OK

The journal entry has been saved, edited and budget checked. The Journal ID have been assigned, the
Journal Status is V and the Budget Status is V.

Journal Status Budget Status

A W

Once the Journal Status is Valid and the Budget Status is Valid, you will Submit the journal for approval.

See the Submitting a Journal for Approval exercise in this manual.

Once the journal has been approved by the department, 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, approve, and post them.

Reports and Queries — Reports and Queries for General Ledger can be found in the Reporting
Manual(s) https://finance.vermont.gov/vision-module-support/general-ledger

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

WorkCenter navigation: General Ledger WorkCenter > Links pagelet > Journals > Journal Entry >
Create/Update Journal Entries

Navigator Menu navigation: General Ledger > Journals > Journal Entry > Create Journal Entries
The Create/Udate Journal Entries page displays:

Create/Update Journal Entries

Find an Existing Value
Add a New Value Q H

*Business Unit 01110 |q
*Journal ID |NEXT
*Journal Date |g1/10/2024 el
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.

Business Unit - Leave as default or enter the appropriate business unit

2. Journal ID - Enter the journal ID from the VT_BU_TRANSFER Query
3. Journal Date - Enter the journal date from the VT_BU_TRANSFER Query
4. Click Add
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The Header page displays with the journal ID entered:

Header Lines Totals Errors Approval

Aftachments (0) Cem
Reversal: Do Mot Generate Reversal Commitment Control
Entered By ETEST Ella Test
Entered On
Last Updated On
[E] Save ||[=] Moti w4 Refres [EIW, ¥ pdate/Display
=5 =] Matify % Refresh Add 2| Update/Displ

Unit 01110 Journal ID MNEXT Date 11/06/2018

“Long Description Include what the transfer is for, the time period the transfer pertains to, indication whether = (E
the business unitis sending or receiving the transfer, and the original VISION fransaction 1D «

3 CIardciers TETTIAITg

*Ledger Group |ACTUALS a, Adjusting Entry MNon-Adjusting Entry -
Ledger Q Fiscal Year 2019
*Source TSF &} Period o
Reference Number [TF110618 ADB Date 11/06/2018 |[5]
*Journal Class |CY (&}
Transaction Code |GENERAL Q [C] Auto Generate Lines

[T] save Journal Incomplete Status
SJE Type - [C] Autobalance on 0 Amount Line

Currency Defaults: USD / CRRNT /1

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.

5.

Long Description - Enter a 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 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).

Source - Change to TSF
Reference Number - Enter the Reference Number from the VT_BU_TRANSFER Query
Journal Class - Enter a Journal Class - CY = Current Year; PY = Prior Year

Click on the Lines tab
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The Lines page displays:

Header Lines Totals || Ermors || Approval
Unit 01110 Journal ID MNEXT Date 11/06/2018
Template List Change Values
Inter/Intralinit *Process EditJournal - Process
Lines Personalize | Find | CU | ]
Select Line *Unit *Ledger SpeedType Account Fund Dept Program Class Project
1 01110 @ ACTUALS Q Q Q Q Q Q
Lines to add 1 = E
Totals Personalize | Find | View All | (2| B First 4/ 10f1 ‘P Last
Unit Total Lines Total Debits Total Credits Journal Status Budget Status
01110 1 0.00 0.00 N N
[5] save ||[=] Motify | |7 Refrash [Ek Add || F Update/Display

In the Lines box, Business Unit and Ledger defaults from the header page.
Under Lines; Line 1

10. 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

11. 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

12. 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

13. 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

14. 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

15. 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

16. Affiliate - Enter Business Unit of department from the VT_BU_TRANSFER Query

17. Debit Amount - If you are the receiver leave blank, if you are the sender enter amount of
reimbursement here

18. Credit Amount - If you are the receiver enter amount of the reimbursement here, if you are the
sender, leave blank

19. Click the + icon to add a new line
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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:

Header Lines Totals Errors Approval
Unit 01110 Journal ID MEXT Date 11/06/2018
Template List Change Values
Inter/Intralinit *Process Edit Journal - Process
Lines Personalize | Find | (2 | =
Select Line *Unit *Ledger SpeedType Account Fund Dept Program Class Project
] 1 01110 G, ACTUALS Q510000 |G 10000 |@ 1110003000 |Q (&} (&}
(] 2 01110 Q. ACTUALS QI 100105 |G (10000 |C (1110003000 |Gy (&} Q I
< [ »
Lines to add 1 = ﬂ
Totals Personalize | Find | View Al | G| = First ‘4 10of1 '» Last
Unit Total Lines Total Debits Total Credits  Journal Status Budget Status
01110 2 100.00 100.00 M M
[5] save ||[=] Notify ¥ Refresh =+ Add - Update/Display

Under Lines; Line 2

20. Account - Enter account 100105
21. Fund - Leave as default from line 1
22. DeptlID - Leave as default from line 1
23. Class - Leave as default from line 1
24. Program - Leave as default from line 1
25. Project/Grant - Leave as default from line 1
26. Affiliate - Leave as default from line 1
Scroll right to view additional fields:

Personalize | Find | @| Q

Journal Line Description

Other Purchased Services

Header || Lines | Totals || Erors | Approval
Unit 01110 Journal ID MEXT Date 11/06/2018
Template List Change Values
Inter/Intralnit I *Process EditJournal - I I Process I
Lines
Select Line Affiliate Debit Amount Credit Amount Baze Currency Budget Date Reference
[ 1 08100 Q 100.00) jUsD 11/06/2018
(& 2 08100 Q 100.00 UsSD 1110612018
4 [ m
Lnestoadd| 1 = E
Totals Personalize | Find | View All | @I E
Unit Total Lines Total Debits Total Credits ~ Journal Status
01110 2 100.00 100.00 M
[§]save ||[=] Notity || & Refresh =% Add

First ‘&) 10f1 &) Last
Budget Status
M

| Update/Display

27. Debit Amount - Leave as default, which balances the journal
28. Credit Amount - Leave as default, which balances the journal
29. Choose Edit Journal (default) from the Process drop-down list
30. Click Process
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The following Message opens:

Message

Journal 0002491178 is saved. (5210,6)

OK

Remember; a successful edit check automatically invokes the Budget Check process.

31. Click OK

The journal entry has been saved, edited and budget checked. The Journal ID have been assigned, the
Journal Status is V and the Budget Status is V.

Journal Status Budget Status

A W

Once the Journal Status is Valid and the Budget Status is Valid, you will Submit the journal for approval.

See the Submitting a Journal for Approval exercise in this manual.

Once the journal has been approved by the department, the journal entry is ready to be picked up by
Financial Operations and matched to the other department’s journal. Both will be approved 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.

WorkCenter navigation: General Ledger WorkCenter > Links > Journals > Journal Entry >
Create/Update Journal Entries

Navigator Menu navigation: General Ledger > Journals > Journal Entry > Create Journal Entries
The Create/Update Journal Entries page displays:

Create/Update Journal Entries

Add a New Value C, Find an Existing Valug

“Business Unit |01110 |Gy,
*Journal ID |NEXT
*Journal Date [01/10/2024 El
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.

1. Business Unit - Leave as default or enter the appropriate business unit

2. Journal ID - Leave as NEXT

3. Journal Date - Leave as current date or enter the appropriate journal date
4. Click Add
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The Header page displays:

Header || Lines || Totals || Erors || Approval

Attachments (0) Octa
Reversal: Do Mot Generate Reversal Commitment Control
Entered By ETEST Ella Test
Entered On
Last Updated On
[FlSave ||[=]Notify || Refresh i L e sslon.

Unit 01110 Journal ID NEXT Date 11/07/2018

*Long Description |Include what the transfer is for, the fime period the transfer pertains to, indication whether the
business unit is sending or receiving the transfer, and the original VISION transaction 1D

AL i e

*Ledger Group ACTUALS [} Adjusting Enfry | Non-Adjusting Entry V|
Ledger Q Fiscal Year 2019
*Source TSF (&} Period 5
Reference Number |TF110718 ADB Date 11/07/2018 |5
*Journal Class CY &
Transaction Code |(GENERAL &} [] Auto Generate Lines

[] save Journal Incomplete Status
SJE Type v [J autobalance on 0 Amount Line

Currency Defaults: USD f CRRNT /1

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.

5.

Long Description - Enter a 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 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.

Source - Change to TSF

Reference Number - Enter a reference number using the following format: TF followed by the
date in format MMDDYY

Journal Class - Enter a Journal Class - CY = Current Year; PY = Prior Year

Click on the Lines tab
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The Lines page displays:

Header Lines Totals Errors Approval
Unit 01110 Journal ID NEXT Date 11/07/2013
Template List Change Values
InterfIntraUnit *Process | Edit Journa v| Process
Lines Personalize | Find || L:_&J
Select Line *Unit *| edger SpeedType Account Fund Dept Program Class Project
O p1110 Q ACTUALS &) Q Q Q Q Q
< 2 >
Lines toadd| 1 = @

Totals Personalize | Find | View Al | 12 B First (&) 10of1 & Last
Unit Total Lines Total Debits Total Credits  Journal Status  Budget Status
01110 0.00 0.00 N N
filSave ||[=] Notify % Refresh % Add 4] Update/Display

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

Under Lines; Line 1

10.

11.

12,

13

14.
15.
16.
17.

18.

19.
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Account - If you are the receiver use account 490000, if you are the sender use the appropriate
expenditure account

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

DeptlID - Enter the appropriate DeptID

. Class - Enter the appropriate class

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

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

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

Click the + icon to add a new line

Page 50 of 193



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:

Header Lines Totals Errors Approva
Unit 01110 Journal ID NEXT
Template List

Date 11/07/2012

Change Values

Linestoadd| 1 = E
Totals
Unit Total Lines Total Debits
01110 2 100.00

1| Save | |[Z] Notify o4 Refresh

InterfintraUnit *Process | Edit Journa Process
Lines Personalize | Find | &) =
Select Line Unit *Ledger SpeedType Account Fund Dept Program Class Project
O 01110 Q, ACTUALS Q, [so7e00 |, [10000 |@ [1110002000 |Q, Q Q Q
0o 2 pt110 @, ACTUALS of @, [10000 | [1110003000 | Q aQ | 3
< L 2 >

Personalize | Find | View All | 2] = First ‘4 10of1 ‘» Last

Total Credits ~ Journal Status ~ Budget Status
100.00 N N

[+ Add || #] Update/Display

Under Lines; Line 2
20. Account - Enter account 100105
21. Fund - Leave as default from line 1
22. DeptlD - Leave as default from line 1
23. Class - Leave as default from line 1
24. Program - Leave as default from line 1
25. Project/Grant - Leave as default from line 1
26. Affiliate - Leave as default from line 1

Scroll to the right to view additional fields:

Header Lines Totals || Errors Approva
Unit 01110 Journal ID NEXT
Template List

InterfIntralnit

Lines

Select Line Affiliate Debit Amount Credit Amount
] 1 02200 Q 100.00 UsD
O 2 02200 Q 100.00|UsSD

<
Linestoadd| 1 =

Totals

Unit Total Lines Total Debits

01110 2 100.00

filSave ||[=]Motify || &3 Refresh

Change Values
*Process | Edit Journa ~ I Process I

[Base Currency

Date 11/07/2018

Personalize | Find | D] | Q

Budget Date Reference Journal Line Description
11/07/2018 Other Contr and 3rd Pty Serv
11/07/2018

Personalize | Find | View All | 2] [ First ‘4 1of1 '} Last
Total Credits ~ Joumnal Status ~ Budget Status

100.00 N N

[ Add || 2] Update/Display

27. Debit Amount - Leave as default, which balances the journal

28. Credit Amount - Leave as default, which balances the journal

29. Choose Edit Journal from the Process drop-down list

30. Click Process
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The following Message opens:

Message

Journal 0002491179 is saved. (5210,6)

Remember; a successful edit check automatically invokes the Budget Check process.
31. Click OK

The journal entry has been saved, edited and budget checked. The Journal ID have been assigned, the
Journal Status is V and the Budget Status is V.

Journal Status Budget Status

W W

Once the Journal Status is Valid and the Budget Status is Valid, you will Submit the journal for approval.

See the Submitting a Journal for Approval exercise in this manual.

Once the department has approved the journal, 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, approve, and post them.

Reports and Queries — Reports and Queries for General Ledger can be found in the Reporting
Manual(s) https://finance.vermont.gov/vision-module-support/general-ledger

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.

WorkCenter navigation: General Ledger WorkCenter > Links > Journals > Journal Entry >
Create/Update Journal Entries

Navigator Menu navigation: General Ledger > Journals > Journal Entry > Create Journal Entries

The Create/Update Journal Entries page displays:

Create/Update Journal Entries

Add a New Value Q, Find an Existing Value

“Business Unit | 02200 |@
*Journal ID | 0002491179
*Journal Date [11/07/2018 [

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.

1. Business Unit - Leave as default or enter the appropriate business unit
2. Journal ID - Enter the Journal ID from the VT_BU_TRANSFER Query

3. Journal Date - Enter the Journal Date from the VT_BU_TRANSFER Query
4. Click Add
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The Header page displays with the journal ID entered:

Header || Lines || Totals || Errors || Approval

Unit 02200 Journal ID 0002491179 Date 11/07/2018

*Long Description |Include what the transfer is for, the time period the transfer pertains to, indication whether the
business unit is sending or receiving the transfer, and the original VISION transaction 1D

*Ledger Group ACTUALS Q Adjusting Entry | Non-Adjusting Eniry v|
Ledges Q Fiscal Year 2019
*Source TSF Q Period 5
Reference Number |TF110713 ADB Date 11/07/2018 |[5
*Journal Class [CY Q
Transaction Code GENERAL QL [] Auto Generate Lines

[ save Journal Incomplete Status
SJE Type v [ Autobalance on 0 Amount Line

Currency Defaults: USD / CRENT /1
Attachments (D) Uera

Reversal: Do Mot Generate Reversal Commitment Control

Entered By ETEST Ella Test

Entered On
Last Updated On

[G]save ||[Z]Notily ||i* Refresh + Add 2| 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. Save Journal Incomplete Status
defaults as unchecked.

5. Long Description - Enter a 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 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.

. Source - Change to TSF
Reference Number - Enter the Reference Number from the VT_BU_TRANSFER Query

6
7
8. Journal Class - Enter a Journal Class - CY = Current Year; PY = Prior Year
9

. Click on the Lines tab
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The Lines page displays:

Header Lines || Totals || Erors || Approva
Unit 02200 Journal ID 0002431179 Date 11/07/2018
Template List Change Values
Interfintraunit *Process | Edit Journal ~ Process
Lines Personalize | Find | 2| =
Select Line *Unit *Ledger SpeedType Account Fund Dept Program Class Project
] 1 pz2200 Q, ACTUALS Q, a e} a, Q, g
< g >
Linestoadd| 1 =l
Totals Personalize | Find | View All | 1 =5 First ‘4’ 10f1 ‘&) Last
Unit Total Lines Total Debits Total Credits ~ Joumnal Status  Budget Status
02200 1 0.00 0.00 N N
il Save ||[=]Notify ||&* Refresh E4 Add 4 Update/Display

In the Lines box, business unit and ledger defaults from the header page.
Under Lines; Line 1

10. Account - If you are the receiver use account 490000, if you are the sender use the appropriate
expenditure account

11. Fund - If you are the receiver use fund 21500, if you are the sender use the appropriate fund for
payment of the expenditure

12. DeptID - Enter the appropriate DeptID

13. Class - Enter the appropriate class

14. Program - Enter the appropriate program

15. Project/Grant - Enter the appropriate project/grant

16. Affiliate - Enter Business Unit of department from the VT_BU_TRANSFER Query

17. Debit Amount - If you are the receiver leave blank, if you are the sender enter amount of
reimbursement here

18. Credit Amount - If you are the receiver enter amount of the reimbursement here, if you are the
sender leave blank

19. Click the + icon to add a new line

General Ledger Manual - February 2024 Page 55 of 193



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:

Header Lines Totals Errors Approval
Unit 02200 Journal ID 0002431179 Date 11/07/2018
Template List Change Values
InterfintraUnit *Process | Edit Journal i Process
Lines Personalize | Find | @I Q
Select Line *Unit *Ledger SpeedType Account Fund Dept Program Class Project
] 02200 G, ACTUALS X [490000 G, (21500 |3 2200160000 |G &} G, @]
O 2 p2200 Q ACTUALS QI Q, 21500 |@, [2200160000 |Q Q Q QI
< 4 >
Linestoadd| 1 = @
Totals Personalize | Find | View All | 3| B First ‘4 10f1 ‘& Last
Unit Total Lines Total Debits Total Credits  Journal Status  Budget Status
02200 2 100.00 100.00 N N
lSave | |[Z]Notify || Refresh [ Add | Update/Display
Under Lines; Line 2
20. Account - Enter account 100105
21. Fund - Leave as default from line 1
22. DeptID - Leave as default from line 1
23. Class - Leave as default from line 1
24. Program - Leave as default from line 1
25. Project/Grant - Leave as default from line 1
26. Affiliate - Leave as default from line 1
Scroll to the right to view additional fields:
Header Lines Totals Errors Approva
Unit 02200 Journal ID 0002491179 Date 11/07/2013
Template List Change Values
Inter/intralinit I *Process | Edit Journal le I Process I
Lines Personalize | Find | 2] B
Select Line Affiliate Debit Amount Credit Amount Base Currency Budget Date Reference Journal Line Description I
] 01110 Q 100.00 pJSD 111072018 Intra/inter Unit Goods/Service !
[l 2 01110 Q 100.00 lsD 11/07/2018 !
< >
Linesto add| 1 = E
Totals Personalize | Find | View All | £ | = First ‘4’ 10of1 ‘B Last
Unit Total Lines Total Debits Total Credits  Jouwrnal Status  Budget Status
02200 2 100.00 100.00 N N
lSave ||[Z]Notify || Refresh (=} Add | Update/Display

27. Debit Amount - Leave as default, which balances the journal
28. Credit Amount - Leave as default, which balances the journal
29. Choose Edit Journal (default) from the Process drop-own list
30. Click Process
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The following Message opens:

Message

Journal 0002491179 0s saved. (5210,6)

....................................

Remember; a successful edit check automatically invokes the Budget Check process.
31. Click OK

The journal entry has been saved, edited and budget checked. The Journal ID has been assigned, the
Journal Status is V and the Budget Status is V.

Journal Status Budget Status

A W

Once the Journal Status is Valid and the Budget Status is Valid, you will Submit the journal for approval.

See the Submitting a Journal for Approval exercise in this manual.

Once the department has approved the journal, the journal entry is ready to be picked up by Financial
Operations and matched to the other department’s journal. Both will be approved 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.

WorkCenter navigator: General Ledger WorkCenter > Links > Journals > Journal Entry > Create/Update
Journal Entries

Navigator Menu navigation: General Ledger > Journals > Journal Entry > Create Journal Entries

The Create/Update Journal Entries page displays:

Create/Update Journal Entries

Add a New Value Q, Find an Existing Value

*Business Unit |01110 Q
*Journal ID |NEXT
*Journal Date [01/10/2024 E
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.

1. Business Unit - Leave as default or enter the appropriate business unit

2. Journal ID - Leave as NEXT

3. Journal Date - Leave as current date or enter the appropriate journal date
4

Click Add

General Ledger Manual - February 2024 Page 58 of 193



The Header page displays:

Header Lines Totals Errors Approval

Unit 01110 Journal ID NEXT Date 11/07/2018

*Long Description [Include what the transfer is for, the time period the transfer pertains to, indication whether the 21
business unit is sending or receiving the transfer, and the original VISION transaction 1D

T CTaTaC eI TeaTg

*Ledger Group ACTUALS a Adjusting Entry | Non-Adjusting Enfry V|
Ledger Q Fiscal Year 2019
*Source TSF QL Period 5
Reference Number TF110718 ADE Date 11/07/2018 |[#]
*Journal Class |CY Q
Transaction Code GEMERAL QL [ Aute Generate Lines

[ save Journal Incomplete Status

S.JE Type v [ Autobalance on 0 Amount Line

Currency Defaults: USD f CRRNT /1

Attachments (0) Lcra

Reversal: Do Not Generate Reversal Commitment Confrol

Entered By ETEST Ella Test

Entered On
Last Updated On

Egs_ave ‘_—JNotlfy S__Ref_rgsh + Add 2] 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.

5.

Long Description - Enter a 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 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.

Source - Change to TSF

Reference Number - Enter a reference number using the following format: TF followed by the
date in format MMDDYY

Journal Class - Enter a Journal Class - CY = Current Year; PY = Prior Year

Click on the Lines tab
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The Lines page displays:

Header Lines Totals Errors Approva
Unit 01110 Journal ID NEXT Date 11/07/2018
Template List Change Values
Inter/intralnit *Process | Edit Journal v| Process
Lines Personalize | Find | @l L:_Bil
Select Line *Unit *Ledger SpeedType Account Fund Dept Program Class Project
[} 1 p1110 Q, ACTUALS Q, Q, Q Q (&
< g >
Linestoadd| 1 = E

Totals Personalize | Find | View All | 2 B First ‘4 10f1 '» Last
Unit Total Lines Total Credits  Journal Status  Budget Status
01110 0.00 N N
ilSave ||[Z]Mofify | i Refresh |54 Add 2| Update/Display

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

Under Lines; Line 1

10. Account - If you are the receiver use the appropriate revenue account, if you are the sender use

the appropriate expenditure account

11. Fund - Enter the appropriate fund

12. DeptID - Enter the appropriate DeptID

13. Class - Enter the appropriate class

14. Program - Enter the appropriate program

15. Project/Grant - Enter the appropriate project/grant

16. Affiliate - Enter Business Unit of department that you are receiving from or sending to

17. Debit Amount - If you are the receiver leave blank, if you are the sender enter amount of

payment here

18. Credit Amount - If you are the receiver enter amount of the receipt here, if you are the sender

leave blank

19. Click the + icon to add a new line
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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:

Header Lines Totals Errors Approva
Unit 01110 Journal ID NEXT Date 11/07/2013
Template List Change Values
Interntralnit *Process | Edit Journal ~ Process
Lines Personalize | Find | @I =
Select Line “Unit *Ledger SpeedType Account Fund Dept Program Class Project
O 01110 @ ACTUALS Q, [s20110 | [10000 |@ 1110002000 |Q Q Q Q
o 2 p1110 @ ACTUALS of @ [10000 | [1110003000 |Q aQ aQ al
< 3 >
Lines to add| 1 = E
Totals Personalize | Find | View All | (2] [ First ‘4’ 10of1 ‘»' Last
Unit Total Lines Total Debits Total Credits  Journal Status  Budget Status
01110 2 0.00 0.00 N M
| Save | |[Z] Notify 4 Refresh 4 Add 4| Update/Display
Under Lines; Line 2
20. Account - Enter account 100105
21. Fund - Leave as default from line 1
22. DeptlD - Leave as default from line 1
23. Class - Leave as default from line 1
24. Program - Leave as default from line 1
25. Project/Grant - Leave as default from line 1
26. Affiliate - Leave as default from line 1
Scroll to the right to view additional fields:
Header Lines Totals Errors Approva
Unit 01110 Journal ID NEXT Date 11/07/2013
Template List Change Values
Inter/intralnit I’Process Edit Journal v| I I Process I
Lines Personalize | Find | & Q
Select Line Affiliate Debit Amount Credit Amount [Base Currency Budget Date Reference Journal Line Description
O . |08100 Q, 100.00 UsD 1170712018 Gasoline
(] 2 . 108100 Q. 100.00| UsSD 11/07/2018
< > >
Linestoadd| 1 =l
Totals Personalize | Find | View Al | £ | B First ‘4 1of1 ‘2 Last
Unit Total Lines Total Debits Total Credits  Journal Status  Budget Status
01110 2 0.00 0.00 N N
il Save ||[=]Notify | % Refresh [E Add | Update/Display

26. Debit Amount - Leave as default, which balances the journal

27. Credit Amount - Leave as default, which balances the journal

28. Choose Edit Journal from the Process drop-down list

29. Click Process
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The following Message opens:

Message

Journal 0002491130 is saved. (5210,6)

Remember; a successful edit check automatically invokes the Budget Check process.
30. Click OK

The journal entry has been saved, edited and budget checked. The Journal ID has been assigned, the
Journal Status is V and the Budget Status is V:

Journal Status Budget Status

A W

Once the Journal Status is Valid and the Budget Status is Valid, you will Submit the journal for approval.

See the Submitting a Journal for Approval exercise in this manual.

Once the department has approved the journal, 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, approve, and post them.

Reports and Queries — Reports and Queries for General Ledger can be found in the Reporting
Manual(s) https://finance.vermont.gov/vision-module-support/general-ledger

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.

WorkCenter navigation: General Ledger WorkCenter > Links > Journals > Journal Entry >
Create/Update Journal Entries

Navigator Menu navigation: General Ledger > Journals > Journal Entry > Create Journal Entries

The Create/Update Journal Entries page displays:

Create/Update Journal Entries

Add a New Value Q, Find an Existing Value

“Business Unit 08100 |Q
*Jounal 1D | 0002491180
*Journal Date [11/07/2018 B
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.

1. Business Unit - Leave as default or enter the appropriate business unit
2. Journal ID - Enter the Journal ID from the VT_BU_TRANSFER Query

3. Journal Date - Enter the Journal Date from the VT_BU_TRANSFER Query
4. Click Add
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The Header page displays:

Header ||| Lines | Totals || Errors || Approval

Unit 08100 Journal ID 0002491130 Date 11/07/2018

*Long Description |Include what the transfer is for, the time pericd the transfer periains to, indication whether the
business unit is sending or receiving the transfer, and the original VISION transaction 1D

*Ledger Group ACTUALS & Adjusting Entry | Mon-Adjusting Enfry v|
Ledger Q Fiscal Year 2019
*Source TSF Q Period 5
Reference Number |TF110718 ADB Date |11/07/2018 |[3)
*Journal Class |CY| x |G
Transaction Code GEMWERAL Q [ Auto Generate Lines
[ save Journal Incomplete Status
SJE Type | v| [] Autobalance on 0 Amount Line

Currency Defaults: USD / CRRNT /1

Attachments (0) Octa
Reversal: Do Not Generate Reversal Commitment Control
Entered By ETEST Ella Test
Entered On
Last Updated On
[Fsave |[=]Notify | &> Refresh (e 00| (ametindeleiispay

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.

5.

© ® N @

Long Description - Enter a 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 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.

Source - Change to TSF
Reference Number - Enter the Reference Number from the VT_BU_TRANSFER Query
Journal Class - Enter a Journal Class - CY = Current Year; PY = Prior Year

Click on the Lines tab
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The Lines page displays:

Header Lines Totals Ermrors Approval
Unit 08100 Journal ID 0002491130 Date 11/07/2013
Template List Change Values
InterfintraUnit “Process | Edit Journal vl Process
Lines Personalize | Find | 2| =
Select Line *Unit *Ledger SpeedType Account Fund Dept Program Class Project
O 1 08100 O ACTUALS Y a Q L a Q a,
2 >
Linestoadd| 1 = E

Totals Personalize | Find | View Al | 22 = First &' 10f1 &/ Last
Unit Total Lines Total Debits Total Credits  Journal Status ~ Budget Status
08100 1 0.00 0.00 N N
flSave ||[=]Notify || ¥ Refresh 4 Add 4] Update/Display

In the Lines box, business unit and ledger defaults from the header page.
Under Lines; Line 1

10. Account - If you are the receiver use account 490000, if you are the sender use the appropriate
expenditure account

11. Fund - If you are the receiver use fund 21500, if you are the sender use the appropriate fund for
payment of the expenditure

12. DeptID - Enter the appropriate DeptID

13. Class - Enter the appropriate class

14. Program - Enter the appropriate program

15. Project/Grant - Enter the appropriate project/grant

16. Affiliate - Enter Business Unit of department from the VT_BU_TRANSFER Query

17. Debit Amount - If you are the receiver leave blank, if you are the sender enter amount of
reimbursement here

18. Credit Amount - If you are the receiver enter amount of the reimbursement here, if you are the
sender leave blank

19. Click the + icon to add a new line
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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:

Header Lines Totals Errors Approval
Unit 02100 Journal ID 0002431130 Date 11/07/2013
Template List Change Values
Interfintralnit *Process | Edit Journa ~ Process
Lines Personalize | Find | £ E
Select Line Unit *Ledger SpeedType Account Fund Dept Program Class Project
O 08100 @, ACTUALS Q [407545 |@ [20105 |@ [s100002100 |Q Q Q Q
O 2 08100 @, ACTUALS QI| Q, [20105 |@, [s100002100 |Q Q (e} QI
< 4 >
Lines toadd| 1 =
Totals Personalize | Find | View All | 2] = First ‘&) 10of1 &/ Last
Unit Total Lines Total Debits Total Credits  Journal Status  Budget Status
08100 2 100.00 100.00 N N
il Save ||[Z] Notify || &% Refresh [Ey Add 7| Update/Display
Under Lines; Line 2
20. Account - Enter account 100105
21. Fund - Leave as default from line 1
22. DeptID - Leave as default from line 1
23. Class - Leave as default from line 1
24. Program - Leave as default from line 1
25. Project/Grant - Leave as default from line 1
26. Affiliate - Leave as default from line 1
Scroll to the right to view additional fields:
Header Lines Totals Errors Approva
Unit 08100 Journal ID 0002491120 Date 11/07/2013
Template List Change Values
Interfintralnit I"Process Edit Journa v| I I Process I
Lines Personalize | Find | &2 E
Select Line Affiliate Debit Amount Credit Amount [Base Currency Budget Date Reference Journal Line Description
O 01110 a 100.00| UsSD 11/07/2018 Gasoline Fuel
[l 2 01110 Q 100.00 UsD 1170772018
< >
Linestoadd| 1 =
Totals Personalize | Find | View Al | 2| B First ‘4 1of1 '»' Last
Unit Total Lines Total Debits Total Credits  Journal Status  Budget Status
08100 2 100.00 100.00 N N
[l Save ||[=] Notify 4 Refresh 4% Add | Update/Display
27. Debit Amount - Leave as default, which balances the journal
28. Credit Amount - Leave as default, which balances the journal
29. Choose Edit Journal from the Process drop-down list
30. Click Process
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The following Message opens:

Message

Journal 0002491180 is saved. (5210,6)

Remember; a successful edit check automatically invokes the Budget Check process.
31. Click OK

The journal entry has been saved, edited and budget checked. The Journal ID have been assigned, the
Journal Status is V and the Budget Status is V:

Journal Status Budget Status

W W

Once the Journal Status is Valid and the Budget Status is Valid, you will Submit the journal for approval.

See the Submitting a Journal for Approval exercise in this manual.

Once the department has approved the journal, the journal entry is ready to be picked up by Financial
Operations and matched to the other department’s journal. Both will be approved 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.

WorkCenter navigation: General Ledger WorkCenter > Links > Journals > Journal Entry >
Create/Update Journal Entries

Navigator Menu navigation: General Ledger > Journals > Journal Entry > Create Journal Entries

The Create/Update Journal Entries page displays:

Create/Update Journal Entries

Add a New Value C, Find an Existing Value!

“Business Unit 01110 |G
*Journal ID |NEXT
*Journal Date [p1/10/2024 El

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.

1. Business Unit - Leave as default or enter the appropriate business unit

2. Journal ID - Leave as NEXT

3. Journal Date - Leave as current date or enter the appropriate journal date
4

Click Add
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The Header page displays:

Header Lines Totals Errors Approval

Unit 01110 Journal ID NEXT Date 11/08/2013

*Long Description | Include what the transfer is for, the time peried the transfer pertains to, indication whether the (]
business unit is sending or receiving the transfer, and the original VISION transaction ID

£ ~hara fns romaining

*Ledger Group ACTUALS Q Adjusting Entry | Non-Adjusting Eniry v
Ledger Q Fiscal Year 2019
*Source TSF Q Period 5
Reference Number | TF110815 ADB Date |11/08/2018 |[5]
*Journal Class PY Q
Transaction Code [GENERAL  |Q) [J Auto Generate Lines

[ save Journal Incomplete Status
SJE Type | M [J autobalance on 0 Amount Line

Currency Defaults: USD f CRRNT /1

Attachments (D) Cera
Reversal: Do Not Generate Reversal Commitment Control
Entered By ETEST Ella Test
Entered On
Last Updated On
[Esave ||=]Noty || Refresn [h Add || 2] Updateisplay

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.

5. Long Description - Enter a 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 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).

6. Source - Change to TSF

7. Reference Number - Enter a reference number using the following format: TF followed by the
date in format MMDDYY

8. Journal Class - Set to PY
9. Click on the Lines tab
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The Lines page displays:

Header Lines Totals || Errors

Unit 01110
Template List
Inter/intraUnit
Lines

Select Line

O 1 01110

*Unit

H =

Lines to add 1
Totals
Unit Total Lines
01110
[ Save

=] Notiy

o Refresh

Approva

Joumnal ID NEXT

Date 11/03/2013

Change Values

*Process [Edit Jouna

*Ledger SpeedType Account

Q ACTUALS Q

Total Debits

0.00

1% Process
Personalize | Find | | L:_ﬁil
Fund Dept Program Class Project
Q Q a Q a Q
>
Personalize | Find | View Al | 27| [E First ‘4 1of1 '} Last

Total Credits ~ Journal Statuz ~ Budget Status

0.00 N N

=4 Add 4 Update/Display

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

10. 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.

WorkCenter navigation: General Ledger WorkCenter > Links pagelet > Journals > Journal Entry >
Create/Update Journal Entries

Navigator Menu navigation: General Ledger > Journals > Journal Entry > Create Journal Entries

The Create/Update Journal Entries page displays:

Create/Update Journal Entries

Add a New Value Q, Find an Existing Value|

*Business Unit 03100 |Q_
*Joumnal ID | 0002491180
*Journal Date [11/07/2018 e

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.

1. Business Unit - Leave as default or enter the appropriate business unit
2. Journal ID - Enter the Journal ID from the VT_BU_TRANSFER Query

3. Journal Date - Enter the Journal Date from the VT_BU_TRANSFER Query
4. Click Add
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The Header page displays with the entered journal ID:

Header Lines Totals Errors Approval

Unit 01110 I Journal ID 0002491130 I Date 11/03/2018

*Long Description | Include what the transfer is for, the time period the transfer pertains to, indication whether the
business unit is sending or receiving the transfer, and the original VISION transaction 1D
s .
*Ledger Group ACTUALS Q Adjusting Entry | Non-Adjusting Entry v|
Ledger Q Fiscal Year 2019
*Source TSF Q Period 5
Reference Number TF110118 ADB Date [11/03/2018 |[5]
*Journal Class |PY aQ,
Transaction Code |GENERAL Q [ Auto Generate Lines
[ save Journal Incomplete Status
SJE Type | v [J autobalance on 0 Amount Line

Currency Defaults: USD / CRRNT /1

Attachments (0) Ocra

2 e
Reversal: Do Not Generate Reversal Commitment Control

Entered By ETEST Ella Test

Entered On
Last Updated On

Eis_ave j:j_rﬂotifg S__Refr_esh + Add 2| 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. Save Journal Incomplete Status
defaults as unchecked.

5. Long Description - Enter a 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 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).

6. Source - Change to TSF
7. Reference Number - Enter the Reference Number from the VT_BU_TRANSFER Query
8. Journal Class - Set to PY

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.

WorkCenter navigation: General Ledger WorkCenter > Links pagelet > Journals > Create/Update
Journal Entries

Navigator Menu navigation: General Ledger > Journals > Journal Entry > Create/Update Journal Entries

The Create/Update Journal Entries page displays:

Create/Update Journal Entries

Add a New Value C, Find an Existing Value

*Business Unit 01110 |Q
=Journal ID \NEXT
*Journal Date [041/10/2024 El
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.

1. Business Unit - Leave as default or enter the appropriate business unit

2. Journal ID - Leave as NEXT

3. Journal Date - Leave as current date or enter the appropriate journal date
4. Click Add
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The Header page displays:

Header Lines Totals Errors Approval

Unit 08100

Joumal ID NEXT Date 01/12/2019

*Long Description |Included in th
to indication a

o=

o

5
5

scription must be what the transfer is, the time period that the transfer periains =
whether the BU is sending or receiving and the original trans |D if applicable. .
7]

53 characters remaining

*Ledger Group ACTUALS QL Adjusting Entry | Non-Adjusting Entry L
Ledger Q Fiscal Year 20189
*Source TSF Q, Period 7
Reference Number [TF012019 ADB Date [01/1272019 |
*Joumnal Class [CY a,
Transaction Code [GENERAL aQ, Auto Generate Lines

SJE Type v Autobalance on 0 Amount Line
Currency Defaults: USD / CRRNT /1
Attachments (D} CTA
Reversal: Do Mot Generate Reversal Commitment Control
Entered By ETEST Ella Test

Entered On
Last Updated On

[§]save ||[=] Notify || Refresh

Save Journal Incomplete Status

=y Add 27 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.

5.

Long Description - Enter a descrip

tion - 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).

Source - Change to TSF

Reference Number - Enter a reference number using the following format: TF followed by the

date in format MMDDYY

Journal Class - Enter a Journal Class - CY = Current Year; PY = Prior Year

Click on the Lines tab
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The Lines page displays:

Header Lines Totals Errors Approval
Unit 05100 Journal ID NEXT Date 01/12/201%
Template List Change Values
nterfintralnit *Process | Edit Journal v Process
Lines Personalize | Find | 01| &
Select Line *Unit *Ledger SpeedType Account Fund Dept Program Class Project
02100 Q, ACTUALS Q a, [} Q, aQ, a,
g 4
Lines to add 1 =

Totals Personalize | Find | View Al | ¥ | = First ‘4) 10f1 (b Last
Unit Total Lines Total Debits Total Credits Joumal Status Budget Status
08100 0.00 0.00 N N
5] save ||[=] Motify | |£¥ Refresh =k Add || 5 Update/Display

Header | Lines | Totals | Errors | Approval

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

Under Lines; Line 1

10

11.

12.

13.

14.

15.

16.
17.

18

19.
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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

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

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

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

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

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

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

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

. Credit Amount - If you are the receiver enter amount of the receipt here, if you are the sender

leave blank

Click the + icon to add a new line
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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:

| Mew wirl
Header Lines Tofals Errors Approval
Unit 05100 Journal ID NEXT Date 01/12/2019
Template List Change Values
Interfintraunit *Process | Edit Journal v Process
Lines Personalize | Find | 30| &
Select Line Unit *Ledger SpeedType Account Fund Dept Program Class Project
08100 @ ACTUALS Q [415440  |q@ |[20105|@ [p100002100 |@ Q a
2 03100 @ ACTUALS al q_ [20105 | 2100002100 |@ Q a |
L ’
Lines to add| 1 = H
Totals Personalize | Find | view a1l | & | [ First ‘& 1of1 &/ Last
Unit Total Lines Total Debits Total Credits Joumnal Status Budget Status
08100 2 1,000.00 1,000.00 N N
[§) save ||[=] Motify ||=% Refresh 54 Add | Update/Display
Header | Lines | Totals | Errors | Approval
Under Lines; Line 2
20. Account - Enter account 100105
21. Fund - Leave as default from line 1
22. DeptID - Leave as default from line 1
23. Class - Leave as default from line 1
24. Program - Leave as default from line 1
25. Project/Grant - Leave as default from line 1
26. Affiliate - Leave as default from line 1
Scroll to the right to view additional fields:
[ New W
Header Lines Totals Errors Approval
Unit 03100 Joumnal ID NEXT Date 01/12/2018
Template List Change Values
Interfintralinit |Process Edit Journal v I I Process
Lines Personalize | Find | (2 @
Select Line Affiliate Debit Amount Credit Amount Fase Currency Budget Date Reference Journal Line Description
01110 Q, 1,000.00 sD 011272019 [ Title Certificate
2 01110 Q, 1,000.00 JSD 0111 9 [5
] »
Lines to add 1 =
Totals Personalize | Find | View Al | 1 | B First ‘4 10f1 ‘& Last
Unit Total Lines Total Debits Total Credits Journal Status Budget Status
08100 2 1,000.00 1,000.00 N N
[§]Save || Motify ||o% Refresh =} Add | Update/Display
Header | Lines | Totals | Errors | Approval
27. Debit Amount - Leave as default, which balances the journal
28. Credit Amount - Leave as default, which balances the journal
29. Choose Edit Journal from the Process drop-down list
30. Click Process
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The following Message displays:

Message

Journal 0002558839 is saved. (5210.6)

Journal entry has been saved and edited. A Journal ID has been assigned.
31. Click OK

Under Totals, journal status is V and budget status is V:

Joumnal Status Budget Status

A’ W

Once the Journal Status is Valid and the Budget Status is Valid, you will Submit the journal for approval.

See the Submitting a Journal for Approval exercise in this manual.

Once the journal entry is approved it will be 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.

WorkCenter navigation: General Ledger WorkCenter > Links pagelet > Journals > Create/Update
Journal Entry

Navigator Menu navigation: General Ledger > Journals > Journal Entry > Create/Update Journal Entries

The Create/Update Journal Entries page displays:

Create/Update Journal Entries

Add a New Value C, Find an Existing Value

“Business Unit 01110 |Q
*Joumnal ID | 002558821
*Journal Date [12/10/2018 5
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.

1. Business Unit - Leave as default or enter the appropriate business unit
2. Journal ID - Enter Journal ID from VT_BU_TRANSFER Query

3. Journal Date - Enter Journal Date from the VT_BU_TRANSFER Query

4. Click Add
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The Header page displays with the journal ID entered.

Headerl Lines I::r.als Errors Approval

Bl save ||Gh Return to Search =] Motify || 2% Refresh = Add

Unit 01110 Journal ID 00025585821 Date 1210/2013

*Long Description | A detailed description of the fransfer must be entered. Include what the transfer is, the time b \Ed]
period that the transfer pertains to, indicate whather the business unit is sending or receiving

o Characiers remaining

*Ledger Group ACTUALS Adjusting Entry | Non-Adjusting Entry v
Ledger Fiscal Year 2019
=Source TSF Period 6
Reference Number TF121018 ADB Date [12/10/20128 |5
*Journal Class CY a,
Transaction Code [GENERAL  |Q Auto Generate Lines

Save Joumnal Incomplete Status
SJE Type v Autobalance on 0 Amount Line

Currency Defaults: USDJ/ CRRNT /1

Attachments (0) CTA
Reversal: Do Not Generate Reversal Commitment Contral
Entered By ETEST Ella Test

Entered On 12/11/2018 9:37:18AM
Last Updated On 12/11/2018 9:45:03AM

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.

5.

Long Description - Enter a 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 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).

Source - Change to TSF
Reference Number - Enter the Reference Number from the VT_BU_TRANSFER Query
Journal Class - Enter a Journal Class - CY = Current Year; PY = Prior Year

Click on the Lines tab
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The Lines page displays:

Header Lines Totals Errors Approval
Unit 01110 Journal ID 0002558821 Date 12/10/2018
Template List Change Values
Inter/IntraUnit *Process | Edit Journal v Process
Lines Personalize | Find | & | L&l
Select Line *Unit *Ledger SpeedType Account Fund Dept Program Class Project
1 01110 ), ACTUALS g A 'y Q 2 'y
| b
Lines to add 1 -1 A

Totals Personalize | Find | View All | | [ First ‘&' 10of1 ‘&' Last
Unit Total Lines Total Debits Total Credits Joumal Status Budget Status
01110 1 0.00 0.00 N N
Tl Save | |[Z] Notify ||&¥ Refresh + Add 2| Update/Display

Header | Lines | Totals | Errors | Approval

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

Under Lines; Line 1

10.

11.

12,

13.

14.

15.

16.
17.

18.

19.

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

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

DeptlID - If you are the sender use the DeptlD that was used on the original deposit, if you are
the receiver use the appropriate DeptlD for the receipt

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

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

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

Affiliate - Enter Business Unit of department from the VT_BU_TRANSFER Query

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

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

Click the + icon to add anew line
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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:

Header Lines Totals Errors Approval
Unit 01110 Journal ID 0002558321 Date 12/10/2018
Template List Change Values
Inter/IntralUnit I"Procgss Edit Journal v I I Process I
Lines Personalize | Find | LY | B
Select Line Account Fund Dept Program Class Project Affiliate Debit Amount Credit Amount
1 462500 |Q 10000 |y [1110030000 |Q 2 2 Q 08100 Q 1,000.0
2 I1-3E-1GE Q_ 10000 |y (1110030000 |Q Q Q Q08100 Q 1,000.00
. = 3
Lines to add 1 + = B
Totals Personalize | Find | View All | B9 | First ‘4" 1of1 '} Last
Unit Total Lines Total Debits Total Credits Joumal Status Budget Status
01110 2 1,000.00 1,000.00 N N
Tl Save | =] Notify || &% Refresh % Add || 7] Update/Display
Header | Lines | Totals | Errors | Approval

Under Lines; Line 2
20. Account - Enter account 100105
21. Fund - Leave as default from line 1
22. DeptlID - Leave as default from line 1
23. Class - Leave as default from line 1
24. Program - Leave as default from line 1
25. Project/Grant - Leave as default from line 1
26. Affiliate - Leave as default from line 1
27. Debit Amount - Leave as default, which balances the journal
28. Enter Credit Amount - Leave as default, which balances the journal
29. Choose Edit Journal from the Process drop-own list

30. Click Process
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The following Message opens:

Message

Journal 0002558821 is saved. (5210,6)

OK

Remember; a successful edit check automatically invokes the Budget Check process.
31. Click OK

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

Journal Status Budget Status

W W

Once the Journal Status is Valid and the Budget Status is Valid, you will Submit the journal for approval.

See the Submitting a Journal for Approval exercise in this manual.

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

General Ledger Manual - February 2024 Page 82 of 193



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.

WorkCenter navigation: General Ledger WorkCenter > Links pagelet > Journals > Create/Update
Journal Entries

Navigator Menu navigation: General Ledger > Journals > Journal Entry > Create/Update Journal Entries

The Create/Update Journal Entries page displays:

Create/Update Journal Entries

Add a New Value Q, Find an Existing Value

“Business Unit 01110 @
*Jounal D' NEXT
*Journal Date [01/10/2024 el
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.

1. Business Unit - Leave as default or enter the appropriate business unit

2. Journal ID - Leave as NEXT or 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)

3. Journal Date - June 30, (year just ended)

4. Click Add
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The Header page displays:

Header Lines Totals Errors Approval

Unit 01110

Journal ID NEXT

Date D&/30/2018

*Long Description | Enter description, include dates, documents 1D's (Deposit ID's, Journal 1D's) of the transactions
that are being comrected.

e

*Ledger Group ACTUALS Q

Ledger Q
*Source ONL a,

Reference Number

SR gl p W=l LT

I *Journal Class QI

Transaction Code GENERAL QR

SJE Type

Attachments (D)

Entered By ETEST

Entered On
Last Updated On

[§]save ||[Z] Motify || <% Refrash

Header | Lines | Totals | Errors | Approval

Currency Defaults:

USD/CRRNT /1

Reversal: Do Not Generate Reversal

IAdjusting Entry | Adjusting Entry v I
Fiscal Year 2019
Period 995 Q

ADB Date [D6/30/2018 |[5)

Auto Generate Lines

Save Joumnal Incomplete Status
Autobalance on 0 Amount Line

CTA
Commitment Contral

Ella Test

Es Add 4| 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.

5. Long Description - Enter a description - 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.

6. Journal Class - Enter a Journal Class - CY = Current Year; PY = Prior Year

7. Adjusting Entry - Select Adjusting Entry from the drop-down list

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.

Once the Journal Status is Valid and the Budget Status is Valid, you will Submit the journal for approval.

See the Submitting a Journal for Approval exercise in this manual.

Enter an Intraunit Transfer Journal Entry (ONL) to Period 998 is Complete
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Create an Amortization Schedule

Navigator Menu navigation: General Ledger > Journals > Pre-Amortization Journals > Amortization

Schedule

The Amortization Schedule page displays:

Amortization Schedule

Find an Existing Value
Search Criteria

Enter any information you have and click Search. Leave fields blank for a list of all values

9 Recent Searches | Choose from receni searches w]# [ Saved Searches | Choose from saved searches v|Z
*GL Business Unit 01160 Q
Amortization 1D
AP Business Unit 01167 Q
Voucher ID 00043396
Amortization Status [ = vl | v
Account Q
Start Date Bl
ena e B
Post Status | = v v |
# Show fewer options
1. GL Unit - Enter the GL Unit
2. AP Business Unit - Enter the AP Business Unit
3. Voucher ID - Enter the voucher ID number
4. Click Search
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The Amortization Schedule and Accounting page displays and has been assigned an Amortization ID
number:

Schedule
Amorfization Schedule and Accounting
GL Business Unit 01160 I Amortization ID 0000000005 I
Scheduls Typei.D‘?iﬁ" Calendar ¥ | Amortization Type 8701 |G
*From Fiscal Year| 20189, From Period [} *To Fiscal Year| 20200  To Period G
*Journal Date | Beginning of Pesiod ¥ |
Oplion
Voucher Details
AF Business Unit 01167 Voucher ID 00042366 Voucher Amount 120.00 UsD
Voucher Line 1 Start Date 1221/2018
Distribution Line 1 Distribution Line Amount 120.00 End Date 122002018
Currency LISD Other Distribution Amount D00 Entry Status Fostsble
Total Amount To Amerfize 120.00 Fost Siahes (Fostesd
Voucher ChartFields Farsonalize | Find | Wiew All | (X | E‘ First ‘& 1of1 &/ Last
Account Fund Code Department Program Code  Class Field  Project Affiliate Analysis T
1 140218 5ETDO 1180308100 3a0z1 0000 LEASEZED
'] 3
Amount To Amortize 120,00 Armortization S5tatus Pending
Balance 120.00 | Si=ge
Amortization Schedule Details Personalize | Find | Wiew All | ri'| @ First ‘& 10f1 ‘& Last
Sequence %'Ea:é[iiiln é;;ernal Stage 1D .étu:g-lnsal JDG;E';MI ﬁﬁ? Cuerrency :E:‘:u'e Actions
Stage D Actions
4 .3
Approve Cancs:
| &l Save !i_u\-" Return fo Search || =] Motify

5. Confirm the From Fiscal year and period and the TO Fiscal year and period are correct, update if
necessary

6. Click Save
7. Click Stage
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The Amortization Schedule and Accounting page shows a schedule status of Pending:

Schedule
Amortization Schedule and Accounting
GL Business Unit 01150 Amortization ID 0000000005
Schedule Type| Detail Calendsr il Amortization Type 3701 |3
*From Fiscal Year| 20190 From Period aq *To Fiscal Year| 20200, To Period gqQ,
*Journal Datei.éﬁ:‘_ai;'.':';r?g.‘:'+l'.:!’-f.'5i.°d 'q
Option
Voucher Details
AP Business Unit 01167 Voucher ID 00043385 Voucher Amount 12000 ush
Voucher Line 1 Start Date 1221/2018
Distribution Line 1 Distribution Line Amount 120.00 End Date 12720/2018
Currency USD Other Distribution Amount 0.00 Entry Status Postable
Total Ameount To Amortize 120.00 Past stalins [ Hosted
Voucher ChartFields Personalize | Find | View All & | E First '& 10of1 &/ Last
Account Fund Code  Department Program Code  Class Field  Project Affiliate Analysis T
1 140218 58700 11860308100 8021 00001 LEASEZED
1 b
Amount To Amortize 120.00 Amortization Status In Progress
Balance 120.00 Stage
Amortization Schedule Details Personalize | Find | View Al |li'i E‘ First ‘&' 1-80f13 ==t
Journal
3 Journal Journal Maonetary o Schedule
Sequence E‘;:;:nan type Stage ID Journal Status Date Rt Currency chatus
1 woinis o 1 y Walid Journsl - eI Park
121011201 Stage AMROOCO028 Edits Complets 8.23 USD ending
2 D1A0/2019  Stage AMRODOOD4D Velid Joumsl - £.23 USD Pending
Edits Complete
- 2120 = r . Walid Jourmnsl - 9 112 oa
3 02012018  Stage AMRIOCO04 Exdits Complete 8.23 USD ending
4 03012019 Stage AMRODOOD42 Kelid ol 823 USD Pending
Edits Complete
5 04012018 Stage AMRODDOD42 Mahdilotimal. £.22 USD Fending
Edits Complete
frr Walid Joumal - L =
MAA0120 S & N 2 .23/ US 'endin:
G 05012019 tage AMRO0O0044 Edits Complets 8.23 USD Pending
4 ]
Aporove Cancel
5l Save | |[af Return to Search =] Maotify

The Amortization schedule Details are populated. One Stage ID is generated for the balance of
schedule not Journal Generated. The total of the amortization schedule details matches the total

amount to amortize in voucher details section.
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Balance 120.00 Stage

Amortization Schedule Details Personglize | Find | view 2 |20 ] B2 First 4 150f13 b Last
Journal
@ Joumnal Jourmal Monetary Schedule
Sequence E::Imn type Stage ID [Journal Status Date kit Currency ke

“alid Journal -

1 12/01/2018  Stage AMRO000039 Srinitad 9.23 USD Pending
s - ; =] “alid Journal - g2 o
2 010172018 Stage AMRO000040 sl ] 9.23 USD Pending
3 02/01/2019  Stage AMRDO00041 Yl slanmey. 9.23 USD Pendi
02/01/2019  Stage / 0000 Edits Complete 9.23 US ending
4 03012019 Stage AMROD00042 Ve T 5.23 USD Pending

Editz Complete

8. Click on the Stage ID link for the Amortization Schedule Details

The Amortization Journal page is displayed to confirm the Chartfield information is correct and make
any necessary changes as needed:

Amortization Journal

Heilp|
Stage Journal Emors Totalz

Buginess Unit 01160 Journal Total Debits 5.

]
5]
[h]

Journal ID AMROO00039 Journal Total Credits 523
Ledger Group ACTUALS

Journal Date 12/01/2018
Fiscal Year 2013

Accounting Period &
Journal Status |

Journal Lines Personalize | Find | View All | &7 | B First ‘&' 1-20of2 ‘&' Last

Chartfields More Chartfields Cumency Detsils | [FEH

Line Number Business Unit Ledger Account Fund Code Department Program Code Class Field
1 01160 ACTUALS 525260 Q, (58700 Q@ [1160305100 Q Q Q
2 01160 ACTUALS 140218 Q R8T Q [1160308100 Q peo21 Q, oo Q
s
OK I Cancel Apply
9. Click OK
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You are returned to the Amortization Schedule and Accounting page:

' Schedule
Amortization Schedule and Accounting
GL Business Unit 01150 Amortization 1D 0O00000005
Schedule Type| Detail Calendar ] Amortization Type|2701 |
*From Fiscal Year| 2018, From Period i [} *To Fiscal Year| 202003,  To Period i [}
*Journal Date| Beginning of Period ¥ |
Option
Voucher Details
AP Business Unit 01187 Voucher ID 00043385 Voucher Amount 12000 usp
Voucher Line 1 StartDate 122172018
Distribution Line 1 Distribution Line Amount 120.00 End Date 1272072018
Currency UJSD Cther Distribution Amount 0.00 Entry Status Postsble
Total Amount To Amortize 120.00 Post Status Posted
Voucher ChartFields Personalize | Find | Wiew All | I'E| E First ‘&' 1of1 ‘% Last
Account Fund Code Department Program Code  Class Field  Project Affiliate Analysis T
1 140218 A3700 1160308100 38021 o000 LEASEZRD
4 3
Amount To Amortize 120,00 Amortization Status In Progress
Balance 120,00 | stege |
Amortization Schedule Details Personalize | Find | Wiew Al |TE| E‘ First ‘&' 1-80f13 '‘* Lact
Joumnal
Sequence gﬁ:ﬁnn qu:emal Stage ID Jowrnal Status ..!'i?utemal mﬁ? Currency SStcathﬁ:ule
mirgme 4 i ‘falid Jourmal - b} E
1 210112018  Stage AMROOCD032 Edifs Complate 8.23 USD Pending
2 DUO/Z018  Stage AMRODOOD4D Mhlhe ek imeal 0.23 USD Fending
Edits Complete i :
3 02012019 Stage AMRODCDD41 Wil et iraml - 23 USD Fanding
Edits Complete i
4 D3O12010  Stage AMRODOD042 Valid Joumnal - £.23 USD Fending
Edits Complete i
s D401/2018  Stage AMRODOO043 Sl damal g.22 USD Fending
Edits Complete : B
] DRIOU2018  Stage AMRODOOD44 el Joimal £.23 USD Fending
Edits Complete i
4 3
| Approve " Cancel |
|" | Save "Ii:.r Return to Search || =] Motify
10. Click Save
11. Click Approve
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The Schedule Status changes from Pending to Ready:

Schedule
Amortization Schedule and Accounting
GL Business Unit 01150 Amaortization ID 0000000005
Schedule Type| Detall Calendsr 7 | Amortization Type 2701 _|()
*From Fiscal Year| 2018{) From Period i [} *To Fiscal Year| 2020() To Period i {o'}
*Journal Date '__E‘;.E!LFZ_"EE‘f P?@:_t_'
Option
Voucher Details
AP Business Unit 01167 Voucher ID 00043305 Voucher Amount 120.00
Voucher Line 1 Start Date 12/21/201%
Distribution Line 1 Distribution Line Amount 120.00 End Date 12/20/2018
Currency UJSD Other Distribution Amount .00 Entry Status Postable
Total Ameount To Amortize 120.00 Fostiahis: Bosed
Voucher ChartFields Personalize | Find | View All I:’I'| E First
Account Fund Code Department Program Code  Class Field  Project Affiliate
1 140218 58700 11602308100 38021 0oo LEASEZBD
1
Amount To Amortize {20000 Amortization Status In Progress
Balance 120.00 [ Stage
Amortization Schedule Details Personalize | Find | Wiew A1 | I:’E| E‘ First A
Journal
2 Journal Journal Monetary
Sequence g;auon pe Stage ID Journal Status Date Amcdst Currency
i ‘alid Joumal - .
200112018 X M 5 123 US
1 12/01/2018 Stage AMRDDCO028 Edits Complete B uso
2 D1/012018  Stage ANMRODC0040 Velid Journal - £.23 USD
Edits Complete .
o, 5 ‘alid Joumal - !
3 2101420 b= N y ; .23 US
3 02042018 Stage AMROOCO0H Edlits Comalats usD
4 03012018 Stage AMRODOODS2 il fen myal - 23 USD
Edits Complete .
5 D4NON010  Stage AMRODCO043 Velid Jourmal - 23 USD
Edits Complete i
00 P . ‘alid Joumsl - ot
] 05/01/2018 Stage ANMRDDCDO44 Edits Comuplets 8.23 UsD
4
Approve  Cancel
[5lSave |[[SF RetumtoSearch ||#3| PreviousinList |[d5] Mestinlist ||[=] Notify |

ush

Vo 1of1 b Lest

Analysis T

1-60f13 * Last

Schedule

status

Resdy

Ready

Ready

Ready

Ready

Resdy

There is a BATCH job that runs nightly to pick up any amortization journals that are ready to process.
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The Amortization Schedule can be viewed following the navigation below.

Navigator Menu navigation: General Ledger > Journals > Pre-Amortization Journals > Amortization
Schedule

Amortization Schedule

Find an Existing Value
Search Criteria
Enter any information you have and click Search. Leave fields blank for a list of all values

&) Recent Searches | Choose from recent searches v| ¢ [ Saved Searches [Choose from saved searches v|#

*GL Business Unit 01160 Q
Amortization ID
AP Business Unit 01167 (&}
Voucher ID 00043399
Amortization Status | = v v

Account Q

Start Date Ell

End Date Ell

Post Status [= v| | v
v Show more options

12. GL Business Unit - Enter the GL Business Unit
13. AP Business Unit - Enter the AP Business Unit
14. Voucher ID - Enter the Voucher ID Number
15. Click Search
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The Amortization Schedule and Accounting page displays:

Schedule
Amortization Schedule and Accounting
GL Business Unit 1180 Amortization ID 0000000003
Schedule Type  Detail Calendar b Amortization Type 5701 |3
*From Fiscal Year, 2019 From Period @ *To Fiscal Year| 20183 ToPeriod| 120
* Journal Date | Beginning of Period ¥
Orption
Voucher Details
AP Business Unit 01167 Voucher IV 00042388 Voucher Amount 12000 UsD
Voucher Line 1 Start Date 12/31/2018
Distribution Line 1 Distribution Line Amount 120.00 End Date 06/20/2019
Currency USD Jther Distribution Amount 0.00 Entry Status Fostable
Total Amount To Amortize 120.00 Fost Stlis bhelrd
Voucher ChariFields Parsonalize | Find | Wiew all | £ | E‘ First ‘& 1of1 "} Last
Account Fund Code Department Program Code  Class Field  Project Affiliate Analysis T
1 140002 S5700 1180308100 25021 [ | LEASEZSD
(3
Amount To Amortize 12000 Armortization Status In Progress
Balance 25.72 Stage
Amortization Schedule Details Personalize | Find | Wiew & Ifi | Q First ‘&' 1-6of7 ‘b Last
Journal
Sequence g::tiun _ﬂf;:nal Stage ID Journal ID Journal Status égtl;nal mgiﬁtry Currency
1 1200112018 Actua 0025685868 ?:asl.c—:l b\: 1200112018 17.14 USD
Ledger(s)
2 01/01/2018  Actual 0002553550 %S'Ed l‘: 01/012018 17.14 USD
Ledger(s)
5 0120 i YBAnn \alid Joumnal - 17 14 U230
3 02/01/2018%  Stage AMROO00034 Edits Comulcta 14 LUSD
4 03012010 Stage AMRO000035 el Ionmed 17.14 USD
Edits Complete
B 012040 =4 FraTerT Valid Joumal - 17 14 LSO
g 04/01/2018  Stage AMROD00035 Edits Comuicts 14 USD
RI01/20 =4 SRO0OO03T ‘alid Joumal - 1714 USD
g 05/01/2018 Stage AMROO0003 Edits Complate i7.14 US
L | 4
Approve '-Sancel
Gl Save ||[Eh Return to Search | Motify

In the example above, on 12/1/18 and 1/1/19 the BATCH journal generator job selected the journal
with the journal creation dates of 12/1/18 and 1/1/19 and edited, budget checked and posted them.

The 2/1/19 journal will be picked up on 2/1/19 and processed.

Create an Amortization Schedule is Complete

General Ledger Manual - February 2024

Page 92 of 193



Allocate Interest Income
Possible situations when this function is used: The State allocates interest to Special Funds monthly
based on the average daily balance and the interest rates earned during the month.

Predecessor: The Average Daily Balances are posted during the nightly batch process. Thus, at the end
of each month, the average daily balances are available for allocation of the monthly interest.

Steps:
1. Record interest rate for the month in the STATS ledger.
2. Run the SFI Allocation process
3. Review the Allocation Calculation Logs
4. Inquire on Allocation Journals
Step 1. Record interest rate for the month in the STATS ledger

WorkCenter navigation: General Ledger WorkCenter > Links > Journals > Journal Entry >
Create/Update Journal Entries

Navigator Menu navigation: General Ledger > Journals > Journal Entry > Create Journal Entries

The Create/Update Journal Entries page displays:

Create/Update Journal Entries

= ——
Add a New Value C, Find an Existing Value

*Business Unit | 01110 |@
*Journal ID [NEXT
*Journal Date [01/10/2024 Bl

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.

1. Business Unit - The value should be 01110

2. Journal ID - Leave as NEXT

3. Journal Date - Enter journal date as of the end of the appropriate month.
4

Click Add
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The Header page displays:

Header || Lines || Totals || Errors || Approval

Unit 01110 Journal ID NEXT Date 11/30/2013

|*Long Description || \Ed}

I *Ledger Group ACTUALS QI Adjusting Entry | Non-Adjusting Enfry v|

Ledger Q

Fiscal Year 2019
*Source |ONL Q Period 5
Reference Number ADB Date |11/30/2018 |5
*Journal Class QQ
Transaction Code GENERAL Q [ Auto Generate Lines
[] save Journal Incomplete Status
SJE Type | v [ Autobalance on 0 Amount Line

Currency Defaults: USD f CRRNT /1

Attachments (D) Lera
Reversal: Do Mot Generate Reversal Commitment Control
Entered By TSPROUT Thomas Sprout
Entered On
Last Updated On
E]save ||[=]Notify || Refresh |4 Add | Update/Display
&l

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.

5. Long Description - Enter description of SFl Interest Rate
6. Ledger Group - Change to STATS
7. Journal Class - Set to CY
8. Click on the Lines tab
The Lines page displays:

Header Lines Totals Ermors Approval
Unit 01110 Journal ID NEXT Date 11/30/2013
Template List Change Values
Inter/Intralnit *Process | Edit Journal N Process
Lines Personalize | Find | I@I E
Select Line *Unit *Ledger SpeedType Account Fund Dept Program Class Project
O 1 01110 Q, STATS Q Q Q Q Q Q Q
£ >

Lines toadd| 1 =

Totals Personalize | Find | View Al | | = First 4/ 10f1 '} Last
Unit Total Lines Total Debits Total Credits Journal Status
01110 1 0.00 0.00 M
|iiSave | |[=]Motify || &% Refresh E4 Add | Update/Display

9. Click on the Template List link

General Ledger Manual - February 2024 Page 94 of 193



The Journal Entry Template List page displays:

Journal Entry Template List

Journal Entry Template - Show Journal Line Grid Columns

Chartfield | Amount || Miscellaneous
Selected Template Type Template ID Default Unit
User ID DEFAULT v 7
O User ID STATS Z
O Al DEFAULT 7 7

Journal Line Copy Down - Copy Journal Line Columns to New Lines

Chartfield Amount Miscellaneous

Selected Action Template Type Copy Down ID
~| useriD DEFAULT
O User ID STATS
[ ~ | Al DEFAULT

OK Cancel Refresh

Personalize | Find | View All | @l E

First ‘4 1-30f3 '} Lasg
Ledger Speed Type Ewvent Account Fund Dept Program)|
' w W ' ' w
W W W W
v v v v v v
Personalize | Find | View Al | & | [ First ‘4 1-3¢f3 '} Lasg
Default Unit Ledger Event Account Fund Dept
~ O
O
~ O O

10. Select the STATS template ID for both the Journal Entry Template and the Journal Line Copy
Down by unchecking the box next to Default and checking the box next to STATS
11. Click OK

The Lines page updates:

Header Lines Totals Errors Approval
Unit 01110 Journal ID 0002491184 Date 10/31/2018 Errors Only
i Search Criteria Change Values View Audit Logs
Inter/Intralnit “Process | Edit Journal e I Process I Line| 1
Lines Parsonalize | Find | @l
Select Line *Unit *Ledger Account Fund Dept Stat Amt uom PC Status
| 1 01110 Q. STATS SFI_RT Q Q Q, T.67| |[NOS Q) Mot Distributed
Lines toadd| 1 =
Totals Personalize | Find | View All | @I @ First ‘4 1of1
Unit Total Lines Total Debits Total Credits Journal Status
01110 1 0.00 0.00 N
[§] save | 2" Return to Search =] Notify || 2% Refresh 4 Add Update/

In the Lines box, business unit and ledger defaults from the header page.
Under Lines; Line 1

12. Account - Enter SFI_RT
13. Stat Amt - Enter the Interest Rate. (Note: for .000767 enter 7.67)
14. UOM - Defaults in based on the account value. It should be NOS
15. Click Save
A Message is received that the Journal entry has been saved.
16. Click OK
17. Select Edit Journal from the Process drop-down list
18. Click Process
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The Journal Status changes to V.

19. Select Post Journal from the Process drop-
20. Click Process

The following Message is opens:

down list

Message

Are you sure that you want to post this journal? (5010,45)

Cancel
21. Click OK
The Journal Status changes to P for posted:
T
Header Lines Totals Errors Approval
Unit 01110 Journal ID 0002558810 Date 11/30/2013 Errors Only
Template List Search Criteria View Audit Logs
*Process [Edit Journa v| Process Line| 10
Lines Personalize | Find | &2 ] =
Select Line Unit Ledger Account Fund Dept Program Class Project Stat Amt uom
01110 STATS SFI_RT T7.67 NOS
< >
Totals Personalize | Find | View Al | (2] [E First ‘&' 1of1 ‘»/ Last
Unit Total Lines Total Debits Total Credits Qlournal Status
01110 0.00 0.00 P
1| Save i Return to Search [=] Notify | |s* Refresh 54 Add
Header | Lines | Totals | Errors | Approval

Step 2. Run the SFI Allocation process

WorkCenter navigation: General Ledger WorkCenter > Links pagelet > Define and Perform Allocations

> Request Allocation

Navigator Menu navigation: Allocations > Define and Perform Allocations > Request Allocations
The Allocation Request page displays, click on the Add a New Value tab:

Allocation Request

Find an Existing Value

Run Control ID|SFI_ALLOC

Add

Add a New Value

22. Run Control ID - Enter Run Control ID of SFI_ALLOC

23. Click Add
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The Allocation Request page displays:

Allocation Request
Run Control ID SFI_ALLOC Report Manager Process Monitor _Run
As of Date 10/31/2018 [ ]

Process Request Parameters Personalize | Find | View All | i?_‘jl L;# First ‘4 10f1 ‘&' Last
Eluces *Umit *Allocation Group *Request Date Option As of Date *Output Options Description

Frequency
01100 |@ [SFLO01100  |Q [AsOfDate ~] [1113/2018 5 [Create CalcLogand Output | SF Alloc for BU 01110 [+] [=]
11l Save ||[=] Notify + Add .| Update/Display

25. Process Frequency - Set to Always
26. Business Unit - Enter BU of 01100
27. Allocation Group - Select SFI_01100
28. Request Date Option - Select As of Date
29. Output Options - Select Create Calc Log and Output
30. Click the + icon at the end of the first row to insert a new row
31. Repeat the steps above but for the next business unit (01105)
Repeat the above for the following Business Units and Allocation Groups:
SFI_01110  SFI_02230 SFI_03465
SFI_01125  SFI_02240 SFI_06120
SFI_01130  SFI_03150  SFI_06130
SFI_01140  SFI_03300  SFI_06140
SFI_01260 SFI_03400  SFI_07100
SFI_02100  SFI_03410 SFI_07120
SFI_02140  SFI_03420 SFI_07150
SFI_02200  SFI_03440  SFI_08100
SFI_02210  SFI_03460 SFI_09150

Once all 29 rows are entered, then select as of date at the overall run control level. In this case, the
allocation is for the month of November so enter 11/30/2018. Then press the “Update As of Date”
icon to copy the date to all rows.
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Allocation Request
Run Control ID SFI_ALLOC Report Manager Process Monitor
As of Date 11202018 |[5) B

Process Request Parameters Personalize | Find | View 15 | @I @ First ‘&' 1-24 of 24 '} Lag
“F':e':ﬁ?nsw *Unit *Allocation Group  *Request Date Option As of Date *Output Options Description

D1100 |Q [SFLO1100  |Q [As-OfDate | [11/30/2018 |5 [Create Calc Log and Output | SFI Alloc for BU 01110 =
01125 |@ [SFI_01125 @, [As-Of Date ~| [11/30/2018 |5 [Create Calc Log and Quiput _ ~| SFI Alloc for BU 01125 [+ [=]
D1130 |Q [SFLO01130  |Q [As-OfDate | [11/30/2018 |5 [Create Calc Log and Output | SFI Alloc for BU 01120 =
01140 |Q, [SFI_01140 Q, [As-Of Date ~| [11/30/2018 |[5 [Create Calc Log and Output | SFI Alloc for BU 01140 [ =
D1260 |Q [SFL01260  |Q [As-OfDate ] [11/30/2018 |5 [Create Calc Log and Output | SFI Alloc for BU 01260 =
02100 |@ [SFI_D2100 @, [As-Of Date v| [11/30/2018 |5 [Create Calc Log and Qutput | SFI Alloc for BU 02100 &=
02140 |Q [SF02140  |Q [As-OfDate ] [11/30/2018 |5 [Create Calc Log and Output | SFI Alloc for BU 02140 =
D2200 |Q [SF02200  |Q [As-OfDate ] [11/30/2018 |5 [Create Calc Log and Output | SFI Alloc for BU 02200 =
02210 |Q [SFL02210  |Q [As-OfDate ~| [11/30/2018 |5 [Create Calc Log and Output | SFI Alloc for BU 02210 F[=
02230 |Q [SF02230  |Q [As-OfDate ] [11/30/2018 |5 [Create Calc Log and Output | SFI Alloc for BU 02230 =
D2240 |Q [SF02240  |Q [As-OfDate ] [11/30/2018 |5 [Create Calc Log and Output | SFI Alloc for BU 02240 =
D3150 |Q [SFL03150  |Q [As-OfDate ] [11/30/2018 |5 [Create Calc Log and Output | SFI Alloc for BU 03150 =
03300 |Q [SFI_03300 Q, [As-Of Date ~| [11/30/2018 |[H] [Create Calc Log and Output | SFI Alloc for BU 03300 [#] [=]
D3400 |Q [SF03400  |Q [As-OfDate ] [11/30/2018 |5 [Create Calc Log and Output | SFI Alloc for BU 03400 =
03410 |@ [SF1_D2410 Q, [As-Of Date w| [11/30/2012 |[5 [Create Calc Log and Output | SFI Alloc for BU 03410 [+ [=]
[Flsave | =] Notify | % Add || 2] Update/Display

32. Click Save

33. Click Run
The Process Scheduler Request page displays:
Process Scheduler Request x
Help
User ID TSPROUT Run Control ID SFI_ALLOC
Server Name Run Date [12/04/2018 x |
Recurrence Run Time 2:22:46PM |  Resetfo Current Date/Time |
Time Zone Q.
Process List
Select Description Process Name Process Type *Type *Format Disfribution
¥l  PSIFS Aliocations FS_ALLC Application Engine  [Web  ~|[TXT | Distribution
ok || cancel
34. Click OK
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Step 3. Review the Allocation Calculation Logs
Navigator Menu navigation: Allocations > Reports > Allocation Calculation Logs
The Allocation Calculation Log page displays, click on the Add a New Value button:

Allocation Calculation Log

Add a New Value Q, Find an Existing Value

*Run Control ID |sFI_ALLOC
Add

35. Run Control ID - Enter Run Control ID of SFI_ALLOC
36. Click Add
The Allocation Calculation Logs Report page displays:

Allocation Calculation Logs Report

Run Control ID SFI_ALLOC Report Manager Process Monitor Run
Report Request Parameters
SetlD |STATE &}
Allocation Step &}
Begin Process Instance 9196484 O
End Process Instance 9196484 O
[ pisplay Full Numeric Field
Refresh
ChartField Selection Personalize | Find | @l L:t' First ‘4" 1of1 '} Last
Sequence ChartField Name Include CF Value
o Q
=] Save ||/ Returnto Search ||[=] Motify 4 Add

37. Select Display Full Numeric Field
38. Click Refresh
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Allocation Calculation Logs Report

Run Control ID SFI_ALLOC

Language
Report Request Parameters
SetlD |STATE Q,
Allocation Step QL
Begin Process Instance Q471777 Q
End Process Instance 9471777 |,

W Display Full Numeric Field

Report Manager Process Monito

Refresh
ChartField Selection First ‘4 1-14 of 14 &/ Last
Sequence ChartField Name
1| Account a
2| Fund Code a,
3| Department 1 Q
Analysis Type O Q,
Book Code O a,
Class Field O a,

Run

39. Select Include CF for Account, Fund Code, Department, Program, Class, and Project

40. Click Save
41. Click Run

The Process Scheduler Request window opens:

Process Scheduler Request

User ID TSPROUT Run Control ID SFI_ALLOC

Server Name [»] Run Date [12/04/20138 x|
Recurrence ~] Run Time 2:26:53P Reset fo Current Date/Time
Time Zone a,
Process List
Select Description Process Name Process Type *Type *Format Distribution
™) Allocation Calculation Log Rep GLSE002 SQR Report Web v| | FDF » | Distribution

I OK I Cancel

42. Click OK
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You are returned to the Allocation Calculation Logs Report page:

Allocation Calculation Logs Report

Run Control ID SFI_ALLOC Report Manager §Process Monitor Run

Language ET TN S

Report Request Parameters

SetlD |STATE aQ
Allocation Step QL

Begin Process Instance Q471777 Q

End Process Instance 9471777 |,

43. Click on the Report Manager link
The Report List page displays:

Report Manager

List Explorer Administration Archives

View Reports For

User ID |EHOEFEL ‘ Type ‘ VH Last V‘ | 1| | Days V| Refresh |

V‘ ‘ V‘ Instance | ‘ to ‘ |
Status —  Folder ———
Report List
|EF.‘ |Q‘ 1-100f 10 ~ | ViewAll
Report Prcs 2. Request o
Select D e Description Date/Time Format Status Details
A ) 01/10/2024 Acrobat ;
OdJ 5513653 12436772 Allocation Calculation Log Rep 11:24-24AM (* pdf) Posted Details
01/10/2024 Acrobat
O 5513638 12436755 AR_PP1 0'58-54AM * pof) Posted Details
, 01/10/2024 Acrobat
O 5513637 12436754 PS/AR Payment Predictor 9-58-54AM (= pd) Posted Details

44, Click on the Administration tab

45. Click Refresh until the “Allocation Calculation Log Rep” displays as a blue link in the Description
column
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The Allocation Calculation Log is shown below. There are multiple pages: one for each allocation step.

DeoplaSoft GL
Report ID: GLE&002 ALLOCATIONS CALCULATION LOG Dage No. 2
Process Instances: 0009471777 to 0008471777 Run Date 12/04/2018
Allocation Step % Fun Time 14:27:38
Process Instance 0009471777 Allocation Step: SFITA01125
Basis Amount Targst Amount
Unit Bccount Fund Dept Year Per Pool Amount Basis Total Target Base Curr Amt
01125 100105 55100 1125070000 2019 5 < 2,400.00= 0.08 < 184085 Ug]
0.00 < 184.08- Ug]
01125 428100 55100 1125070000 2018 & < 2,400.00= 0.08 184.08 Ug]
0.00 184 .08 UsH
Total =< 184.08= USD
184.08 UsD

In the above log, the user can see that the average daily balance of $2,400 for business unit 01125 and
fund 55100 was multiplied by .0767 to get $184.08 dollars of interest allocation.
Step 4. Inquire on Allocation Journals

WorkCenter navigation: General Ledger WorkCenter > Links pagelet > Journals > Create/Update
Journal Entries

Navigator Menu navigation: General Ledger > Journals > Journal Entry > Create/Update Journal Entries

The Create/Update Journal Entries page displays, click on the Find an Existing Value button:

Create/Update Journal Entries
. . Add a New Val
Find an Existing Value @ alew e
Search Criteria
Enter any information you have and click Search. Leave fields blank for a list of all values

0 Recent Searches | Choose from recent searches ~|# [ Saved Searches [Choose from saved searches v
Business Unit 01125 &}
Journal ID
Journal Date Bl
Document Sequence Number
Line Business Unit Q
Journal Header Status | = v| | v
Budget Checking Header Status | = vl | vl
Source ALO Q
Entered By Q
Attachment Exist [ = v | v|

~ Show fewer options

[CICase Sensitive

45. Business Unit - Enter business unit. This should be any one of the business units that show on
the calculation log. In this case, use business unit 01125

46. Source - Set to ALO

47. Click Search
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The Journal Entry for the business unit and fund displays:

Header

[Flsave

Lines

[@h Return to Search

Totals || Errors

Unit 01125

Approval

Journal ID SFI0000001

Date 11/20/2013

*Long Description

SFI Interest Alloc-01125Step1A

224 characters remaining
*Ledger Group ACTUALS

Ledger
*Source [ALO
Reference Number

*Journal Class

Transaction Code |[GEMERAL

Q

Q
Q

Adjusting Entry

Fiscal Year
Period

ADB Date

SJE Type

Currency Defaults: USD f CRRNT /1

Atftachments (0)

Reversal: Do Not Generate Reversal

Entered By TSPROUT

Entered On 12/04/2018 2:23:28PM
Last Updated On 12/04/2013 2:23:28PM

[Z] Notify

£ Refresh

Header | Lines | Totals | Errors | Approval

[ Nen-Adjusting Eniry

2019
L7}

113002018 |[5]

Auto Generate Lines

[ save Journal Incomplete Status
(] Autobalance on 0 Amount Line

Oecta

Commitment Control

Thomas Sprout

48. Click on the Lines tab

The Lines page displays:

Header Lines Totals Errors Approval
Unit 01125 Journal ID SFI00D0001 Date 11/30/2013 Errors Only
Template List Search Criteria Change Values “iew Audit Logs
Inter/intralnit *Process | Edit Journal v| Process = & Line
- : + k|
Lines Personﬂzel Find | (3
Select Line *Unit *Ledger SpeedType Account Fund Dept Class Project
O 1 01125 Q ACTUALS Cf[100105  |@ (55100 |Q (1125070000 |Cy Q, Q,
O 2 01125 Q@ ACTUALS Cff (423100 |@ (55100 |@ (1125070000 |Qy Q, Q,
< =
Linestoadd| 1 =
Totals Personalize | Find | View All | @l @ First ‘4 1 of
Unit Total Lines Total Debits Total Credits  Journal Status  Budget Status
01125 2 184.080 184.080 N N
[§]Save ||[ah Return to Search [=] Notify || £% Refresh Es Add || 5 Updatd
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Header Lines Totals Errors Approval

Unit 01125 Journal ID' SFI0000001 Date 11/30/2018
Template List Search Critena Change Values
Interntralnit *Process| Edit Journal v| Process
Lines
Select Line Affiliate Debit Amount Credit Amount EBase Currency Budget Date Referen
1 1 G J01250 Q. 18408 JsD 11302018
Il 2 Q01260 Q. 154.08 UsD 11/3062018
<

Lines to add| 1 =

Totals Personalize | Find | Vie
Unit Total Lines Total Debits Total Credits  Jo
01125 2 184.080 184.080
| Save 4t Return to Search =] Notify | [ £ Refresh

Notice that the entry chartfields and amount match the allocation calculation log.

This journal is ready to be processed.

Allocate Interest Income is Complete
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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.

WorkCenter navigation: General Ledger WorkCenter > Links pagelet > Journals > Create/Update
Journal Entries > Create Journal Entries

Navigator Manu navigation: General Ledger > Journals > Journal Entry > Create/Update Journal Entries

The Create/Update Journal Entries page displays:

Create/Update Journal Entries

Add a New Value C, Find an Existing Valuel

“Business Unit 02300 |Q
*Journal ID |NEXT
*Journal Date [06/30/2015 El
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.

1. Business Unit - Leave as default or enter the appropriate business unit

2. Journal ID - Leave as NEXT or 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)

3. Journal Date - Should be June 30%" date and then reversed on July 1%

4. Click Add
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The Header page displays:

Header Lines Totals Errors Approval
Unit 02300 Joumal ID NEXT Date 0&/30v2013
*Long Description [Include detailed description of what the entry is doing includs dates and document I0's where [
applicable.
]
LS M AR S LR )
[ “Ledger Group|AccRLADY | Q | Adiusting Entry | Non-Adjusting Entry |
Ledger a, Fiscal Year 2018
*Source ONL Q Period 12
Reference Number ADB Date 06/30/2013
*Journal Class CY Q,
Transaction Code GENERAL & Auto Generate Lines
Save Joumnal Incomplete Status
SJE Type A Autobalance on 0 Amount Line
Currency Defaults: USD / CRRNT /1
Attachments (0) CTA
Reversal: Do Not Generate Reversal Commitment Cantral
Entered By ETEST Ella Test
Entered On
Last Updated On
;E{!_Save || =] Notify || £ Refresh _i'_.'.. Add || 7| 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.

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

6. Ledger Group - Select ACCRL/ADJ
7. Journal Class - Enter CY for current year or PY for prior year

8. Adjusting Entry - Leave as Non-Adjusting Entry or click on drop down and choose Adjusting
Entry Period. If the journal is a year-end adjusting journal entry, you would select Period 998

9. Click on the Lines tab
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The Lines page displays:

Header | Lines | Totals | Errors | Approval

Header Lines Totals Errors Approval
Unit 02300 Journal ID NEXT Date 0&/30/2018
Template List Change Values
InterfintraUnit *Process | Edit Journal v Process
Lines Personalize | Find | £ E
Select Line Unit *Ledger SpeedType Account Fund Dept Program Class Project
02300 Q_ ACCRLADJ G 520000 Q, |50300 |Q_ 2300001000 |Q Q, Q,
2 02300 Q_ ACCRLIADJ G} 200001 Q_ |50300 |Q |2300001000 |Q Q, Q,
— 3 >
Lines to add 1 =l
Totals Personalize | Find | View All | G | = First ‘& 10of1 &/ Last
Unit Total Lines Total Debits Total Credits Journal Status
02300 2 250.00 250.00 N
[§l save | ] Motify | & Refresh [Ey Add 4| Update/Display

Under Lines; Line 1

10. Enter Account/Fund/Dept ID/Amount

11. Click the + icon to add a new line

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

12. Enter the correct account

If more rows are required repeat clicking the plus sign and updating the account.

Once all lines are entered,

13. Choose Edit Journal from the Process drop-down list

14. Click Process

The following Message opens:

IMessage

Journal 0002558840 is saved. (5210,6)

The journal has been saved and a journal number is assigned.

15. Click OK

The journal now has a Journal Status =V

b Add

Journal Status

v
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Once the Journal Status is Valid you will Submit the journal for approval.

See the Submitting a Journal for Approval exercise in this manual.

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

The approver can approve and Post the Journal or it will post overnight once approved.

For the approval process, please see section Approving a Journal Entry of this manual.

For the posting process, please see section Post a Journal of this manual.

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

General Ledger Manual - February 2024 Page 108 of 193



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/AD) 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.

WorkCenter navigation: General Ledger WorkCenter > Journals > Create/Update Journal Entries
Navigator Menu navigation: General Ledger > Journals > Journal Entry > Create/Update Journal Entries

The Create/Update Journal Entries page displays:

Create/Update Journal Entries

Add a New Value Q, Find an Existing Value

*Business Unit 01110 |Q
*Joumnal ID \NEXT
*Journal Date |06/30/2018 |
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.

1. Business Unit - Leave as default or enter the appropriate business unit
2. Journal ID - Leave as NEXT

3. Journal Date - Should be June 30%" date

4. Click Add
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The Header page displays:

Header || Lines || Totals || Errors || Approval
Unit 01110 Joumal ID NEXT Date D&f30/2018

*Long Description |Include detailed description of what the entry is doing. Include dates and document |D's where

applicable.
s
Jo Charariore o Tn ng
I“Ledger Group ACCRL/ADJ | Q | Adjusting Entry | Adjusting Entry v I
Ledger Q Fiscal Year 2018
*Source ONL Q Period 993Qy
Reference Number ADB Date D6/30/2018
| -soumai ciass cY a|
Transaction Code GENERAL a, Auto Generate Lines
Save Journal Incomplete Status
SJE Type A Autobalance on 0 Amount Line
Currency Defaults: USD f CRRNT /1
Attachments (0) CTA
I Reversal: Do Not Generate Reversal I Commitment Control
Entered By ETEST Ella Test
Entered On
Last Updated On
[§] Save ||[=] Notify ||&* Reifresh Ely Add

27| 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.

5.

6.
7.
8.
9.

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

Ledger Group - Select ACCRL/ADJ
Source - Leave as ONL

Journal Class - Select CY

Adjusting Entry - Select Adjusting Entry from the drop-down list, Period will default in as 998

10. Click on the Reversal: Do Not Generate Reversal link
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The Journal Entry Reversal page displays:

Journal Entry Reversal

Reversal

® Do Not Generate Reversal

I Beginning of Next Period

End of Next Period
Next Day
Adjustment Period

On Date Specified By User

ADB Reversal

Same As Journal Reversal

oK Cancel

Adjustment Period a
Reversal Date Eﬂ

On Date Specified By User
ADE Reversal Date

Refresh

11. 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

If Beginning of Next Period was chosen, the blue link on the header page of the journal will reflect that:

12. Click OK
Header || Lines || Tofals || Erors || Approval
Unit 01110 Joumal ID NEXT
*Long Description |Include detailed description of what the en
applicable.
148 characters remaining
*Ledger Group ACCRUADJ |Q
Ledger <}
=Source ONL Q
Reference Number
*Joumal Class CY Q
Transaction Code GENERAL &}
SJE Type v
Currency Defaults: USD / CRRNT /1
Altachments (0)
I Reversal: Beginning of Next Period I
Entered By ETEST
Entered On
Last Updated On
[ save [Z] Notify || &2 Refresh

Date 0&/30/2018

fry is doing. Include dates and document ID's where 1}

4
Adjusting Entry | Adjusting Entry r

Fiscal Year 2018
903Q
ADB Date D6/30/2018

Period

Auto Generate Lines

Save Journal Incomplete Status
Autobalance on 0 Amount Line

CTA
Commitment Control
Ella Test

EL Add | #] Update/Display
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If On Date Specified by User was chosen, the blue link on the header page of the journal will reflect that:

Header Lines Totals Errors Approval
Unit 01110 Joumal ID NEXT Date 06/30/2018

*Long Description [Include detailed description of what the entry is doing. Include dates and document ID's where |2

applicable. p
143 characters remaining
*Ledger Group ACCRL/ADJ @ Adjusting Entry | Adjusting Entry v
Ledger aQ Fiscal Year 2018
*Source OMNL Q, Period 9983,
Reference Number ADB Date D6/30/2013
*Joumnal Class CY Q,
Transaction Code GENERAL Q, Auto Generate Lines
Save Journal Incomplete Status
SJE Type v Autobalance on 0 Amount Line

Currency Defaults: USD / CRRNT /1

Attachments (0) CTA
I Reversal: On Date Specified By User 2018-12-17 I Commitment Control
Entered By ETEST Ella Test
Entered On
Last Updated On
[§l Save ||[] Motify ||&¥ Refresh [Es Add || 5| UpdatefDisplay
Header | Lines | Totals | Errors | Approval
13. You may now go to the Lines page to finish your journal.
14. Click Save
The following Message opens:
Message
Journal DOD2558828 is saved. (5210.6)
I oK I
The journal is saved and assigned a journal ID.
15. Click OK
Header || Lines | Iotals | Emors || Approval
Unit 01110 Joumal ID DO02553528 Date 0&/30/2013 Errors Only
Template List Search Criteria Change Values View Audit Logs
Inter/intralnit I'Process Edit Journal v I I Process I Line| 10
Lines Personalize | Find | | [
Select Line SpeedType Account Fund Dept Program Class Project Affiliate Debit /
Q 520000 |@ [se300]@ [11 Q a Q Q
2 Q 200001 Q 59300 | 1 Q &} &} Q
‘ 3
Lines to add 1 = [
Totals Personalize | Find | view Al | | B2 Fifd 1otk Laat
Unit Total Lines Total Debits Total Credits Journal Status
01110 2 250.00 250.00 v
5] Save ||[=] Nofify || & Refresh E4 Add & Update/Display
Header | Lines | Totals | Errors | Approval

16. Choose Edit Journal from the Process drop-down list

17. Click Process
After the process completes the journal now has a Journal Status =V
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Once the Journal Status is Valid, you will Submit the journal for approval.

See the Submitting a Journal for Approval exercise in this manual.

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

The approver can approve and Post the Journal or it will post overnight once approved.

For the approval process, please see section Approving a Journal Entry of this manual.

For the posting process, please see section Post a Journal of this manual.

You can find the reversal journal that was created after the original accrual journal is posted.

WorkCenter navigation: General Ledger WorkCenter > Links pagelet > Journals > Create/Update
Journal Entries

Navigator Menu navigation: General Ledger > Journals > Journal Entry > Create/Update Journal Entries

The Create/Update Journal Entries page displays, click on the Find an Existing Value button:

Create/Update Journal Entries
. e Add a New Value
Find an Existing Value ®
Search Criteria
Enter any information you have and click Search. Leave fields blank for a list of all values

D) Recent Searches [ Choose from recent searches v|# [ Saved Searches [Choose from saved searches ~|Z
Business Unit 01110 Q
Journal ID 0002558328
JoumalDate[= | [5
Document Sequence Number

Line Business UnitE Q

Journal Header Status | = v v

Budget Checking Header S‘.a‘.us| = v| | v|
Source Q
Entered By Q

Attachment Exist | = v | v

A Show fewer options

[ case Sensitive

Search Clear

Click Clear
Business Unit - Enter the appropriate business unit

Journal ID - Enter the Journal ID from saved journal above (including the leading zero’s) or

W NR

Journal Date - Enter Journal date equal to July 1t 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

5. Click Search
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The following Message opens when the journal opens:

Message

This journal was created as a reversal so it cannot be modified, deleted, or edited. (5010,3)

6. Click OK

The Create/Update Journal Entries page displays, click on the Lines tab:

Approval

Header Lines Totals Errors

Unit 01110 Joumnal ID 0002555823

Template List Search Criteria

*Process | Post Journal

Lines
Select Line Unit Ledger SpeedType
01110 ACCRL/ADY
2 01110 ACCRL/ADJ
Totals
Unit Total Lines
01110 2
[§)save ||[Eh Returnto Search 4= Previous in List MNext in

Header | Lines | Totals | Errors | Approval

Date 121

712018

Errors Qnly
View Audit Logs
v Process Linel 10
Personalize | Find | 2 Q
Account Fund Dept Program Class Project
G, 520000 59300 1110003000
Q@ 200001 59300 1110003000
»
Personalize | Find | View All | (2] E First ‘4 10f1 '} Last
Total Debits Total Credits Journal Status
250.00 250.00 W
[=] Motify || & Refrash Es Add Update/Display

Journal Status is V and the line amounts are the exact opposite of the original entry.

Important: The journal must be posted. The journal will not post in the overnight batch process so it

must be posted manually.

Header Lines Totals Errors Approval
Unit 01110 Joumnal ID 0002555823 Date 12/17/2013 Errors Only
Template List Search Criteria Wiew Audit Logs
I *Process | Post Journal v I I Process I Line| 10
Lines Personalize | Find E
Select Line Unit Ledger SpeedType Account Fund Dept Program Class Project
01110 ACCRL/ADJ G, 520000 59300 1110003000
2 01110 ACCRL/ADY Q200001 59300 1110003000
»
Totals Personalize | Find | View All | (2] E First ‘4 10of1 '} Last
Unit Total Lines Total Debits Total Credits Journal Status
01110 2 250.00 250.00 W
;JJSa\.re [&F Return to Search 4= Previous in List Mext in L [Z7] Motify ¥ Refresh =5 Add Update/Display
Header | Lines | Totals | Errors | Approval

7. Select Post Journal from the Process drop-down list

8. Click Process
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The following Message opens:

Message

Are you sure that you want to post this joumal? (5010,45)

Cancel

9. Click OK
Header Lines | Totals || Erors Approval
Unit 01110 Journal ID DD02555525 Date 12/17/2018 Errors Only
Template List Search Criteria Wiew Audit Logs
*Process | Edit Journal M Process Line 10
Lines Personalize | Find | 2| R
Select Line Unit Ledger SpeedType Account Fund Dept Program Class Project
01110 ACCRL/ADY Q. 520000 59300 1110003000
2 01110 ACCRL/ADY G, 200001 59300 1110003000
3
Totals Personalize | Find | View All | 2 | [ First ‘&' 1of1 &/ Last
Unit Total Lines Total Debits Total Credits Journal Status
01110 2 250.00 250.00 P
[§]Save | |[E" Return to Search 1=| Previous in List [=] Motify o Refresh =, Add
Header | Lines | Totals | Errors | Approval

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.
WorkCenter navigation: General Ledger WorkCenter > Journals > Create/Update Journal Entries
Navigator Menu navigation: General Ledger > Journals > Journal Entry > Create Journal Entries

The Create/Update Journal Entries page displays, click on the Find an Existing Value button:

Create/Update Journal Entries
. . Add a New Value
Find an Existing Value @
Search Criteria
Enter any information you have and click Search. Leave fields blank for a list of all values

) Recent Searches | Choose from recent searches ~|# [ Saved Searches [Choose from saved searches v
Business Unit 01110 Q
Journal 1D
Journal Date El
Document Sequence Number
Line Business Unit Q,
Journal Header Status | = v| [MNo Status - Needs to_w |
Budget Checking Header Status | = v| | vl
Source ONL &}
Entered By Q
Attachment Exist [ = vl v

A Show fewer options

[ Ccase Sensitive

Search Clear

Business Unit and Line Business Unit will default in as your default business unit. Source will default as ONL.
1. Business Unit - Leave as default or enter the appropriate Business Unit
2. Journal Header Status - Select No Status-Needs to be Edited
3. Source - Leave as Default or enter the appropriate Source
4. Click Search

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.)

5. Click any hyperlinks in the line for the journal that you want to edit
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The Journal Header page displays:

Totals Errors Approval

Unit 01110

Joumal ID 0002558523

Date 12/12/2018

*Long Description |Include detailed description of what the enfry is doing. Include dates and document ID"s where '@

applicable.

147 characters remaining
*Ledger Group ACTUALS

Ledger
*Source ONL
Reference Number
*Journal Class CY Q,

Transaction Code GENERAL Q,

SJE Type |
Currency Defaults: USD f CRRNT /1

Attachments (0)
Reversal: Do Not Generate Reversal

Entered By ETEST

Entered On 12/12/2013
Last Updated On 12/12/2018

4
Adjusting Entry r_\!on—.ﬂ\_dju;ting En:r;f il
Fiscal Year 2019
Period 6

ADB Date [1212/2018 |[&

Auto Generate Lines

| Save Joumnal Incomplete Status
v ! Autobalance on 0 Amount Line

CTA

Commitment Control

Ella Test

[§l save ||[Gr Returnto Search | [ Motify | i Refresh E} Add
Header | Lines | Totals | Errors | Approval
. .
6. Click on the Lines tab
The Lines page displays:
Header Lines Totals Errors Approval
Unit g1110 Joumal ID 0002555523 Date 12/12/2018 Errors Only
Template List Search Criteria Change Values View Audit Logs
Inter/intraUnit I’Process Edit Journal ¥ I Process Line| 10
Lines Personalize | Find | 0| B
Select Line *Unit *Ledger SpeedType Account Fund Dept Program Class Project
1 01110 Q. ACTUALS Q 415005 Q, [10000 |G 1110003000 |\Q qy Q
2 pi110 @ ACTUALS Q [t00106  |@ [iooo0|qy [1110003000 |Q Q Q
4 »
Lines to add 1 =
Totals Personalize | Find | View Al | 3 | = First (&) 10f1 &) Last

Unit Total Lines Total Debits Total Credits Joumal Status Budget Status

01110 2 1.00 1.00 N N

[§)save |G Retumto Search | |[=] Motify || % Refresh [Eb Add Up

Header | Lines | Totals | Errors | Approval

7. Make any necessary edits

8. Process - Choose Edit Journal from the drop-down list

9. Click Process
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After processing, the following Message displays:

Message

Journal 0002558823 is saved. (5210.6)

Ok

10. Click OK

The journal has been edited. Under Totals, Journal Status is V. A successful edit check automatically
invokes the Budget Check process. Thus, the budget status will become either V for valid or E for error.

In this case, both the edit and budget check are valid:

Header || Lines | Tofals || Emors || Approval
Unit 01110 Journal ID 0002491168 Date 10/22/2018 Errors Only
Template List Search Criteria Change Values View Audit Logs
Inter/intraUnit *Process | Edit Journal d Process Line| 10
Lines Personalize | Find | @l L:_é
Select Line *Unit *Ledger SpeedType Account Fund Dept Program Class Project
O 1 01110 ), ACTUALS Q@ 500000 |Q [10000]Q, [1110002000 |Q a a, q
O 2 01110 Q, ACTUALS Q [100106 |Q, [10000]Q, [1110003000 |Q, Q s} q
<
Linestoadd| 1 =
Totals Personalize | Find | View All | 2| L:z' First ‘4 10f1 ‘b’ Last
Unit Total Lines Total Debits Total Credits|] Journal Status ~ Budget Status
01110 2 140.00 140.01 v \
‘5] Save ||[Zh Retumn to Search +=] Previous in List [=] Notify | |* Refresh + Add
Header | Lines | Totals | Errors | Approval

Note: The edit process may not be successful. In which case there will either be a pop-up message
about errors on the header or an E displayed in the Journal Status field for Error. Errors are discussed

in the next section.
Once the Journal Status is Valid and the Budget Status is Valid, you will Submit the journal for approval.

See the Submitting a Journal for Approval exercise in this manual.

Edit a Saved Journal Entry is Complete

General Ledger Manual - February 2024 Page 118 of 193



Edit Error Corrections
Situations when this function is used: During the journal entry process, a user runs the journal entry
process and encounters edit errors on both header and lines.

WorkCenter navigation: General Ledger WorkCenter > Links pagelet > Journals > Create/Update
Journal Entries

Navigator Menu navigation: General Ledger > Journals > Journal Entry > Create Journal Entries

The Create/Update Journal Entries page displays:

Create/Update Journal Entries

Add a New Value Q, Find an Existing Value

*Business Unit [p1110 Q
*Joumnal ID \NEXT
*Journal Date [12/12/2018 El

Add

The Create Journal Entry, Add a New Value page loads. Business Unit and Line Business Unit will default
in as your default business unit. Source will default as ONL.

1. Business Unit - Leave as default or enter the appropriate Business Unit
2. Journal ID - Leave as NEXT

3. Journal Date - Leave as default

4

Click Add
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The Journal Header page displays:

Header Lines Totals Errors Approval
Unit 01110 Journal ID NEXT Date 12/12/2018
*Long Description |El

254 characters remaining

*Ledger Group ACTUALS Q, Adjusting Entry | Non-Adjusting Enfry v|
Ledger Q Fiscal Year 2019
*Source |(ONL Q Period 6
Reference Number ADB Date |12/12/2018 |[H]
*Journal Class &
Transaction Code (GENERAL |3 [ Auto Generate Lines

[ save Journal Incomplete Status
SJE Type | v [J Autobalance on 0 Amount Line

Currency Defaults: USD / CRRNT / 1
Attachments (0) Lcra

: : e
Reversal: Do Not Generate Reversal Commitment Conrol

Entered By ETEST Ella Test

Entered On
Last Updated On

[§lsave ||[=]Motify ||#* Refresh | 4 Add 4| Update/Display

Various fields default in such as Ledger Group, Source, Transaction Code, Adjusting Entry, and ADB
Date.

Other fields require data entry. They are Long Description and Journal Class. For this scenario leave
these fields blank.

5. Click on the Lines tab
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The Lines page displays:

ilSave ||[T]Notify || Refresh

Header | Lines | Totals | Errors | Approval

Header Lines Totals Errors Approva
Unit 01110 Journal ID NEXT Date 12/12/2018
Template List Change Values
Inter/intralnit *Process | Edit Journal ~ Process
Lines Personalize | Find | | i
Select Line *Unit *Ledger SpeedType Account Fund Dept Program Class Project
] 1 01110 Q ACTUALS &} &} &} &}
<
Linestoadd| 1 =

Totals Personalize | Find | View Al | £ = First ‘4’ 1 of 1
Unit Total Lines Total Debits Total Credits  Journal Status  Budget Status
01110 1 0.000 0.000 M M

|=% Add

2| Update/Dig

Under Lines; Line 1
6. Account - Enter account
7. Fund - Enter Fund
8. DeptlD - Enter DeptID
9. Class - Leave blank
10. Program - Leave blank
11. Project/Grant - Leave blank
12. Affiliate - Leave blank

13. Debit Amount - Enter amount to be charged

14. Credit Amount - Enter offsetting amount

15. Click the + icon to add a new line
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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:

Header Lines Totals Ermors Approval

Journal ID NEXT Date 12/12/2013

Unit 01110
Template List Change Values
Interfintralnit I *Process | Edit Journal v| I I Process I

Lines Personalize | Find | ]
Select Line *Unit *Ledger SpeedType Account Fund Dept Program Class Project

] 1 01110 Q, ACTUALS @, [520000 Q, Q, &} &} Q,

[} 2 01110 Q. ACTUALS 100106 C /10000 |Cy Q Q Q

<

Lines toadd| 1 =
Totals Personalize | Find | View All | @l @ First ‘4’ 1 of 1
Unit Total Lines Total Debits Total Credits  Journal Status  Budget Status
01110 2 1.00 1.00 N N
=4 Add 2| Update/

[ilSave ||[=]Notify || ¥ Refresh

Header | Lines | Totals | Errors | Approval

16. Account - Enter 100106
17. Process - Choose Edit Journal from the drop-down list

18. Click Process
Since the journal has header errors, the following Message opens:

IMessage

On the Journal Header you have a field empty and value must be entered (23500,1)

OK

17. Click OK
18. Click on the Header tab
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The fields with errors are highlighted in red. In this case, the user forgot to enter a long description or
the Journal class value:

| Header [

Lines Totals Errors

Unit 01110

Approval

Journal ID NEXT

Date 12/12/2018

*Ledger Group
Ledger

*Source
Reference Number
*Journal Class

Transaction Code

S.JE Type

254 characters remaining
ACTUALS

ONL

I

GENERAL |Q

| v

Currency Defaults: USD f CRRNT 7 1

Attachments (0)

Reversal: Do Mot Generate Reversal

Entered By ETEST

Entered On
Last Updated On

|E)save ||=Notity || Refresh |

Header | Lines | Totals | Errors | Approval

Adjusting Entry | Non-Adjusting Entry v
Fiscal Year 2019
Period &

ADB Date 1211272013 |[5

Auto Generate Lines

[1 save Journal Incomplete Status
[l Autobalance on 0 Amount Line

Ccra

Commitment Control

Ella Test

[Eh Add || 2] Update/Display |

19. Long Description - Add a detailed description

20. Journal Class - Enter CY for current year or PY for prior year

21. Click Save
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There are no red fields remaining:

Header | Lines I Totals

Unit 01110

Errors Approval

Journal ID 0002553824

Date 12/12/2018

*Long Description rl'o Record Expensze

237 characters remaining
*Ledger Group ACTUALS

Ledger
*Source OML
Reference Number

*Journal Class |CY

Q
Q

Transaction Code GEMERAL

Adjusting Entry | Non-Adjusting Entry

Fiscal Year 2019

Period B

ADB Date |12/12/2018 |

Auto Generate Lines

[ save Journal Incomplete Status

SJE Type hd (] Autobalance on 0 Amount Line
Currency Defaults: USD / CRRNT /1
Attachments (D) Lleta
Reversal: Do Not Generate Reversal Commitment Contral
Entered By ETEST Ella Test
Entered On 12/12/20158 12:39:32PM
Last Updated On 12/12/20158 12:39:32PM
[F]save ||[E]MNotify ||&* Refresh s Add | Update/Display
22. Click on the Lines tab
The Lines page displays:
Header Lines Totals Ermrors Approval
Unit 01110 Journal ID 00025585824 Date 121272018
Template List Search Criteria Change Values View Audit Logs
Inter/IntraUnit *Process | Edit Journal v Process Line| 2
Lines Personalize | Find | @|
Select Line *Unit *Ledger SpeedType Account Fund Dept Program Class Project
O 1 01110 Q@ ACTUALS Q 20000 Q Q Q Q Q Q)
O 2 01110 @ ACTUALS Q [100106 @ [10000 | @y Q Q aQ Q)
< >
Linestoadd| 1 =
Totals Personalize | Find | View Al | 2] B First ‘4 1of1 '» Last
Unit Total Lines Total Debits Total Credits  Joumnal Status  Budget Status
01110 2 1.00 1.00 N N
[l Save ||[=]Notify ||&* Refresh E; Add 47| Update/Display

23. Process - Choose Edit Journal from the Process drop-down list

24. Click Process
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There is no longer a pop-up error message for the Header. However, the Journal Status is now “E” for
error. Further the rows with errors have an “X” in the Error column:

Header Lines Totals Errors Approval
Unit 01110 Journal ID 0002558824 Date 12/12/2018 U Errors
Template List Search Criteria Change Values View Audi
InterfintraUnit *Process | Edit Journa i Process

Lines Personaliz

Select Line Error Unit *Ledger SpeedType Account Fund Dept Program
] 1 X b1110 Q. ACTUALS Q, (520000 Q Q. QL Q
O 2 X 01110 G, ACTUALS Q, [100108 Q, |10000 (& Q, Q

<

Lines toadd| 1 =

Totals Personalize | Find | View All | (2| E Fir
Unit Total Lines Total Debits Total Credits] Journal Status Budget
01110 2 1.00 1.00 E
il Save | |[Z] Notify o+ Refresh =4 Add

25. Click on the E link under the Journal Status

The Errors page displays:

ﬂeaclerl Lines I Totals Errors Approval
Unit 01110 Journal ID 0002558824 Date 12/12/2018

Header Errors Personalize | Find | @l Q First & 1-20f2 &/ Last

Unit Field Name Field Long Name Set Msg Message Text
JRNL_HDR_STATUS Journal Header Status 5860 48 Journal is not balanced on journal totals or balancing ChariField totals.

01110 JRNL_HDR_STATUS Journal Header Status 5860 53 Journal line errors exist for this header.

Line Errors Personalize | Find | @l E First ‘&' 1-20f2 &/ Last
Line # Field Name Field Long Name Set Mszg Message Text
1 ACCOUNT Account 9600 £ Combo error for fields Account/DeptfFund in group AC_FD_DEP.
2 ACCOUNT Account 9500 £ Combo error for fields Account/DeptfFund in group AC_FD_DEP.
__,,'iSa\.re H Notify ..J Refresh 5% Add || 7] Update/Display

There are several errors noted above:

At the overall journal level “Journal is not balanced on journal totals or balancing Chartfield totals.”
Also both lines 1 and 2 have “Combo error for fields Account/Dept/Fund in group AC_FD_DEP.”

The State requires both Fund and Department to be populated for all ACTUALS transactions. Combo
Group AC_FD_DEP checks for this. Thus, the lines in error have a blank value in on or more of the Fund
or Department fields. These must be populated.

26. Click on the Lines tab
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The Lines page displays, find the blank fund and department fields:

Header Lines Totals Errors Approval

Unit 01110 Joumnal ID 00025585824 Date 12M12/2013 O emors Onhy
Template List Search Critenia Change Values Wiew Audit Logy
Interfintralnit *Process | Edit Journa LV Process 1
Lines Personalize | F
Select Line Ermor *Unit *Ledger SpeedType Account Fund Dept Program Clasg]

| 1 X p1110 Q) ACTUALS Q, 520000 [&] (&} & (&}

O 2 X 01110 Q, ACTUALS Q, 1001086 Qf |10000 |G & &}

<

Lines to add 1 =l

Totals Personalize | Find | View All | | Q First 4
Unit Total Lines Total Debits Total Credits  Journal Status  Budget Status
01110 2 1.00 1.00 E
il Save ||[=]Notify || Refresh Es Add || F

27. Fund - Enter a valid value

28. Department - Enter a valid value

Header Lines Totals Errors Approva
Unit 01110 Journal ID 0002558824 Date 12/12/2018 Errors Only
Template List Search Criteria Change Values View Audit Logs
Inter/IntraUnit *Process | Edit Journa V\ I Process Line 10
Lines Personalize | Find | 0] E
Select Line *Unit *Ledger SpeedType Account Fund Dept Program Class Project
O 1 p1110 @ ACTUALS Q 520000 | [10000 |Q, [1110003000 |G Q Q Q
O 2 01110 @ ACTUALS Q, [100106  |@ [10000 |Q, [1110002000 | Q) Q Q Q
< 2>

Linestoadd 1 = @

Totals Personalize | Find | View All | 2] = First ‘4 10of1 '» Last
Unit Total Lines Total Debits Total Credits ] Journal Status  Budget Status
01110 2 1.00 1.0 W v
f[lSave ||[=]Notify || Refresh % Add | Update/Display

Header | Lines | Totals | Errors | Approval

29. Process - Choose Edit Journal from the Process drop-down list

30. Click Process

Note: In some of the business units within the ACCRUAL / ADJ ledger, there is only a requirement for
a department to be populated and fund can be left blank. These error situations are checked by
combination group ACCT_DEP.

For all situations where account 100105 is used, combination group ACCT_AFFIL checks to see that the
Affiliate field is populated.

Notice that the Journal Status is now V. Further, a Valid edit check automatically invokes the budget
check process.
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Once the Journal Status is Valid and the Budget Status is Valid, you will Submit the journal for
approval.

See the Submitting a Journal for Approval exercise in this manual.

Edit Error Corrections 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.

Remember; a successful edit check automatically invokes the Budget Check process. Below are the
steps to budget check when edits to the journal are not needed.

WorkCenter navigation: General Ledger WorkCenter> Links pagelet > Journals > Create/Update
Journal Entries

Navigator Menu navigation: General Ledger > Journals > Journal Entry > Create Journal Entries

The Create/Update Journal Entries page displays, click on the Find an Existing Value button:

Create/Update Journal Entries
- A Add a New Value
Find an Existing Value ®
Search Criteria
Enter any information you have and click Search. Leave fields blank for a list of all values

) Recent Searches [ Choose from recent searches v|# [ Saved Searches [Choose from saved searches |
Business Unit 01110 Q
Journal ID
Journal Date B
Document Sequence Number
Line Business Unit Q
Journal Header Status | = v| [ Valid Journal - Edits C v |
Budget Checking Header Status | = v | | Error in Budget Checl |
Source Q,
Entered By Q
Attachment Exist [= v | v |

~ Show fewer options

[[J Case Sensitive

Search Clear

Business Unit and Line Business Unit will default in as your default business unit. Source will default as ONL.
1. Business Unit - Leave as default or enter the appropriate Business Unit
2. Journal ID - Leave as default or enter the appropriate Journal ID
3. Journal Date - Leave as Default or enter the appropriate date
4. Journal Header Status - Select Valid Journal-Edits Complete
5. Budget Checking Header Status - Select Error in Budget Check
6. Click Search

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.)

Click the line for the journal that you want to budget check.
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The Journal Header page displays:

7. Click on the Lines tab

The Lines page displays, the Journal Status is Valid and the Budget Status is in error:

Journal ID 0002558614

Search Criteria

Date

1112412018

Change Values

Header Totals Errors Approval
Unit 01110
Template List
Interfintralinit *Process | Edit Journal v
Lines
Select Line *Unit =Ledger SpeedType Account Fund
01110 Q, ACTUALS Q [p17205  |@ [10000
2 01110 Q. ACTUALS Q [1o0106  |@ [10000 @
3 01110 Q, ACTUALS Q, (100105 Q, [10000 |G
4 o110 Q@ ACTUALS Q [100105  |@ [10000 @
5 01110 @ ACTUALS Q [100105  |@ [10000 @
6 D1110 @, ACTUALS Q 100105 |@ [10000 @y
7 1110 Q@ ACTUALS Q [io0105  |@ [10000 @
g 01110 Q, ACTUALS Q, (100105 Q, [10000 |G
a 1110 Q, ACTUALS Q [100105  |@ [10000 @
10 01110 Q. ACTUALS Q o005 |@ [10000 @
Lines to add 1 =
Totals

Unit Total Lines

01110 20

[§) save ||[@h Returnto Search

[=] Motify || &% Refresh

Total Debits

1,000,000,000.00

Process

Dept

1110003000
1110003000
1110003000
1110003000
1110003000
1110003000
1110003000
1110003000
1110003000

1110003000

PP PP PLPLPLHLH P

Errors Only
View Audit Logs

Line| 10 [¥ [=

Personalize | Find | 2 Q
Program Class Project
08014 Q, 00512 |G, |EXCHANGEZ2
08014 Q@ [00512 | @ |EXCHANGEZ2
06014 Q 00512 |G |EXCHANGE2
06014 Q [00512 (O, |[EXCHANGEZ
08014 Q, 00512 |G, |[EXCHANGE2
06014 @, [p0512 |G |EXCHANGEZ2
06014 Q@ [00512 |G |EXCHANGEZ
06014 Q, 00512 |G, |[EXCHANGE2
08014 Q, 00512 |G, |[EXCHANGEZ
08014 Q@ [00512 | @ |EXCHANGEZ2

Pergonalize | Find | View All | @

Total Credits

1.000,000,000

First ‘& 10of1 &) Last

o

Journal Status

W

Budget Status

E Add

Update/Display

8. Click on the E under Budget Status

The GL Journal Exceptions page displays, in this scenario the exception is Exceeds Budget Tolerance:

GL Joumnal

Business Unit 01110

Exceptions Line Exceptions
“Exception Type | Error
Maximum Rows 100

Search

Budget Override
Details

1 &

2 &

Budgets with Exceptions

Budget Chartfields

Business Unit

01110

01110

Ledger Group

APPROP

CRG

Joumnal ID 0002558614 &

Qverride Transaction

More Budgets Exist

Advanced Budgst Criteria

Joumnal Date 11/24/2018

=

&

Personalize | Find | View Al | (| Q First

Exception

Exceeds Budget Tolerance

Exceeds Budget Tolerance

ore Detail

ore Detail

lore Detail

Override Budget

4 1-20f2 ‘& Last

Transfer

GoTo . §

GoTo..5H

You would either contact your Financial business manager to transfer or add funds or you would need
to make changes to the Chartfield string to a string with budget money. In this case, let’s assume funds
are added to the budget and thus you would then be able to budget check with this process.
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Back on the Lines page:

Header Lines Totals Errors Approval
Unit 01110 Journal ID 0002558614 Date 11/24/2018 Errors Only
Template List Search Criteria Change Values View Audit Logs
InterfintralUnit *Process | Budget Check Journal v Process Line| 10 3 =
Lines Personalize | Find | 20| E&

9. Process - Choose Budget Check Journal from the Process drop-down list
10. Click Process

The journal has been budget checked.

Journal Status Budget Status

W W

Under Totals, Journal Status is V, Budget Check status is V.
Once the Journal Status is Valid and the Budget Status is Valid, you will Submit the journal for approval.

See the Submitting a Journal for Approval exercise in this manual.

Budget Check a Journal is Complete
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Submitting a Journal for Approval

Situations when this function is used: Once a Journal has been saved with a Journal ID assigned, and it
has a Valid Journal Status and Valid Budget Status, it needs to be Submitted for approval.

Below you will see a Journal ID has been assigned and the Journal Status = Valid and Budget Status = Valid:

Header Lines Totals Errors Approval
Unit 01110 | soumaiip oonossaass | Date 01/19/2019 Errors Only
Template List Search Criteria Change Values View Audit Logs
InterfintraUnit I“Process Submit Journal v I I Process I Line| 10
Lines Personalize | Find | (0| &
Select Line *Unit *Ledger SpeedType Account Fund Dept Program Class Project
01110 @, ACTUALS Q, [sooooo |@ [10000 @, [1110003000 |Gy Q aQ
2 01110 Q ACTUALS Q [100106  |@ [10000|q, (1110003000 |Gy Q Q
3 01110 @ ACTUALS C, 5ooooo @ [5e300 @ [1110003000 |Q Q Q
4 01110 @, ACTUALS Q [100106 |G [59300]|@, [1110003000 |Gy Q aQ
»
Lines to add 1 = &
Totals Personalize | Find | View Al | 1| ;E First &) 1071 &/ Last
Unit Total Lines Total Debits Total Credits Joumnal Status Budget Status
01110 4 200.00 200.00 v v
[F]save | |[=] MNotify || Refresh S Add 4| Update/Display
1. Process - Choose Submit Journal from the Process drop-down list
2. Click Process
3. Click on the Approval tab
The Approval page displays:
Header || Lines || Totals || Errors || Approval
Unit 01110 Journal ID 0002853346 Date 01/19/2019 Sl
Approval Status
Unit 01110
Approval Check Active Y
I Approval Status Pending Approval I
Approval Action | Approve M
Deny Comments L E1]

254 characters remaining

Actuals & ACCRL/ADJ Stage 1

ONL & CAJ Path 1

Skipped
Earl Stubin

ot GL Approvers by Query
= MMEM9- 1111 AM

Comments
Approval History
[ save

[=] Notify || &% Refresh

Unit 01110, ID 0002558846, Date 2019-01-19, Line Unit 01110:Pending (View/Hide Comments

The journal has been submitted for approval and shows Pending Approval.
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You can click on the Multiple Approvers link and see who is in the Approval Pool:

https://fintraining.erp.vermont.gov/psc/FMTRN_L... =N

& https://fintraining.erp.vermont.gov/psc/FMTRN_15/EM..
Approver #1
Name:
Description:

Approver #2
Name: “ISICN training TEACHER
Description: WISICN training TEACHER
Approver #3
Name: VISION training @
Description: WISICN training 9
Approver #4
Name: WVISICN training &
Description: WVISICN fraining &
Approver #3
Name: ISICON training 7
Description: WISICN training 7
Approver #6
Name: VISICON training &
Description: WVISICN training &
Approver #7
Name: WISICN training 5

The approver can Approve and Post the Journal or it will post in a batch process overnight once
approved. The exception is source TSF journals. Once approved by the department, TSF journals will be
subject to a second level of approval at the Department of Finance and then will be posted.

For the approval process, please see section Approving a Journal Entry of this manual.

For the posting process, please see section Post a Journal of this manual.

Submitting a Journal for Approval is Complete

General Ledger Manual - February 2024

Page 132 of 193



Deny a Journal Entry

Situations when this function is used: A journal entry has been edited and budget checked. The journal
must be approved by the appropriate user prior to it being eligible for posting. However, the journal is
denied with a request to make changes. The journal is modified, resubmitted, approved and posted.

WorkCenter navigation: General Ledger WorkCenter > Links pagelet > Other Links > Worklist

Navigator Menu navigation: Worklist > Worklist

Your Worklist displays, the journal entries that have been routed to you are listed:

Worklist

Worklist Items

From

Ella Test

Worklist for ESTUBIN: Earl Stubin

Date From

110772018

Work ltem

Approval Routing

Worklist Filters

bk Feed

Worked By Activity

Approval Workflow

Priority

{

ink

Persong

VTGLApproval

GLJournalApproval, 55,

1901-01-14 N, 0,

BUSINESS UN

IT-:01260

JOURNAL 1D:0

002491181

JOURNAL DAT

E:2013-11-07

BUSINESS UN

IT LN:D1260

RDCRADA

1. Click on the blue link for the appropriate journal entry

The GL Journal Approval page displays:

GL Journal Approval

Business Unit
Journal 1D
Journal Date
Line Unit
Ledger Group
Adjusting Entry N

01260
0002451181
11/07/2018
01260
ACTUALS

R

Attachments (0)
Go to Journal Entry Page
Status Pending
Debits $250.00
Credits $250.00

Fiscal Year 2019 Description To show ONL Workflow

Period 5

Actuals & ACCRL/ADJ Stage 1

Requester ETEST

Start
Unit 01260, ID 0002491181, Date 2018-11-07, Line Unit 01260:Pending Eg%\;
a

ONL & CAJ Path 1

Pending
C") Wultiple Approvers
GL Approvers by Cusry

2

To add comments fo the journal’s approval process, enter and select any one of the four approval action buttons. Then the comments can be
the Approval Flow Graphic Display.

254 characters remaining

Approve Deny Hold Add Comments

Journal Lines

2. Click on the Journal Lines down arrow to see the Chartfields on the lines
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Personalize | Find | View All | ] | @ First ‘4 1-2 of

Journal
Chartfields
Line Unit Ledger Account Fund Dept Program Class Project
1 01260 ACTUALS 500000 10000 1260010000
2 01260 ACTUALS 100106 10000 1260010000

An Type Affiliate

3. Click on the Currency Details tab to see the amounts

Journal Lines
Chartfields Currency Details

Personalize | Find | View All | @\ E

Line Currency Debit Amount Credit Amount Base Currency Base DR Amount Base CR Amount
1 usD 250.00 uso 250.00
2 usp 250.00 uso 250.00

First (&) 1-20f2 &) Last

Stat Amt uomM

In this case the approver wishes to deny the journal because the amount is wrong. It should be $200

instead of $250.

4. Enter denial comments (required for denials)

GL Journal Approval

Business Unit 01260 Return to Workdist
Journal ID 0002491181 Attachments (0)
Journal Date 11/07/2018 Go fo Journal Entry Page
Line Unit 012560 Status Pending
Ledger Group ACTUALS Debits $250.00
Adjusting Entry N Credits $250.00
Fiscal Year 2019 Description To show ONL Workflow
Period 5 Requester ETEST

Actuals & ACCRL/ADJ Stage 1

Start
Unit 01260, ID 0002491181, Date 2018-11-07, Line Unit 01260:Pending Iﬂgé:wh
a

ONL & CAJ Path 1

Pending

@ WMultiple Approvers —E
GL Approvers by Query

the Approval Flow Graphic Display.

To add comments to the journal’s approval process, enter and select any one of the four approval action butions. Then the comments can be viewed from

This is being denied because the amount should be $200 instead of $250. Please fix the journal and resubmit it|

142 characters remaining
Approve Deny Hold Pu

Journal Lines
Chartfields Currency Details | ==

Line Currency Debit Amount Credit Amount Base Currency Base DR Amount
1 uso 250.00 uso 250.00
2 uso 250.00 uso 250.00

Add Comments

Personalize | Find | View All | 2| = First ‘&' 1-20f2 &

Base CR Amount

Stat Stat Amt uom

5. Click Deny to send the journal back to the journal entry creator
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The Journal Status = Denied:

GL Journal Approval

Business Unit 01260 it
Joumnal ID 0002431181 Altachments (0)
Joumal Date 11/07/2018 Go fo Journal Entry Page
Line Unit 01260 Status Denied
Ledger Group ACTUALS Debits $250.00
Adjusting Entry N Credits $250.00
Fiscal Year 2019 Description To show ONL Workflow
Period 5 Requester ETEST

Actuals & ACCRL/ADJ Stage 1
Unit 01260, ID 0002491181, Date 2018-11-07, Line Unit 01260:Denied

To add comments to the journal's approval process, enter and select any one of the four approval action buttons. Then the comments can |
the Approval Flow Graphic Display.

254 characters remaining

oonrove Nean Hnld

ovie LNy

1o
&

Add Comments

Journal Lines

Deny a Journal Entry is Complete
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Updating a Denied Journal Entry

Situations when this function is used: A journal entry has been denied with a request to make
changes. The journal is modified and resubmitted.

WorkCenter navigation: General Ledger WorkCenter > My Work pagelet > Journal Processing > Pushed
Back/Denied Journals for Rework

General Ledger WorkCenter
Main Repors/Clueries
My Work
Edit Filters
=~ Journal Processing

- syl Egit 42

= Pushed Back / Denied Journals for

@&

.+

v

Rework (1)

=~ Exceptions
D Journals with Errors (11)

= Journals - Commitment Control
Exceptions (23)
Budget Journal Exceptions ()

1. Click on the Pushed Back / Denied Journals for Rework link

The Pushed Back / Denied Journal for Rework list displays:

Pushed Back / Denied Journals for Rework

Journals
General Lietails 2
z UnPost : 2
Unit Journal ID urnal Date Sequence Line Unit
[] 01260 || 0002491181 §1/07/2018 01260

Select All f Deselect All

InterUnit Description

To show ONL Workflow

Actions|

v]| Go

2. Click on the blue link for the appropriate journal entry

The Journal Entry page displays:

Journal Entry
Header Lines Totals Errors Approval
Unit 01260 Journal ID 0002491181
Template List Search Criteria
Inter/Intralnit *Process | Edit Journal v
Lines
Select Line *Unit *Ledger SpeedType Account Fund
O 1 01260 @, ACTUALS Q [s00000 @ [10000
O 2 D1260 Q, ACTUALS Q [100106  |@ [10000
<
Linestoadd 1 =
Totals
Unit Total Lines Total Debits
01260 2 250.00
il Save ||[ah Retum to Search =] Notify +* Refresh

Date 11/07/2018

Errors Only

Change Values View Audit Logs

Process Line
Personalize | Find |
Dept Program Class Project
Q [1260010000 |Q Q Q
Q [1260010000 |Q Q Q
Personalize | Find | View All | @\ E First ‘4 1

Total Credits ~ Joumnal Status  Budget Status
250.00 v v

E} Add

10
&)
Q
Q
>
of 1 &/ Last

General Ledger Manual - February 2024

Page 136 of 193



Scroll to the right to see the amounts:

Journal Entry
Header | Lines || Totals || Emors | Approval |
Unit 01260 Journal ID 0002491151 Date 11/07/2018 ["IErrors Only
Template List Search Criteria Change Values View Audit Logs
*Process [Edit Joumnal v Process BN Line[ 10| 5] [=]
w Lines Personalize | Find | & | E
Select Line [Debit Amount Credit Amount se Currency Budget Date Reference Journal Line Description PC Status
O 1 , 250.00 D 11/07/2018 | [salaries | Not Distributed
O 2 I\ 11 250.00| PSD 11/07/2018 [ | Intraunit Cash Account | Mot Distributed
< Iy > |
Linestoadd| 1] = &
+ Totals Personalize | Find | View Al | 2 | [ First (0 10f1 & Last
Unit Total Lines Total Debits Total Credits ~ Journal Status ~ Budpget Status
01260 2 250.00 250.00 v v
[@)save |[[&h Retumto Search | [=INotify |[43 Refresh | [E Asd_|[& UpdateDispiay |

3. Change the amount to $200 on both rows
4. Process - Choose Edit Journal from the Process drop-down list

5. Click Process

The following Message opens:

essage

Journal 0002491181 is saved. (5210,6)

The Journal has been saved and the edit and budget check statuses are updated again to V.

6. Click OK
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You are retuned to the Lines page:

Journal Entry

Header Lines Totals Errors Approval

Linestoadd| 1 =

Totals
Unit Total Lines
01260 2
Tl Save ||[&h Retum fo Search =] Notify i Refresh

Unit 01260 Journal ID 0002491181 Date 11/07/2018
Template List Search Criteria Change Values

inls A “process [T I Process

Lines

Select Line *Unit *Ledger SpeedType Fund Dept

(] 1 01260 Q ACTUALS Q [10000 | [1260010000 |Q

O 2 01260 @, ACTUALS Q) 10000 |Gy 1260010000 |3

<

Personalize | Find | view Al | £ B First ‘&' 10f1 '}/ Last

Total Credits

200.00

| New Window | Help | Personalize Page |

Errors Only

View Audit Logs

Line| 10
Personalize | Find | | E
Program Class Project
Q Q Q
Q Q Q

Joumnal Status Budget Status

v v

% Add Updat

7. Process - Choose Submit Journal from the Process drop-down list

8. Click Process

Updating a Denied Journal Entry is Complete
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Approving a Journal Entry

Situations when this function is used: A previously denied journal entry has been resubmitted for
approval. The journal must be approved by the appropriate user prior to it being eligible for posting.

WorkCenter navigation: General Ledger WorkCenter > Links pagelet > Other Links > Worklist

Navigator Menu navigation: Worklist > Worklist

Your Worklist displays, the journal entries that have been routed to you are listed:

Worklist
Worklist for ESTUBIN: Earl Stubin

Worklist Items

From Date From Work Item

Ella Test 11/07/2018 Approval Routing

Worklist Filters w~ Feed

Pers

Worked By Activity Priority

GLJournalApproval, 56,
VTGLApproval, 1901-01-14. N. O
BUSINESS UNIT-D1260
JOURNAL 1D:0002431181

Approval Workflow

JOURNAL DATE:2018-11-07

BUSINESS UNIT LN:01260

1. Click on the blue link for the appropriate journal entry

The GL Journal Approval page displays:

GL Journal Approval

Business Unit 01260
Journal ID 0002491181
Journal Date 11/07/20138
Line Unit 01260
Ledger Group ACTUALS
Adjusting Entry N
Fiscal Year 2019

Period 5

Actuals & ACCRL/ADJ Stage 1

OMNL & CAJ Path 1

Pending

@ Multiple Approvers |£|
GL Approvers by Cluery

the Approval Flow Graphic Display.

Description To show ONL Workflow

Unit 01260, ID 0002491181, Date 2018-11-07, Line Unit 01260:Pending Ege;.:
d

To add comments to the journal’s approval process, enter and select any one of the four approwval action buttons. Then the comments carn

Attachments (0)

Go to Journal Entry Page
Status Pending
Debits $200.00
Credits $200.00

Requester ETEST

Start

&

254 characters remaining
Approve Deny

Journal Lines

Hold Pushbac Add Comments

2. Click on the Journal Lines down arrow to see the Chartfields on the lines
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Journal Lines Personalize | Find | Viewal | 2| B H

Chartfields Currency Details |J==H

Line Unit Ledger Account Fund Dept rogram Class Project An Type
1 01260 ACTUALS 500000 10000 1260010000
2 01260 ACTUALS 100106 10000 1260010000

3. Click on the Currency Details tab to see the amounts

Journal Lines Personalize | Find | View All | (2] |
Chartfields
Line Currency m-::unt Credit Amount Base Currency Base DR Amount Base CR Amount
1 UsD 200.00 UsD 200.00
2 UsD 200.00 UsD 200.00

GL Journal Approval

Business Unit 01260 Return fo Worklist
Journal ID 0002481181 Attachments (0)
Journal Date 11/07/2012 Go to Journal Entry Page
Line Unit 01260 Status Pending
Ledger Group ACTUALS Debits $200.00
Adjusting Entry N Credits $200.00
Fiscal Year 2019 Description To show ONL Workflow
Period 5 Requester ETEST

Actuals & ACCRL/ADJ Stage 1
Start
Unit 01260, ID 0002491181, Date 2018-11-07, Line Unit 01260:Pending Egé:wh
d

ONL & CAJ Path1
Pending

@ Multiple Approvers —El
GL Approvers by Query

To add comments to the journal’s approval process, enter and select any one of the four approval action buttons. Then the comments can be viewed from

the Approval Flow Graphic Display.
ITh is is approved)
s

Deny Hold Pushback Add Comments

Journal Lines Personalize | Find | View All | @l E First ‘4 1-1

Chartfields Currency Details | |F5¥

Line Currency Debit Amount Credit Amount Base Currency Base DR Amount Basze CR Amount Stat Stat Amt
1 uspD 200.00 usb 200.00
2 uspD 200.00 usbD 200.00

4. Enter Approval Comments if desired

5. Click Approve
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The GL Journal Approval page updates as follows:

GL Journal Approval

Business Unit 01250

Line Unit 01260
Adjusting Entry N

Fiscal Year 2019

Period 5

the Approval Flow Graphic Display.

Journal ID 0002491181
Journal Date 11/07/2018

Ledger Group ACTUALS

Atftachments (0)

Go to Journal Entry Page

Status Approved

Debits $200.00

Credits $200.00
Description To show ONL Workflow
Requester ETEST

Actuals & ACCRL/ADJ Stage 1
Unit 01260, ID 0002491181, Date 2018-11-07, Line Unit 01260:Approved

To add comments to the journal's approval process, enter and select any one of the four approval action buttons. Then the comments ¢

&

254 characters remaining

Journal Lines

Add Comments

At this point, the journal could be posted by users with the posting authority. Either click on the Go to
Journal Entry Page link above to be transferred to the journal entry page or follow the guidance in the
Post a Journal section of this training manual. The approver can also choose to let the nightly batch

process post the journal entry.

See the Post a Journal exercise in this manual.

Approving a Journal Entry is Complete
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Post a Journal
Situations when this function is used: A journal entry has been edited, budget checked and approved.
The journal will post in the nightly process or the journal can be posted immediately.

WorkCenter navigation: General Ledger WorkCenter > Links pagelet > Journals > Create/Update
Journal Entries

Navigator Menu navigation: General Ledger > Journals > Journal Entry > Create/Update Journal Entries

The Create/Update Journal Entry page displays, click on the Find an Existing Value button:

Create/Update Journal Entries
- A Add a New Value
Find an Existing Value ®
Search Criteria
Enter any information you have and click Search. Leave fields blank for a list of all values

9 Recent Searches | Choose from recent searches v | # | Saved Searches [Choose from saved searches V4

Business Unit 01110 Q
Journal ID
Joumal Date[= w| El
Document Sequence Mumber

Line Business Unit | = «

Journal Header Status [ = ~| [ Valid Journal - Edits C v |

Budget Checking Header Status [= v| [valid v
SOUTCE | =~ ONL Q
Enterea By a

Attachment Exist [ = ~| ~|

A Show fewer options

[Tl case Sensitive

Business Unit and Line Business Unit will default in as your default business unit. Source will default as ONL.
1. Business Unit - Leave as default or enter the appropriate Business Unit
2. Journal Header Status - Select = Valid Journals - Edits Complete
3. Budget Checking Header Status - Select = Valid Budget Check
4. Source - Leave as Default or enter the appropriate Source
5

. Click Search
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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 open.)

Search Results
Wiew All
Business Journal ID Journal UnPost Document Sequence Line Business Journal Header Budget Checking Header
Unit Date Sequence Number Unit Status Status
01110 (0002558615 11/24/2012 0 Blank) 01110 “alid ~alid
I 01110 0002558811 12/05/2018 0 (blank) 01110 Valid Valid I
UTTTu VLT b R (Dlank} LLANEIY] walid walid
01110 0002558823 12M12/2018 0 (blank) 01110 Valid Valid
01110 0002558824 1212/2018 0 (blank) 01110 “alid Walid
01110 0002558825 11/29/2018 0 (blank) 01110 “alid Walid
01110 GLES111918 111972018 0 (blank) 01110 Valid Valid

6. Click in the line for the journal that you want to post
7. The Journal Header page displays, click on the Lines tab

The Lines page displays:
Header Totals Errors Approval

Unit 01110 Jounal ID 0002555511 Date 12/05/2013 Errors Only
Template List Search Criteria Change Values View Audit Logs
InterfintraUnit I“Process Post Journal v Process I Line| 10
Lines Personalize | Find | 2 @
Select Line =Unit *Ledger SpeedType Account Fund Dept Program Class Project
01110 Q. ACTUALS Q 415101 G, [10000 |G 2120251300 |\ Q (e} e}
2 01110 Q. ACTUALS Q 400000 |@ |10000|Q (2120251300 |Q Q, Q

Lines to add 1 [=

Totals Personalize | Find | view Al | | E& First ‘& 10f1 &' Last
Unit Total Lines Total Debits Total Credits Joumnal Status Budget Status
01110 2 110.00 110.00 A\ W
5] save ||[@h Returnto Search #=] Previous in List | |45] Mextin List [=] Motify || & Refresh = Add Update/Displa

Header | Lines | Totals | Errors | Approval

8. Process - Choose Post Journal from the Process drop-down list
9. Click Process

The following Message opens:

Message

Are you sure that you want to post this journal? (5010,45)

10. Click OK
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Journal is posted, Journal Status is P:

Header Lines Totals Errors Approval
Unit 01110 Joumnal ID 0002558311 Date 12/05/2018 Errors Only
Template List Search Criteria View Audit Logs
“Process | Edit Journal v Process Line| 10
Lines Personalize | Find =]
Select Line Unit Ledger SpeedType Account Fund Dept Program Class Project
1 01110 ACTUALS Q 415101 10000 2120251300
2 01110 ACTUALS Q400000 10000 2120251300
»
Totals Personalize | Find | View All | 2 | E First ‘&' 10of1 &/ Last
Unit Total Lines Total Debits Total Credits Journal Status Budget Status
01110 2 110.00 110,00 P v
[§]save ||[@h Returnto Search [S] Notify | &= Refresh E} Add 1
Header | Lines | Tofals | Errors | Approval
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Copy a Journal Entry

Situations when this function is used: A journal needs to be entered that is like 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.

WorkCenter navigation: General Ledger WorkCenter > Links pagelet > Journals > Create/Update
Journal Entries

Navigator Menu navigation: General Ledger > Journals > Journal Entry > Create/Update Journal Entries

The Create/Update Journal Entries page displays, click on the Find an Existing Value button:

Create/Update Journal Entries
. e Add a New Value
Find an Existing Value ®
Search Criteria
Enter any information you have and click Search. Leave fields blank for a list of all values.

{2 Recent Searches | Choose from recent searches v|# [l Saved Searches [Choose from saved searches v| &
Business Unit 01110 Q
Journal ID
Journal Da'.e E)
Document Sequence Number
Line Business Unit Q
Journal Header S‘.a:us| = v | | Mo Status - Needs to » |
Budget Checking HeaderS‘.a:us| = v| | v |
Scurce ONL Q
Entered By Q
Attachment Exist [ = v | ~|

~ Show fewer options

[CJCase Sensitive

Business Unit and Line Business Unit will default in as your default business unit. Source will default as ONL.

1. Business Unit - Leave as default or enter the appropriate Business Unit
2. Journal ID - Enter the Journal ID of the journal you want to copy

3. Journal Date - Enter the Journal date of the journal you want to copy
4. Click Search

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.)

5. Click in the line for the journal that you want to copy
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The Header page displays:

Header Lines Totals Errors Approval
Unit 01110 Journal ID Q002557376 Date 10/17/2018
*Long Description [To move Ei costs t‘D-B“LL@:mg‘Q 01110 from fi@_qgg 01115 V#3934 Inv. Date: 5/16/18 and V#3911 |2
Iny. Date: 2/2/2018 per Ruthellen Doyon. CTouchette 10/17/2018 P
103 characters remaining B ] B
*Ledger Group ACTUALS Adjusting Entry | Non-Adjusting Entry v |
Ledger Fiscal Year 2019
*Source TSF Period 4
Reference Number TF101715 ADB Date [10/17/2018 |3
*Journal Class PY Q
Transaction Code GENERAL Q Auto Generate Lines
) Save Journal Incomplete Status
SJE Type | T U Autobalance on 0 Amount Line
Currency Defaults: USD / CRRNT /1
Attachments (0) ' CTA
Reversal: Do Not Generate Reversal Commitment Control
Entered By CTOUCHET Caitlin Ann Touchette
Entered On 10/17/2018 11:09:19AM
Last Updated On 12/05/2018 12:48:45PM
[F Save ||[& Return to Search [=] Notify || & Refresh Eh Add ¥l Update/Display
6. Clickon the Lines tab
The Lines page displays:
Header | Lines | Totals | Errors || Approval
Unit 01110 Journal ID 0002557376 Date 10/17/2018 Errors Only
Template List Search Criteria Change Values View Audit Logs
Inter/IntraUnit *Process | Copy Journal d Process Line| 10
Lines Personalize | Find | 20 | B2
Select Line *Unit *Ledger SpeedType Account Fund Dept Program Class Project
1 01110 Q, ACTUALS Q |516683 Q31100 |Q (1110991501 |Q Q, 15000 |Qy
2 01110 Q ACTUALS Q, [100105 Q [31100 |Q [1110991501 |Q Q [15000 |Q
4
Lines to add 1 =

7. Process - Choose Copy Journal from the Process drop-down list

8. Click Process
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The Journal Entry Copy page displays:

Journal Entry Copy

Help
Business Unit 01110 Copy From ID 0002557376 Copy From Date 10/17/2018
Journal IDNEXT Ledger Reverse Signs
Journal Date [12/08/2018 |[¥) New Ledger “ Recalculate Budget Date
ADB Date L1 Document Type Save Journal Incomplete Status
Currency Effective Date [+
Reversal Date ADB Reversal Date
#' Do Not Generate Reversal ‘® Same As Journal Reversal
Beginning of Next Period On Date Specified By User
End of Next Period ADB Reversal Date 5

Next Day

Adjustment Period

On Date Specified By User
Adjustment Period

Reversal Date

& 0

oK Cancel Refresh

Note: Do not adjust any information in the Reversal Date or ADB Reversal Date boxes.
9. Journal ID - Leave as NEXT
10. Journal Date - Leave as current date or enter a journal date

11. Click OK

The Lines page displays 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:

Header Lines Totals Errors Approval
Unit 01110 I Journal ID 0002555529 I Date 12/26/2013 Errors Only
Template List Search Criteria Change Values View Audit Logs
Interfintrallnit *Process | Edit Journal v Pracess Line| 10
Lines Personalize | Find | (2 E
Select Line =Unit *Ledger SpeedType Account Fund Dept Program Class Project
01110 Q, ACTUALS Q, 516683 Q, [B100 |G (1110991501 (& Q, (15000 |G
2 01110 Q, ACTUALS Q, (100105 Q, 100 |G (1110991501 |Q Q, [15000 |G

Lines to add 1 =

Totals Personalize | Find | View All | £ | = First ‘&) 1of1 & Last
Unit Total Lines Total Debits Total Credits Journal Status Budget Status
01110 2 0.00 0.00 N N

[&h Return to Search =] Motify || £ Refresh = Add Update/Displa

Header | Lines | Totals | Errors | Approval

12. Click Save
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The following Message opens:

Message

Journal 0002558829 is saved. (5210,6)

13. Click OK
14. Make and changes to journal descriptions, chartfields, amounts, etc.
15. Click Save

The journal is ready to be edited, budget checked.

Lines [otais Ermoins Approva

Unit 01110 Joumal ID 0DD2553829 Date 127262018 Errors Cnly

Tempiate List Search Criteria Change Values View Audit Logs

Interfintralng "Process | Edit Journa v Process 3 Linge

16. Process - Choose Edit Journal from the Process drop-down list
17. Click Process
Remember; a successful edit check automatically invokes the Budget Check process.
Once the Journal Status is Valid and the Budget Status is Valid, you will Submit the journal for approval.

See the Submitting a Journal for Approval exercise in this manual.

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.)

WorkCenter navigation: General Ledger WorkCenter > Links pagelet > Journals > Create/Update
Journal Entries

Navigator Menu navigation: General Ledger > Journals > Journal Entry > Create/Update Journal Entries

The Create/Update Journal Entries page displays, click on the Find an Existing Value button:

Create/Update Journal Entries

Find an Existing Value (@ Adda New Value

Search Criteria
Enter any information you have and click Search. Leave fields blank for a list of all values

@) Recent Searches [ Choose from recent searches v|# [ Saved Searches |[Choose from saved searches v| &
Business Unit 01110 Q
Journal ID 0000339437
—Joumna Dae | = v El
Document Sequence Number

Line Business Unit Q

Journal Header Status | = v v

Budget Checking Header Status | = vl | v |
Source [= v | Q
Entered By Q

Attachment Exist [ = v| | v

# Show fewer options

[ case Sensitive

I Search II Clear I [] save Search

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.

1. Click Clear

2. Business Unit - Enter business unit

3. Journal ID - Enter the Journal ID of the journal you want to reverse
4

. Click Search
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The Header page displays:

Header Lines Totals Errors Appraval
Unit 01110 Journal ID 0000339437 Date 0&/30/2003
*Long Description | Prior year adjustment to payroll clearing account. Ed]
g
204 characters remaining
*Ledger Group ACTUALS Adjusting Entry | Adjusting Entry v
Ledger Fiscal Year 2003
*Source ONL Period 993
Reference Number ADB Date 06/30/2003
*Joumnal Class
Transaction Code GENERAL Auto Generate Lines
Save Joumnal Incomplete Status
S.JE Type x Autobalance on 0 Amount Line
Currency Defaults: USD // 1
Attachments (0) CTA
Reversal Do Mot Generate Reversal Commitment Cantral
Entered By RDOYON Ruthellen Doyon
Entered On
Last Updated On 09/12/2003 9:21:39AM
[§l save ||[E" Return to Search [=] Motify 8 Refrash u
Header | Lines | Totals | Errars | Approval
5. Clickon the Lines tab
The Lines page displays:
Header Lines || Totals Errors Approval
Unit 01110 Joumal ID D0OD0D339427 Date 06/30/2003 Errors Only
Template List w\a
I *Process | Copy Journal v I I Process I Line| 10
Lines Personalize | Find | 22| B
Select Line Unit Ledger SpeedType Account Fund Dept Program Class Project
01110 ACTUALS Q, 101084 10000 1110002000
2 01110 ACTUALS Q480500 10000 1110002000
»
Totals Personalize | Find | View Al | | First ‘&) 1of1 (&) Last
Unit Total Lines Total Debits Total Credits Joumnal Status Budget Status
01110 2 127.95 127.95 P v
[Flsave ||[@ Returnto Search ||[=] Notify ||z Refresh E Add Update/Display
Header | Lines | Totals | Errors | Approval

6. Process - Choose Copy Journal from the Process drop-own list

7. Click Process
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The Journal Entry Copy page displays:

Journal Entry Copy

Business Unit 01110

Joumnal 1D 0000339437

Joumal Date 12/18/20128

E
ADE Date E]
Currency Effective Date Eﬂ

Reversal Date ADB Reversal Date

Copy From ID 0000338437
Ledger
Mew Ledger

Document Type

® Do Not Generate Reversal

Beginning of Next Period

® Same As Journal Reversal

On Date Specified By User

End of Next Period
Mext Day
Adjustment Period

On Date Specified By User

Adjustment Period a
Reversal Date El
oK Cancel Refresh

AD

B Reversal Date

=

Help

Copy From Date D&/30/2003

#| Reverse Signs

“' Recalculate Budget Date

Save Joumnal Incomplete Status

Note: Do not adjust any information in the Reversal Date or ADB Reversal Date boxes.

8. Journal ID - Enter the Journal ID of the journal you are reversing — must include the leading

zero’s

9. Journal Date - Leave as current date or enter a journal date

10. Click on Reverse Signs box - this will make the journal to be an exact opposite of the journal you

are copying

Note - The check box for “Recalculate Budget Date”— is greyed out. It cannot be changed.

11. Click OK
The journal Lines page loads with the new journal data and indicates that the new journal has been
saved:
Header || Lines || Totals || Emors || Approval
Unit 01110 I Journal ID 0000339437 I Date 12/18/2018 Errors Only
Template List Search Criteria Change Values View Audit Logs
Inter/intralnit *Process | Edit Journal v Process Line 10
Lines Personalize | Find =]
Select Line *Unit *Ledger SpeedType Account Fund Dept Program Class Project
01110 @, ACTUALS Q101094 |@ [10000|Q (1110002000 |q a, a,
2 01110 @ ACTUALS Q, l4s0s00  |@ [10000]q 1110002000 |Q Q Q
»
Lines to add 1 =
Totals Personalize | Find | View Al | B3 | 7] First ‘&' 10f1 ‘& Last
Unit Total Lines Total Debits Total Credits Journal Status Budget 5tatus
01110 2 0.00 0.00 N N
[§]Save |[& Returnto Search [=] Notify || Refresh = Add
Header | Lines | Totals | Errors | Approval

12. Click Save
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The following Message opens:

IWMessage

Journal 0000339437 is saved. (5210.6)

QK

13. Click OK
The Journal now needs to be edited and budget checked.
Next to Process choose Edit Journal (default) and select the process button.
The journal now shows Journal Status valid and Budget Status valid
Once the Journal Status is Valid and the Budget Status is Valid, you will Submit the journal for approval.

See the Submitting a Journal for Approval exercise in this manual.

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.

WorkCenter navigation: General Ledger WorkCenter > Links pagelet > Journals > Create/Update
Journal Entries

Navigator Menu navigation: General Ledger > Journals > Journal Entry > Create/Update Journal Entries

The Create/Update Journal Entries page displays, click on the Find an Existing Value button:

Create/Update Journal Entries

Find an Existing Value © Adda New Value
Search Criteria
Enter any information you have and click Search. Leave fields blank for a list of all values

) Recent Searches | Choose from recent searches v|# [ Saved Searches [Choose from saved searches v
Business Unit[= « | 01110 Q
Journal ID 0002558815
o qoumnal Date | = v 1
Document Sequence Number

Line Business Unit Q,

Journal Header Status | = v| | v|

Budget Checking Header S:a:us| = v| | v|
Source Q
Entered By Q

Aftachment Exist [ = v | v |

- Show fewer options

[ Case Sensitive

I Search II Clear I [] Save Search

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.

1. Click Clear
2. Business Unit - Enter the Business Unit

3. Journal ID - Enter the Journal ID of the journal you want to print - be sure to include the leading
zero'’s

4. Click Search
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The Header page displays:

Header ﬂ Totals || Errors || Approval

Unit 01110

59 characters remaining
*Ledger Group ACTUALS

Ledger
*Source TSF
Reference Number TF120815
*Journal Class Q

Transaction Code GENERAL Q

SJE Type

Attachments (0)

Entered By ETEST

Entered On 12/08/2018 9:18:32AM
Last Updated On 12/08/2018 11:17:46AM

[F Save ||[E" Return to Search =] Motify || &% Refresh

Journal ID 0002558815

Currency Defaults: USD / CRRNT /1

Reversal: Do Not Generate Reversal

Date 12/08/2018

*Long Description [ detailed d'escri'ption 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. |

gdl

Adjusting Entry | Non-Adjusting Entry v
Fiscal Year 2019
Period 6

ADB Date [12/08/2018 |3y

Auto Generate Lines

Il Save Journal Incomplete Status

" Autobalance on 0 Amount Line

I CTA

Commitment Control

Ella Test

5. Click on the Lines tab

Header Lines Totals Errors Approval

Unit 01110 Journal ID 0002553815 Date 12/08/2018 Errors Only
Template List . Search Criteria Change alues y View Audit Logs
Inter/IntraUnit *Process | Print Journal v Process Line 10
Lines Personalize | Find | L;l\ B
Select Line Error *Unit “Ledger SpeedType Account Fund Dept Program Class Project
1 01110 Q ACTUALS Q 415000 |y [10000 |@ (1110003000 |Q Q Q
2 X 01110 Q. ACTUALS Q [100105  |@ (10000 @ (1110003000 |@ Q Q
l 3
6. Process - Choose Print Journal from the Process drop-down list
7. Click Process
Header Lines Totals Errors Approval
Unit 01110 Journal ID 0002558815 Date 12/05/2013 Errors Only
Template List Search Critena Change Values View Audit Logs
Inter/Intralnit *Process | Print Journal v Process Line| 10

Report Manager

Lines

Select Line Emror *Unit *Ledger SpeedType
1 01110 Q, ACTUALS
2 X 01110 Q. ACTUALS

Process Monitor

Personalize | Find | L;|| =

Account Fund Dept Program Class Project
Q 415000 |@, 10000 @ (1110003000 |Q Q Q
Q [100105  |@ 10000 |@ [1110003000 |Q Q Q

8. Click on the Report Manager link
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The Report Manager page displays, click on the Administration tab:

Report Manager
List Explorer Administration Archives
View Reports For
User ID |EHOEFEL | | v|| Last v| | 1| | Days v Refresh
Type
| v| | V‘ Instance | | to | |
Status —  Folder
Report List
‘EE ‘Q‘ 20f12 ~ | ViewAl
Report Prcs e Request .
Select D Instance Description Date/Time Format Status Details
01/10/2024 Acrobat :
O 5513663 12436782 GLX7502 - GLX7502.pdf 1-04-12BM * pd) Posted Details
01/10/2024 Acrobat :
O 5513661 12436780 GLX7502 - GLX7502.pdf 1:03-27BM *.pd) Posted Details
) ) 01/10/2024 Acrobat :
O 5513653 12436772 Allocation Calculation Log Rep 11:24-24AM (* pdf) Posted Details

9. Click Refresh until Status = Posted
10. Click on Journal Entry Print link, the report name is GLX7502-GLX7502.pdf
Copy of journal opens:

ORACLE PeopleSoft Financials Page: 1of1

Report Definition: GLX7502 Journal Entry Detail Report Run Date: 12/08/2018
Run Time:  11:24:02 AM

Unit 01110 Ledger Group: ACTUALS Reversal: None

Journal ID: 0002558815 Source: TSF Reversal Date:

Journal Date: 12/08/2018

S 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
escription: period that the transfer pertains to

Unit: 01110 Ledger: ACTUALS
Line | Description Account Fund Dept
1 Fees - General
415000 10000 | 1110003000

2 Interunit Cash Account
100105 10000 | 1110003000

Total
Debit:
Cradit:
Not:

Journal Lines:

Page 1 0of 1

11. Click on the Printer icon to print

Printing a Journal is Complete
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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.

WorkCenter navigation: General Ledger WorkCenter > Links pagelet > Journals > Create/Update
Journal Entries

Navigator Menu navigation: General Ledger > Journals > Journal Entry > Create/Update Journal Entries

The Create/Update Journal Entries page displays, click on the Find an Existing Value button:

Create/Update Journal Entries
. P Add a MNew Value
Find an Existing Value ®
Search Criteria
Enter any information you have and click Search. Leave fields blank for a list of all values

'2) Recent Searches | Choose from recent searches v|# I Saved Searches [Choose from saved searches v| &
Business Unit[= + ] 01110 Q
Journal ID | begins with w || 0002558815
Journal Date | = ~ El
Document Sequence Number

Line Business Unit Q

Journal Header Status | = v v

Budget Checking HeaderS‘.a:us| = v | | v |
Source Q,
Entered By Q

Attachment Exist [ = v| | v

~ Show fewer options

[Jcase Sensitive

I Search Il Clear I

Business Unit and Line Business Unit will default in as your default business unit. Source will default as ONL.
1. Click Clear
2. Business Unit - Leave as default or enter the appropriate Business Unit
3. Journal ID - Enter the Journal ID of the journal you want to delete
4. Journal Date - Enter the Journal date of the journal you want to delete or leave blank
5. Click Search

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 the line for the journal that you want to delete.
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The Header page displays:

Header Lines Totals Errors Appraval

Unit 01110 Journal ID 0002558815 Date 12/08/2018

*Long Description [A detailed c.i.escri.ptéon of the transfer must be entered on the header page of the journal. Included E

in this description must be what the transfer is, the time period that the transfer pertains to. P

59 characters remaining

*Ledger Group ACTUALS Adjusting Entry | Non-Adjusting Entry v
Ledger Fiscal Year 2019
*Source T3F Period 6
Reference Number TF120318 ADB Date [12/08/2018 |3
*Journal Class Q
Transaction Code GENERAL Q Auto Generate Lines

| Save Journal Incomplete Status
SJE Type v U Autobalance on 0 Amount Line

Currency Defaults: USD / CRRNT /1

Attachments (0) = CTA
Reversal: Do Mot Generate Reversal Commitment Centrol
Entered By ETEST Ella Test

Entered On 12/08/2018 9:18:32AM
Last Updated On 12/08/2018 11:17:46AM

[ Save ||[GF Returnto Search | |[=7] Notify ||&3 Refresh E} Add 5

6. Click on the Lines tab

The Lines page displays:

Header Lines || Totals | Erors || Approval
Unit 01110 Journal ID 0002558815 Date 12/08/2018 Errors Only
Template List Search Criteria Change Values View Audit Logs
Inter/IntraUnit I “Process | Delete Journal d I I Process I Line| 10
Lines Personalize | Find | L7|| E
Select Line Error *Unit “Ledger SpeedType Account Fund Dept Program Class Project
1 01110 Q) ACTUALS Q, |415000 |Q (10000 |Q [1110003000 |Q Q Q
2 X 01110 Q ACTUALS Q 100105 |@ (10000 |@ [1110003000 |Q Q Q
] 3
Lines to add 1 = E

7. Process - Choose Delete Journal from the Process drop-down menu

8. Click Process
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The following Message opens:

Message

Are you sure that you want to delete this joumal? (5010.30)

| Yo || No |

9. Click Yes

The Find an Existing Value page loads with a message saying that the journal has been deleted:

Message

Journal 0002558815 is physically deleted. (5210,7)

10. Click OK

Deleting a Journal Entry is Complete
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Recurring Journal Entries

Situations when this function is used: On a monthly basis revenue is recorded by a department in a
certain account. However, a portion needs to be re-allocated to another account. The reallocation
needs to happen every month of the fiscal year.

Steps involved:

1.
2.
3.
4.
5.

Create first monthly journal entry and process normally through to post.
Define Standard Journals
Create Standard Journals
Review Standard Journals

Process Standard Journals

Step 1. Create first monthly journal entry and process normally through to post

WorkCenter navigation: General Ledger WorkCenter > Links > Journals > Journal Entry >
Create/Update Journal Entries

Navigator Menu navigation: General Ledger > Journals > Journal Entry > Create Journal Entries

The Create/Update Journal Entries page displays:

Add a New Value

Create/Update Journal Entries

Q. Find an Existing Value

*Business Unit | 01140 |q
*Journal ID |REVALLOC
*Journal Date |07/01/2018 H,

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.

1.

Business Unit - Leave as default or enter the appropriate business unit. In this case, enter
01140

Journal ID - Enter the Journal ID you wish to have on all 12 monthly journals. In this case use
REVALLOC

Journal Date - Enter the date the allocation should happen. Usually this would be the first,
middle or end of the month. In this case use the 1st of the month

Click Add
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The Header page displays:

Header Totals Errors Approval

Unit 01140 Journal I REVALLOC Date 07/01/2018
*Long Description | To reallocate revenue to the proper account each month | ]
*Ledger Group ACTUALS Adjusting Entry [ Non-Adjusting Eniry v|
Ledger Fiscal Year 2019
*Source |ONL Q Period 1
Reference Number ADB Date 07/01/2018 Eﬂ
*Journal Class |CY (&}
Transaction Code GENERAL @ Auto Generate Lines

[ save Journal Incomplete Status
SJE Type v [] Autobalance on 0 Amount Line

Currency Defaults: USD / CRRNT /1

Attachments (0) Llcta
Reversal: Do Not Generate Reversal Commitment Control
Entered By CBURNETT SCI-Clint Burnett

Entered On 10/31/2018 11:11:40AM
Last Updated On 10/31/2018 11:11:40AM

[5] save ||[@h Return to Search =] Motify | & Refresh L4 Add Update/T

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.

5. Long Description - Enter a detailed description of the rent being allocation should be
documented

. Source - Leave as ONL

Reference Number - Leave blank

Journal Class - Use CY since this relates to an allocation of current month rent

© ® N o

. Click on the Lines tab
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The Lines page displays:

Header Lines Totals Errors Approval
Unit 01140 Journal ID REVALLOC
Template List Search Criteria

Date 07/01/2018

Change Values

Inter/IntraUnit *Process | Edit Journal

= | Process

Lines

Select Line

] 1

*Uimit *Ledger

01140 Qy ACTUALS
<

Linestoadd| 1 =

Totals
Unit Total Lines
01140 1
[5lSave ||[Z" Return to Search | |[=] Motify || * Refresh

SpeedType

Account

400100

Fund Dept

@, [10000|G, [1140000000]| Gy

[Program

Q

Personalize | Find | View All | @| E First ‘4

Total Credits

-200,000.00

Journal Status

N

Errors Only
View Audit Logs

Line | 10

Personalize | Find | &2

Class Project

Q

10f1

Budget Status

—+ Add

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

Under Lines; Line 1

10. Account - This should be the account where the revenue was originally recorded

11. Fund - Enter the appropriate fund

12. DeptID - Enter the appropriate DeptID

13. Class - Leave blank in this case

14. Program - Leave blank in this case

15. Project/Grant - Leave blank in this case

16. Affiliate - Leave blank in this case

17. Debit Amount - Enter the amount to be reclassified. In this case enter $100,000

18. Credit Amount - Leave blank in this case

19. In the Lines to add box, enter 3 and click the + icon
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Line 2, 3 and 4 are added. All chartfields from line 1, except account, are defaulted to the new lines:

Header Lines Totals Errors Approval
Unit 01140 Journal ID REVALLOC Date 07/01/2018 Errors Only
Template List Search Criteria Change Values View Audit Logs
Inter/IntraUnit *Process | Edit Journal ~ Process Line
Lines Personalize | Find | [
Select Line *Unit *Ledger Speedlype Account Fund Dept Program Class Project
O 1 01140 Q, ACTUALS Q (400100 |@, [10000|Q, (1140000000 |Q Q, Q,
O 2 01140 Q, ACTUALS Cff 100106  |Q |[10000|Q, (1140000000 | Q, Q,
O 3 01140 Q, ACTUALS Cff (400200 |Q J[10000|@, (1140000000 |Q Q, Q,
O 4 01140 Q, ACTUALS Cfl[100106  |Q J[10000|@, (1140000000 |Q Q, Q,
¢ 2
Linestoadd| 1 =
Totals Personalize | Find | View All | @l E First ‘4’ 1 of
Unit Total Lines Total Debits Total Credits  Journal Status  Budget Status
01140 4 0.00 0.00 N N
[5] Save ||[Z Return to Search [=] Notify || &% Refresh £k Add FZ| Update|
Lines Personalize | Find | &2/ B
Select Line Affiliate Debit Amount Credit Amount Base Currency Budget Date Reference Journal Line Description
| 1 (&} Q, 100,000.00 usb 07/01/2018  |[31] Inheritance & Estate
] 2 QL (e} 100,000.00) USD 07012018 |5 Intraunit Cash Account
O 3 Q Q 100,000.00/ USD 07/01/2018 | Sales & Use
] 4 QL (e} 100,000.00 usb 07012018 |5 Intraunit Cash Account
< L 2
20. Enter the following on the new lines:
e Line 2 enter account 100106
e Line 2 enter credit amount $100,000
e Line 3 enter account 400200
¢ Line 3 enter credit amount $100,000
e Line 4 enter account 100106
e Line 4 enter debit amount $100,000
Header Lines Totals || Errors Approval
Unit 01140 Journal ID REVALLOC Date 07/01/2018
Template List Search Criteria Change Values
Inter/IntraUnit *Process | Edit Journal v| I Process l
Lines
Select Line *Unit *Ledger SpeedType Account Fund Dept Program
] 1 01 14'1 Q) ACTUALS Q. (400100 Q10000 Sy |1140000000 |G Q,
| 2 01140 G, ACTUALS @, (100106 Q, 10000 Sy |1140000000 |G Q,
O 3 01140 @ ACTUALS Q. (400200 G, [10000 |G 1140000000 | (&'}
| 4 01140 Q) ACTUALS G, 100106 G 10000 Q. |1140000000 Q) (&}

21. Click Process
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A message displays indicating the journal is saved. Also, the Journal status changes to V (valid).

Header Lines Totals Errors Approval
Unit 01140 Journal ID REVALLOC Date 07/01/2018 Erroy
Template List Search Criteria Change Values View Au
Inter/IntralUnit *Process [ETTRNE] R Process
Lines Persona|
Select Line *Unit *Ledger SpeedType Account Fund Dept Program Class

] 1 01140 Q, ACTUALS Q, [400100 |G [10000|C, 1140000000 |Cy Q

] 2 01140 Q, ACTUALS Q, [100106 |G [10000|C, [1140000000 |Cy Q

] 3 01140 Q, ACTUALS Q, (400200 |G [10000|G, [1140000000 |Gy Q

22. Process - Choose Submit Journal from the Process drop-down list
23. Click Process

The above journal entry needs to be approved and posted by an approver. Please follow the guidance
in sections “Approve a Journal Entry” and “Post a Journal Entry” to complete the journal. Once posted,
this journal can be used as a model for the remaining 11 monthly entries in the fiscal year.

Once this entry is posted, please move on to step 2 below.
Step 2. Define Standard Journals
Navigator Menu navigation: General Ledger > Journals > Standard Journals > Define Standard Journals

The Define Standard Journals page displays, click on the Add a New Value button:

Define Standard Journals

Add a New Value Q, Find an Existing Value

*Buginess Unit 01110 |Q,
*Standard Journal |REVALLOGC

Add

24. Business Unit - Leave as default or enter the appropriate business unit
25. Standard Journal - Enter the Standard Journal ID. In this case use REVALLOC
26. Click Add
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The Define Standard Journals page displays:

Define Standard Journals
Mot 0ico i s o I *DescrilAllocate Revenue|
SJE Detail Find | View All First ‘4 1of1 & Last
Seq Nbr 1 *Description Alocate Revenue for 2019 E3le
*SJE Type | Recurring on a Schedule s Status Active
Error Msg
Model Jounal
*Journal ID REVALLOC |Cy *Journal Date 07/01/2018 |3, Status Posted to Ledgen(s)
Standard Journal
Journal [REVALLOC DocumentType[ ] Allow Lines to be Modified:
Save Journal Incomplete Status: [
Create Standard Journals
Schedule |MTH_15T_DY -~ Menthly - 1st Day of Menth
From Date 08/01/2018 |[5] To Date [06/01/2019 [ Journal Creation Lead Days | 30
&l save =] Motify E% Add || & Update/Display

27. Description of the Definition - This description identifies the definition page for the specific
standard journal entry

In the SJE Detail section:
28. Description for the Journal - This will be the description on the standard journal entries.

29. SJE Type - Select from the following list: Recurring on a Schedule, Spread Across Periods, Spread
Daily Proration, Template to be Completed. For this case, we will select Recurring on a Schedule

30. Model Journal ID - This is the journal ID on which the Standard Journal will be based

31. Model Journal Date - This is the journal date of the Journal ID on which the Standard Journal
will be based

32. Standard Journal ID - This represents the Journal ID that the new Standard Journal will be
named

33. Allow Lines to be Modified - Leave as checked. This allows the authorized users the ability to
make changes if necessary

34. Save Journal Incomplete Status - Leave as unchecked

35. Schedule - There are predefined schedules configured by the State. Select the schedule that is
needed. For instance, in this case, select schedule MTH_15T_DY which represents a monthly
schedule on the first day of the month

36. From Date - Enter the first day of the range for creation of these standard journals
37. To Date - Enter the last day of the range for creation of these standard journals.

38. Creation Lead Days - This number represents the number of days the journal will be created in
advance. For instance, if the lead days are 35 and today is 7/26, then both the 8/1 and 9/1. In
this case, use 30 days

39. Click Save
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Step3. Create Standard Journals

Navigator Menu navigation: General Ledger > Journals > Standard Journals > Create Standard Journals
The Create Standard Journals page displays, click on the Add a New Value button:

Create Standard Journals

Add a New Value

*Run Control ID |REVALLOC
Add

Q Find an Existing Value

40. Run Control ID - Enter a run control ID, In this case use REVALLOC

41. Click Add
The Create Standard Journals Request page displays:

Create Standard Journals Request

Run

Run Control ID REVALLOC Report Manager Process Menito

Language [Engish ]

Process Request Parameters

*Process N
Frequency Unit From SJE To SJE Description

01140 Q [REVALLOC Q |REVALLOC @ [REVALLOC

I |5 save Ia Notify

Personalize | Find | View

A B First (4 10f1 (b Last

Delete
Journals

] [+ [=]

Recalculate Budget Date

=% Add 2| Update/Display

42. Process Frequency - Change to Always

43. Business Unit — Enter a BU, use 01140 for this example
44. From SJE - Use REVALLOC

45. To SJE - Use REVALLOC.

46. Description - Enter a description of the Run Control. Use REVALLOC

47. Delete Journals - Leave unchecked
48. Recalculate Budget Date - Check
49. Click Save
50. Click Run
The Process Scheduler Request window opens:

Process Scheduler Request

User ID CBURNETT

Server Name | v Run Date 09/24/2001
I Recurrence v I Run Time 7:30:00AM
Time Zone Q
Process List
Select Description Process Name Process Type
Standard Journal Entry GL_SJE

OK I Cancel

Run Control ID REVALLOC

*Format Distribution

Application Engine Distribution
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50. Recurrence - In this case use Daily730AM
51. Click OK

The process is now scheduled to run every day at 7:30 AM. This process creates the standard journals
once the date is within the lag period.

Step 4. Review Standard Journals
Navigator Menu navigation: General Ledger > Journals > Standard Journals > Review Standard Journals
The Review Standard Journals page displays:

Review Standard Journals

Find an Existing Value
Search Criteria
Enter any information you have and click Search. Leave fields blank for a list of all values

T) Recent Searches [ Choose from recent searches v | ¢ [ Saved Searches [ Choose from saved searches v| &

*Business Unit 01110 Q
Standard Journal REVALLOC

# Show fewer options

52. Business Unit - Leave as default or enter the appropriate business unit
53. Standard Journal - Leave blank or enter Standard Journal name
54. Click Search

The Review Standard Journals page displays:

Review Standard Journals
Unit 01140 SJE ID REVALLOC Description Allocate Revenue
Journals Created Personalize | Find | View All | (2 | = First ‘4’ 1-50f5 '}/ Last

Journal Date Ledger Group Source Status Currency Debits Lines Run Date
Mo Status -

REVALLOC 12/01/2018 ACTUALS ONL Needs o be usD 4 11/05/2018
Edited
No Status -

REVALLOC 11/01/2018 ACTUALS ONL Needs to be uso 4 11/05/2018
Edited
No Status -

REVALLOC 10/01/2018 ACTUALS ONL Needs to be usbD 4 11/05/2018)
Edited
No Status -

REVALLOC 09/01/2018 ACTUALS ONL Needs to be uso 4 11/05/2018
Edited
Mo Status -

REVALLOC 08/01/2018 ACTUALS ONL Needs to be usb 4 11/05/2018
Edited

Since this exercise is for Standard Journals from 8/1/2018 to 6/1/2019 and it was first run on 11/5,
there were 5 standard journals created.

Step 5. Process Standard Journals

The above journals are now ready for the normal journal processing for edit, budget check, approval
and post.

Recurring Journal Entries 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.

WorkCenter navigation: General Ledger WorkCenter > Links pagelet > Review Financial Information >
Journal Inquiry

Navigator Menu navigation: General Ledger > Review Financial Information > Journals

The Journals page displays, click on the Add a New Value button:

Journals

Add a New Value Q, Find an Existing Value

*Inguiry Name | JE SEARCH
Add

1. Inquiry Name - Enter a name for the inquiry, in this case — JE SEARCH
2. Click 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.
The Journal Inquiry Criteria page displays:
Journal Inguiry
Journal Criteria
Inquiry *Unit *Ledger *Year *From Period *To Period Suspense Status
JE SEARCH 01110 Q actuals | [ 201gq e 12Q Q
Journal ID Date Status Source Currency Stat Document Type
Q Bl Q Q Q Q Q Date Code Adj
User Document Sequence Sort By Max Rows Attachment Exist
a, Journal Id M 100 M
Search Delete Clear
[Flsave =] Notify Ey Add || # Update/Display

Unit - Leave as default or enter the appropriate business unit

Ledger - Enter the Ledger for the journal or journals you are searching for (ACTUALS or ACCRL/ADJ)
From Period - Enter the beginning period for the journal or journals you are searching for

To Period - Enter the ending period for the journal or journals you are searching for

Enter remaining criteria fields - Leave blank or enter values to narrow your search

Click Save - This saves your inquiry for future use

Click Search

W X N G AW
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Rows of data matching the criteria entered loads at the bottom of the page:

Journal Inquiry
Journal Criteria
Inquiry *Unit *Ledger *Year *From Period *To Period Suspense Status
JE SEARCH 01110 q  hAcTuats @ [ 2013q EleY 12q a
Journal ID Date Status Source Currency Stat Document Type
Q Q Q Q Q Q Date Code Adj
User Document Sequence Sort By Max Rows Attachment Exist
Q Journal Id v 1008 bd
Search Delete Clear
Journals
Journals Personalize | Find | | | = First ‘4’ 1-100of 100 “*’ Last
Journal IDY Date Unit 0 Status Source gfu:tﬁinse User Unpost Date Descr
0002379766 09/01/2017 01110  Posted TSN No Susp MWHITE2 09/01/2017 112 of yearly transfer from G
0002386193 09/13/2017 01110  Posted TSF Mo Susp CTOUCHET 09/13/2017 Budman (01110) reimbursing Fin
0002332529 1070172047 01110 Posted TSN No Susp MWHITE2 oio12017 1M2 of yearly transfer from G
0002393344 10/03/2017 01110  Posted TSF Mo Susp CTOUCHET 10/03/2017 Finops reimbursing Budman for
0002393984 10/04/2017 01110 Unposted CNL No Susp JSHELTRA 10/04/2017 To correct AR02393494 that had
0002393924 10/04/2017 01110  Posted ONL Mo Susp JSHELTRA 10/04/2017 To correct AR02393494 that had
0002401391 102002017 01110  Posted TSF Mo Susp CTQUCHET 10/20/2017 Budman (01110) reimbusing FinC
0002405320 10/30/2017 01110  Posted CNL MNo Susp SFULLER 10/30/2017 Transfer salary & benefits for
0002408095 110172017 01110  Posted TSN Mo Susp MWHITE2 11012017 1/12 of yearly transfer from G
0002409477 T 01110 Posted TSF MNo Susp JSHELTRA 11072017 To refund Judiciary 15 that w
0002412605 15/2017 01110  Posted TSF Mo Susp CTOUCHET 15,2017 Budman (01110) reimbusing FinO
0002419734 01110  Posted TSN Mo Susp MWHITE2 2012017 112 of yearly transfer from G
0002423521 01110  Posted TSF Nao Susp CTOUCHET 2122017 Budman (01110} reimbusing FinO
0002424120 12112017 01110  Posted TSN Mo Susp MWHITE2 121172017 to receive transfer of funds t
0002424120 122017 01110  Posted TSN Nao Susp MWHITEZ2 21212017 to receive transfer of funds t .
»
j{l Save | |[=] Notify S Add

#| Update/Display

Use your right and bottom scroll bars to see all the rows returned and all 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 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.

10. Click on the Journal ID link that corresponds with the row of data that you want to review

General Ledger Manual - February 2024

Page 168 of 193



The Journal Inquiry Details page displays:

Joumnal Inquiry

Journal Inquiry Details
Ledger Criteria

Go Todournal Criteria
JourndrEEoE

Journal ID APD2393665
Ledger Group ACTUALS
Source AP
Journal Status Posted

Balanced DR=CR

Doc Seq
Long Description | AP Accrual

Totals by Currency Find | View All First ‘&' 10of1 &' Last
Currency usD Debit Amount 5,875,797.00 Credit Amount £,875,797.00 Net 0.00
Journal Line Personalize | Find | View All | [E] Q First ‘&' 1-80f8 &/ Last
Drill to ) ) DebitArnDum_[in CrenitAmount_[in
Source Line # Line Descr SpeedType Transaction Transaction Cumrency Account Fund Dept Program
Currency) Currency)
B 0.00 3,205,240.00 USD 200001 10000 1110006000
B 2 0.00 337,185.00 USD 200001 20405 1110006000
B 3 0.00 2,275,039.00 USD 200001 10000 1110009000
= 4 0.00 58,333.00 USD 200001 10000 1110009100
B 5 0.00 USD 550500 10000 1110006000
B 6 0.00 USD 550500 20405 1110006000
B 7 0.00 USD 550500 10000 1110003000
B 8 0.00 USD 550500 10000 1110009100
3
[F] save ||[g" Return to Search [=] Notify Es Add Update/Display

Date 10/ Schedule

Original Date 1 Process Mo Request

Date Posted 10/04/2017 Total Lines &
Reversal Date User ID BATCH
Reversal Mone InterUnit BU 01110
Budget Status “alid Date Code Adjustment N
&

View Attachment (0)

® All Lines From/To
From Line To Line

Query Journal Lines

Use the right scroll bar to view additional journal information, if applicable. Use the bottom scroll bar

to review additional journal line details.

11. Click on the Journal Criteria link
different Journal ID

at the top of Journal Inquiry Details page to inquire on a

Inquiring on a Journal Entry — Inquiry Page is Complete
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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.

WorkCenter navigation: General Ledger WorkCenter > Links pagelet > Journals > Create/Update
Journal Entries

Navigator Menu navigation: General Ledger > Journals > Journal Entry > Create/Update Journal Entries

The Create/Update Journal Entries page displays, click on the Find an Existing Value button:

Create/Update Journal Entries
. A Add a New Value
Find an Existing Value ®
Search Criteria
Enter any information you have and click Search. Leave fields blank for a list of all values

‘D) Recent Searches [ Choose from recent searches v ¢ [ Saved Searches [Choose from saved searches v| 4
Business Unit 01110 Q
Journal ID | begins with v |
Journal Date Ell
Document Sequence Number
Line Business Unit 01110 Q
Journal Header Status [ = v | [No Status - Needs to |
Budget Checking Header Status [ = v ~|
Source ONL Q
Entered By Q
Attachment Exist | = v| v

» Show fewer options

[Jcase Sensitive

Search Clear

Business Unit - Leave as default or choose a condition an appropriate business unit
Journal ID - Leave as blank or choose an appropriate Journal ID

Enter Journal Date - Leave as blank or choose a condition the appropriate journal date
Document Sequence Number - Leave as blank

Line Business Unit - Leave as default or Change to match Business Unit criteria above

o Uk WNPRE

Journal Header Status - Defaults as No Status — Needs to be Edited. You can leave this as is,
make it blank or choose another condition

N

Budget Checking Header Status - Leave as blank or choose an appropriate Status
8. Source - Leave as default or choose a condition an appropriate source

9. Click Search
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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.

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.

10. Click on any row of data you are looking for

The Header page for the journal displays. If the journal has been posted, all fields will be grayed out
and cannot be changed:

Header Totals

Errors Approval
Unit 01110 Joumal ID 0002450776 Date 07/24/2018
*Long Description [TEST Ell
P
250 characters ramaining
*Ledger Group ACTUALS Adjusting Entry | Mon-Adjusting Entry v
Ledger Fiscal Year 2019
*Source ONL Period
Reference Number ADB Date 07/24/2018 |[5]
*Journal Class [CY Q
Transaction Code GENERAL Q Auto Generate Lines
Save Joumal Incomplete Status
SJE Type hd Autobalance on 0 Amount Line

Currency Defaults: USD/ CRRNT /1

Attachments (0) CTA
Reversal Do Not Generate Reversal Commitment Control
Entered By CBURNETT SCI-Clint Burnett

Entered On 07/24/2018 10:46:19AM
Last Updated On 07/24/2013 10:46:19AM

[5] save ||[@r Return to Search 0 st 4= Nextin List [=] Notify || &% Refresh =l Add

11. Click on the Lines tab
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The Lines page displays showing lines detail including chartfields, amounts and statuses:

Header Lines || Totals || Ermors Approval
Unit 01110 Jourmnal ID 0002430776 Date 07/24/2018 Errors Only
Template List Search Criteria Change Values View Audit Logs
InterfIntralnit *Process | Edit Journal M Process Line 10
Lines Personalize | Find E
Select Line *Unit *Ledger SpeedType Account Fund Dept Program Class Project
01110 Q. ACTUALS Q [F10200 |G [10000 |Q [1110002500 |Q Q, Q  [EPROC2018
4 4
Lines to add 1 = E
Totals Personalize | Find | View All | 2 | E First &' 10of1 ‘&) Last
Unit Total Lines Total Debits Total Credits Joumal Status Budget Status
01110 100.00 0.00 N N
[l save I & Return to Search I 4= Nextin List Ia Notify || £% Refresh =k Add

12. Use the bottom scroll bar to see more of the screen

13. 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

14. Click on Return to Search 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 & 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.

WorkCenter navigation: General Ledger WorkCenter > Links pagelet > Journals > Journal Entry >
Create/Update Journal Entries

Navigator Menu navigation: General Ledger > Journals > Journal Entry > Create Journal Entries

The Create/Update Journal Entries page displays, click on the Find an Existing Value button:

Create/Update Journal Entries

Find an Existing Value (@® Add a New Value

Search Criteria
Enter any information you have and click Search. Leave fields blank for a list of all values

‘2 Recent Searches | Choose from recent searches v|# [ Saved Searches [Choose from saved searches v| &
Business Unit 01110 Q
Journal ID [ pegins with + |
Journal Da'.e B
Document Sequence Mumber
Line Business Unit qQ,
Journal I—eaderStatus| = vl |qurna| Has Errors v|
Budget Checking HeaderStatus| = vl | vl
Source qQ,
Entered By Q
Attachment Exist [ = vl | v

» Show fewer options

[C]Case Sensitive

Your default BU will appear in the Business Unit field. The Journal Header Status will default as No
Status — Needs to be Edited. The Source will default as ONL.

1. Business Unit - Leave as default or enter a value for the appropriate business unit

2. Journal ID - Leave as blank or choose a condition (=, begins with, etc.) and enter a value for the
appropriate Journal ID

3. Journal Date - Leave as blank or choose a condition (=, not =, etc.) and enter a value for the
appropriate journal date

4. Document Sequence Number - Leave as blank

5. Line Business Unit - Leave as default or change to match Business Unit criteria above

6. Journal Header Status - Choose the condition = and choose Journal Has Errors

7. Budget Checking Header Status - Leave as blank or choose a condition (=, not =, etc.) and enter
a value for the appropriate Status

8. Source - Leave as default or enter a value for the appropriate source

9. Entered By - Leave as default or choose a condition (=, begins with, etc.) and enter a value for
the appropriate user ID

10. Attachment Exist - Leave as blank
11. Click Search
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Journals with errors that meet your search criteria show in the Search Results grid:

Search Results
4 results Business Unit "08100", Journal Header Status "Journal Has Errors”

View All | 3 First (4 1-dof4 (b Last
Budget
; Document  Line Journal & =
Business , Journal  UnPost , o Checking Currency  Joumal Total Journal Totsl  Journal Net o . Attachment
Unit Journal D Bap Sequence  pedyence  Business  Header Header Ledger Group | Source Code Lines Debits Statistical Units  Joumal Desoription Entered By Eyict
Status
02100 0003237216 02/30/2022 0 (blank) 0100 Erars Not Chkd  ACTUALS oNL usD 44 3338313788 0 CVO TRANSFERS36078  VF1 N >
02100 0003237817 08131/2023 0 (blank) 08100 Errors Not Chkd  ACTUALS oNL usD 52 48280712 0 CVO TRANSFERS17026  VP1 N >
08100 0003237888 10:31/2023 0 (blank) 08100 Errars Not Chkd  ACTUALS onL usD 50 5,007.28 0 DMV TRANSFERSE3Z VPt N >
02100 0003238015 11/02/2023 0 (blank) 08100 Errors Not Chkd  ACTUALS ONL usD Mo 27837508 0 DMV TRANSFERS33782  VP1 N >

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.

12. Click on the row of data you are looking for The Lines page displays:

Header || Lines | Totals | Emors | Approva
Unit 01110 Journal ID 0002558614 Date 1172472013 Errory
Template List Search Criteria Change Values View Aud
Inter/intralUnit *Process | Edit Journa L Process

Lines Personali

Select Line =it *Ledger SpeedType Account Fund Dept Program Class

O 1 01110 @ ACTUALS Q, (517205 |Q (10000 |@ [1110003000 |C (06014 Q o051z |

O 2 01110 @ ACTUALS Q, (100106 |@ [10000 |@ [1110003000 |Cy (06014 @ 00512 |

O 3 01110 @ ACTUALS Q, [100105 |@ [10000 |@ [1110003000 |Cy (06014 @, 00512 |

O 4 01110 @ ACTUALS Q, [100105  |@ [10000 |@ [1110003000 |Cy (06014 @ 00512 |

U 5 01110 Q) ACTUALS Q [1o0105  |@, (10000 |G (1110003000 |Q (06014 Q, |00512 |Gy

U 6 01110 G, ACTUALS Q [1o0105  |@, (10000 |G (1110003000 |Q (06014 Q, |00512 |Gy

U 7 01110 Q) ACTUALS & [1o0105  |@, (10000 |G (1110002000 |Q 06014 Q) |00512 |Gy

O 8 01110 G, ACTUALS & [1o0105  |@, (10000 |G (1110002000 |Q 06014 Q, |00512 |Gy

O 9 01110 Q) ACTUALS Q [1o0105  |@, (10000 |G, (1110002000 |Q (06014 Q, |00512 |Gy

| 0 01110 Q, ACTUALS Q@ [1o0105  |@, (10000 |G (1110002000 |Q 06014 Q, |00512 |y

<
Linestoadd| 1 (=]

Totals Personalize | Find | View All | £ E Fi
Unit Total Lines Total Debits Total Credits  jJournal Status | Budget
01110 21 1,100,000,000.00 1,000,000,000.00 E
1l Save i+ Return to Search t{ | Previous in List =] Motify o4 Refresh & Add

Header | Lines | Totals | Errors | Approval

13. Click on the E link under Journal Status
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The Errors page displays with the error message:

Header ;inesl Totals IErrors Approval

Unit 01110 Journal ID 0002558614 Date 11/24/2018
Header Errors Personalize | Find | £2| & First ‘&' 1 of
Unit Field Name Field Long Name Set Msg Message Text
JRNL_HDR_STATUS Journal Header Status 5360 48 Journal is not balanced on journal totals or balancing ChartField totals.
Line Errors Personalize | Find |Iﬁ|| L—TK:’ First ‘& 10f1 ‘&' Last
Field Long Name Meszzage Text

Mo journal line befween line 1 and line 10 is marked in error.

li]Save ||[ch Returnto Search | |4] Previous in List Mext in List [=] Notify || ¥ Refresh o Add

Under Message Text is the error message: Journal is not balanced on journal totals or balancing
ChartField totals.

14. Click on the Totals tab

The Totals page displays:

ﬂeaclerl Lines ITotaIs Errors Approval
Unit 01110 Journal ID 0002558614 Date 11/24/2013
Totals Find | View All First ‘4 10of1 ‘&
*Unit *Ledger Fund Dept
01110 Q, [ACTUALS @, [10000 @, [1110003000 Q
Control Totals Actual Totals Differences
Currency
usp |Q Debits Debits 1,100,000,000.00 Debits
Credits Credits 1,000,000,000.00 Credits
Net 100,000,000.00
Base Currency Debits Debits 1,100,000,000.00 Debits
usD Credits Credits 1,000,000,000.00 Credits
Net 100,000,000.00
Units Units 0.00 Units
Lines Lines 21 Lines
|5/ Save ||[@" Return to Search =] Previous in List Mext in List =] Notify % Refresh |- Add

Totals are grouped by Business Unit, Ledger, Fund, Dept and Currency. Review the total debits
versus the total credits by each grouping. Do they equal?

e |f they do not equal, you must adjust your lines amounts so that debits and credits equal

e 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
15. Click on the Lines tab
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16. Review the line data to find the chartfield that does not have equal debits and credits. (In this
case, an additional credit is needed for $100,000,000.00 to fund 10000.)

17. Once the error is found, make the necessary adjustments to make the chartfields balanced
including adding additional offsetting lines if needed.

Header Lines Totals Errors Approval
Unit 01110 Journal ID 0002558614 Date 11/24/2018 Errors Only
Template List Search Criteria Change Values View Audit Logs
Inerfntraun | Process Edi Jouma v I Line [ 71
Lines Personalize | Find | @l L:&J
Select Line *Unit *Ledger SpeedType Account Fund Dept Program Class Project

O 1 01110 @, ACTUALS @ [517205  |@, [10000 |@, [1110003000 |Q [DED14 Q, 00512 |@ [EXCHANGE2 ~

] 2 01110 Q ACTUALS Q, (100106 Q@ (10000 | (1110003000 |Q |D6014 Q [00512 |Q |EXCHANGEZ

O 3 01110 @, ACTUALS @ [100105  |@, [10000 |@, [1110003000 |Q [DED14 Q, 00512 |@ [EXCHANGE2

] 4 01110 Q ACTUALS Q, [100105 Q@ (10000 | (1110003000 |Q |D6014 Q [00512 |Q |EXCHANGEZ

O 5 01110 @ ACTUALS Q [100105  |@, [10000 |@, [1110003000 |G [DED14 Q@ 00512 @ [EXCHANGE2

19. Process - Choose Edit Journal from the Process drop-own list

20. Click Process
The Journal Status is now V:

Totals Personalize | Find | Wiew All | : = First
Unit Total Lines Total Debits Total Credits | Jowmnal Status [Pudget Stafy
01110 20 1,000,000,000.00 1,000,000,000.00| \'

1 Save i Return to Search 4] Previous in List [=] Motify || &% Refresh 4 Add

Once the journal has a valid edit, it automatically invokes the budget check process.

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.

WorkCenter navigation: General Ledger WorkCenter > Links pagelet > Journals > Journal Entry >
Create/Update Journal Entries

Navigator Menu navigation: General Ledger > Journals > Journal Entry > Create Journal Entries

The Create/Update Journal Entries page displays, click on the Find an Existing Value button:

Create/Update Journal Entries

T
Find an Existing Value Add a Mew Value

Search Criteria
Enter any information you have and click Search. Leave fields blank for a list of all values

) Recent Searches  [Choose from recent searches ~| /# [ Saved Searches [Choose from saved searches v]Z
Business Unit 08100 Q
Journal ID
Joumal Date [= w| ]
Document Sequence Number
Line Business Unit Q
Journal Header Status [= vl | w |
Budget Checking Header Status [= w ] [Error in Budgel Chectw |
Source Q
Entered By Q
Attachment Exist [= v ~

# Show fewer oplions

[ case Sensitive

Your default BU will appear in the Business Unit field. The Journal Header Status will default as No
Status — Needs to be Edited. The Source will default as ONL.

1. Business Unit - Leave as default or enter a value for the appropriate business unit

2. Journal ID - Leave as blank or choose a condition (=, begins with, etc.) and enter a value for the
appropriate Journal ID

3. Journal Date - Leave as blank or choose a condition (=, not =, etc.) and enter a value for the
appropriate journal date

Document Sequence Number - Leave as blank

Line Business Unit - Leave as default or change to match Business Unit criteria above
Journal Header Status - Choose the condition = and choose Valid Journal — Edits Complete
Budget Checking Header Status - Choose the condition = and choose Error in Budget Check
Source - Leave as default or enter a value for the appropriate source

Click Search

w X N o un R

General Ledger Manual - February 2024 Page 177 of 193



If there are more than one journal that matches the criteria, it will be shown in a Search Results grid. 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.

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.

Search Results
View All
Business n T Joumal UnPost I;ocumem I Li.ne :!ou:;lal Budget Checking Ledger z Currency  Journal Journal Total
Unit S Date Sequence e usm_ess N Header Status Group ki Code Total Lines Debits
Number Unit Status
01140 Qangssasid 110242048 0 (olagly 01440 \ialid Cror ACTUALS Nt Lish) 20 10000000400 |
01110 0002558825 11/29/2018 0 (blank) 01110 Valid Error ACTUALS ONL USD 4 2 |
10. Click on the desired Journal
The Header page displays:
Header Lines Totals Errors Approval
Unit 01110 Joumnal ID 0002553825 Date 11/29/2018
*Long Description |Cost adjustment \El
239 characters remaining
*Ledger Group ACTUALS Adjusting Entry | Mon-Adjusting Enfry V|
Ledger Fiscal Year 2019
*Source ONL Period 5

Reference Number

*Journal Class |CY a
Transaction Code GEMERAL G,
SJE Type | "

Currency Defaults: USD f CRRNT 71

Atftachments (0)
Reversal: Do Mot Generate Reversal

Entered By ETEST

Entered On 12/12/2018 1:59:21PM
Last Updated On 12/12/2018 2:00:30PM

oSy |[eEeienin Seaeh o] i Brescns e L

=] Notify || Refresh

ADE Date [11/28/2018  |[5]

Auto Generate Lines

[ save Journal Incomplete Status
] Autobalance on 0 Amount Line

Llcta

Commitment Control

Ella Test

& Add

11. Click on the Lines tab
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The Lines page loads showing lines detail including chartfields, amounts and statuses:

Header Lines Totals Errors Approval
Unit 01110 Journal ID 0002558825 Date 11/29/2018 O Errors Only
Template List Search Criteria Change Values View Audit Logs
Inter/Intralinit *Process | Edit Journal v| Process Line| 10
Lines Personalize | Find | @|
Select Line *Unit *Ledger SpeedType Account Fund Dept Program Class Project
] 1 pi110 Q. ACTUALS Q [so0000 Q@ [21500 Q@ [1110003000 |3 Q Q
O 2 01110 Q, ACTUALS Q [sp0000  |Q [10000 Q@ [1110003000 |Q Q Q
O 3 01110 Q, ACTUALS Q, [100108  |Q_ [10000 @, [1110003000 |Q aQ, a,
] 4 01110 Q, ACTUALS Q@ [100106 |Q [21500 |@, [1110003000 |Q Q, a,
<
Linestoadd| 1 =
Totals Personalize | Find | View Al | (Ed] | E First ‘&' 1of1
Unit Total Lines Total Debits Total Credits  Journal Status  JBudget Status
01110 4 2.00 2.00 v E
[§ Save ot Return to Search 4| Previous in List Next in List [=] Notify || 24 Refresh 5% Add F Update/D
12. Click on the E hyperlink under Budget Status
A new window is opened and the GL Journal Exceptions page displays:
GL Journal Exceptions Line Exceptions
Business Unit 01110 Joumnal ID DDD2558825;’E Journal Date 11/2%/2018
*Exception Type [[SETINNNNN v | [ override Transaction R =
Maximum Rows 100 More Budgets Exist
Search Advanced Budget Criteria
Budgets with Exceptions Personalize | Find | View All | | E First ‘&' 1-2 of 2
Budget Override I Budget Charffields B
Details Business Unit  JLedger Group Exception More Detail Override Budget Transfer
1 @l 01110 AFPPROP Mo Budget Exists More Detail ] GoTo E
2 & 01110 ORG No Budget Exists ore Detail [E] Go To ... &

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.

13. Click on the Budget ChartFields tab
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The Budget Chartfields display:

GL Journal Exceptions Line Exceptions

Business Unit 01110 Journal ID 0002558825 & Journal Date 11/28/2013
“Exception Type [l override Transaction S
Maximum Rows 100 More Budgets Exist
Search ' Advanced Budget Criteria
Budgets with Exceptions Personalize | Find | View All | (1 | @ First ‘& 1-20f2 &
Budget Override Budget Chartfields | =¥
Details Business Unit Ledger Group Account Fund Dept Budget Period
1 & 01110 APPROP 000100 21500 1110003000 2019
2 & 01110 ORG 000100 21500 1110003000 2019
[F]save ||[&h Return to Search [%] MNotify

In the case above, there is no budget for fund 21500 and DeptID 1110030000.
14. 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.

GL Journal Exceplions Line Exceptions

Business Unit 01110 Journal ID DDD25£8825;’E Journal Date 11/2%2018
“Line SlﬂtUS [ override Transaction iy g
Maximum Rows 100 More Lines Exist
Line From @ Line Thru a
Search
Transaction Lines with Budget Exceptions Personalize | Find | View All | 1 @ First &' 1 of 1

Line Values Line Chartfields Line Amount

Line Ledger Budget Date GL Business Unit
@l 1 ACTUALS 11/29/2018 01110
[fl5ave ||[&h Return to Search [+ Motify

15. 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 lines in error
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GL Joumnal Exceplions Line Exceptions
Business Unit 01110 Journal ID DOD2558825;’E| Journal Date 1172972013
*Line Status | Error v| [ override Transaction B |
Maximum Rows 100 More Lines Exist
Line From [} Line Thru @,
Search
nsaction Lines with Budget Exceptions
Line Ledger Budget Date  GL Business Unit Account Fund Dept Fyogram Class
& 1ACTUALS 111292018 01110 500000 21500 1110003000
[ Save | (o Retum to Search _||[<f] Nofify _

16. After reviewing the budget exception pages, close the window. The window with the journal
line page will open back up

17. 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 and to

invoke the budget check process.

;::E Errors Only
View Audit Logs

Personalize | Find | (Ed] | Q

Budget Status

Header Lines Totals Errors Approval
Unit 01110 Journal ID 0002558825 Date 11/29/2013
Template List Search Criteria Change Values
Inter/intraUnit I"Process Edit Journal v Process I
Lines
Select Line *Unit *Ledger SpeedType Account Fund Dept Program Class
O 01110 @, ACTUALS Q, (o000 | @, [10000 |@, (1110002000 |Gy Q
O 2 01110 Q. ACTUALS Q, [soo000 | @ [10000 |@ [1110003000 |Q Q
O 3 01110 @, ACTUALS Q [100106  |@, [10000 |@, (1110003000 |Gy aQ
O 4 01110 Q, ACTUALS Q [100106  |Q [10000 |@ [1110003000 | Q
<
Linestoadd| 1 = E
Totals Personalize | Find | View All | | E
Unit Total Lines Total Debits Total Credits ~ Joumnal Status
01110 4 2.00 2.00 N
[l Save 4+ Return to Search 1] Previous in List Mext in List [=] Notify || &% Refresh % Add

Line 10

Project

s P PP

First ‘&' 1of1 ‘»/ Last

18. Process - Choose Edit Journal from the Process drop-own list

19. Click Process
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The Journal Status and Budget Status are now V:

Header Lines Totals Errors Approval
Unit 01110 Journal ID 0002491166 Date 09/04/2018 Errors Only
Template List Search Criteria Change Values View Audit Logs
Inter/Intralnit “Process | Edit Journal v Process Line| 1
Lines Personalize | Find | ]
Select Line *Unit *Ledger SpeedType Account Fund Dept Program Class Project
] 2 p1110 Q, ACTUALS Q, 500000 |Gy (10000 | 1110003000 | QY Q
O 3 01110 @, ACTUALS Q [100106  |@ [10000 |@, [1110003000 |Q Q
<
Linestoadd| 1 =
Totals Personalize | Find | View All | ] | E First ‘4 1of1
Unit Total Lines Total Debits Total Credits | Journal Status  Budget Status
01110 2 500.00 500.00) v v
1| Save 4" Return to Search [=] Notify +* Refresh

. Add pdate/l

The journal is now ready to be submitted for approval.

Finding and Correcting Journals in Budget Check Error is Complete
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How do | 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 Debits and Credits are both shown as positive numbers on these reports. To get cash balance in
the fund, you would sum the debits and then subtract the sum of the credits

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 VT Trial Balance - All BUs Report

e Debits and Credits are both shown as positive numbers on these reports. To get cash balance in
the fund, you would sum the debits and then subtract the sum of the credits.

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 O
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 query 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.

WorkCenter navigation: General Ledger WorkCenter > Links pagelet > Journals > Journal Entry >
Create/Update Journal Entries

Navigator Menu navigation: General Ledger > Journals > Journal Entry > Create Journal Entries

The Create/Update Journal Entries page displays, click on the Find an Existing Value button:

Create/Update Journal Entries

, s 1) Add a New Val
Find an Existing Value a New Valug

Search Criteria
Enter any information you have and click Search. Leave fields blank for a list of all values

) Recent Searches  [Choose from recent ssarches v | ¢/ [l Saved Searches [Choose from saved searches v ] &
Business Unit 01110 Q
Journal ID 0002558823
Journal Date o

Document Sequence Number
Line Business Unit

Journal Header Status [= w] | |
Budget Checking Header Status [= v] | v
Source aQ
Entered By Q
Attachment Exist [= v] | v

# Show fewer options

() Case Sensitive

Search Clear

. Business Unit - Enter the business unit of the entry

Enter Journal ID - Enter the Journal ID you are researching

Journal Header Status - Blank out

Budget Checking Header Status - Leave blank

. Enter Source - Enter Source for the Journal ID or blank out

o U A W N R

Entered by - This defaults as your user ID. However, it should be blanked out so it does not
restrict the search

7. Click Search
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The Header page displays:

Header Lines Totals Errors Approval

Unit 01110 Journal ID 0002553823 Date 12122013

*Long Description || \Edl

254 characters remaining

*Ledger Group ACTUALS Adjusting Entry | Non-Adjusting Eniry v/
Ledges Fiscal Year 2019
*Source |[ONL Period 6
Reference Number ADE Date [12/12/2018 |[&]
*Journal Class Q
Transaction Code |GEMERAL &} Auto Generate Lines

[ save Joumnal Incomplete Status
SJE Type | v| [ autobalance on 0 Amount Line

Currency Defaults: USD f CRENT / 1

Attachments (D) Clera
Reversal: Do Not Generate Reversal Commitment Conirol
Entered By ETEST Ella Test

Entered On 1212/2018 8:35:20AM
Last Updated On 12/12/2015 8:35:20AM

[§]Save ||[@" Returnto Search ||[Z] Motify || &% Refresh B Aadd || FH 1

8. The user who entered the journal entry is displayed.

Who Entered this Journal? is Complete

General Ledger Manual - February 2024 Page 185 of 193




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.

WorkCenter navigation: General Ledger WorkCenter > Links pagelet > Review Financial Information >
Ledger Inquiry

Navigator Menu navigation: General Ledger > Review Financial Information > Ledger

The Ledger page displays:

Ledger

. e +) Add a Mew Value
Find an Existing Value
Search Criteria

Enter any information you have and click Search. Leave fields blank for a list of all values

7) Recent Searches [Choose from recent searches v | # [ Saved Searches [Choose from saved searches v #

Inquiry Name

#~ Show fewer options

Search Clear

1. Click Search (if finding an existing Inquiry)

OR
1. Click on the Add a New Value button (if adding a new Inquiry)
2. Inquiry Name - Enter a name for your new inquiry

3. Click Add
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The Ledger Inquiry page displays:

Ledger Inquiry
Enter ledger, pericd, ChartField and rest of the criteria. Click on Search button to execute the query.

Ledger Criteria

Inguiry Name *Unit *Ledger *Fiscal Year *From Period *To Period Currency
INQUIRY 01110 |@, ACTUALS Q| 2018a, 1Q 2Q, UsD |@,
Stat Code Date Code View
Q 1 _|Q Trade Date
#| Show YTD Balance Include Closing Adjustments Max Ledger Rows
Show Transaction Details Only in Base Currency 100
Search Clear Delete

Ledger Criteria - You can enter or select the following fields to establish ledger criteria:

4.

5
6
7.
8
9

10.
11.

12.

13.

14.

15.

16.
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Unit - The General Ledger Business Unit from your operator preferences defaults into this field
Ledger - Enter the Ledger or use the magnifying glass to select the ledger

Fiscal Year - Enter the fiscal year. (Four-digit year —i.e. 2018)

From Period - Enter the beginning period for your inquiry

To Period - Enter the ending period for your inquiry

Currency - Enter USD

Stat Code (Statistics Code) - Leave blank

Show YTD Balance - Select this checkbox and the inquiry returns year-to-date balances for
specified Chartfields for a period. For example, results are summed in order by account for the
periods which appears in the numerical order of the account. Do not select this check box and
the inquiry returns individual balances for period and account that are displayed in order by
period. This field is not available if the selected Ledger in the ledger criteria uses the Average
Daily Balance ledger template

Show Transaction Detail - Select to see the ledger data along with the journal transactions that
contributed to the balance. For example, if you select this check box and select all Chartfields in the
Sum By check boxes, the inquiry returns a list of all journals that contribute to the ledger lines

Include Closing Adjustments - Select this option to include closing balances (period 999) along
with the current open period amounts

Only in Base Currency - Select this option if you want the inquiry amounts to appear only in the
base currency indicated for the selected business unit

Max. Rows - You can override the default of 100 with any number <=200 rows of data that you
can display in a scroll area

Include Adj. Period(s) - 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

Page 187 of 193




Upon tabbing out of the field, the page updates with the Chartfield Criteria grid:

Ledger Inquiry

Enter ledger, period, ChartField and rest of the criteria. Click on Search button to execute the query.

Ledger Criteria

Inquiry Name *Unit *Ledger *Fiscal Year *From Period *To Period Currency

INQUIRY 01110 |@ [acTUALS @ [ 2018Q 1a 2q, usD @,

Stat Code Date Code View
Q 1 _|@ Trade Date
¥ Show YTD Balance Include Closing Adjustments Max Ledger Rows
Show Transaction Details Only in Base Currency 100

Clear Delete

Chartfield Criteria Personalize | Find | @] [ First ‘4 1-80f8 ‘b Last Include Adjustment Periods
ChartField Value ChartField Value Set Update/New Sum By Value Required Order-By el beriod

993

Account 520% a, Q, Update/New 4 1
Department 1110003000 aQ Q Update/New
Fund Code 10000 a @, Update/New
Class Field &} Q, Update/New
Program Code a, Q, Update/New
Affiliate aQ Q. Update/New
Project Q. Q, Update/New
Adjustment Type &} Q, Update/New

[l S ) [ M Bhand || Updteiispiay |

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:

17. 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

18. Chartfield Value Set - Select a predefined set of selection criteria for a given ChartField

19. Update/New - Select this option to update an existing ChartField Value Set's data or create a
new ChartField Value Set

20. Sum By - Allows you to Sum By specified period. Select this checkbox to filter out Chartfields
with blank values

21. Value Required - This checkbox is only available when the Sum By checkbox is selected. This
checkbox will automatically checkmark as necessary

22. Click Search
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The Ledger Summary page displays:

Ledger Inquiry

Ledger Summary
Before clicking on Detail hyper link, you canc
pertinent to your inguiry.

Ledger Criteria

ick on "Ledger Detail Drill-Down Chartfield Display” to display the chartfields that are

Go To Inquiry Criteria
Ledger Detail Drill-Down Chartfield Display
Ledger Summary Find | View All First ‘& 10of1 ‘& Last
Ledger Amount by Currency Personalize | Find | (2 = First ‘4 10of1 ‘b Last
Account Period Balance Egr?ceeriﬁﬁ Period Balance Egr?ceeriﬁﬁ
Period Activity Detail Account Description {in Transaction Transaction Currency {in Base Base
CIRE=CY) Currency) Currency) Currency)
2 Activity Detail 520000 Cffice Supplies 226.47 226.47 USD 226.47 226.4]
3
Currency Totals
Amount (in Transaction Currency) 22647 USD Amount {in Base Currency) 22647 USD

[§l save || Motify

Ek Add || & Update/Display

Note: If you need to return to the Criteria page click on the Go to the Inquiry Criteria hyperlink.

23. Click on the Detail hyperlink on the line to view the Chartfield detail for a summary line
The Ledger Details page displays:

Ledger Inquiry
Ledger Details
Ledger Criteria

Go To Inquiry Criteria *

Ledger Summary
Ledger Details

Personalize | Find | View All | Y | = First ‘&) 10f1 & Last

o - - - Account :
Period Activity Account Fund Dept Program Class Project Affiliate Description Adjustment
Activity 520000 10000 1110003000 Cffice Supplies
13
[E]Save ||[=] Notify

Ek Add || Update/Display

24. Click on the Activity hyperlink to view the activity that makes up the summary line
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The Transaction Details page displays:

Ledger Inquiry
Transaction Details
Ledger Criteria

Inquiry Criteria *
Ledger Details

Go To

Transaction Details

Ledger by Period and Chartfields

Period Account Fund Dept Program
2 520000 10000 1110003000
Amount (in Transaction Currency)
Journals
Journal 1D Line Descr Date Seq
08/25

APD2378042

[§) Save ||[=] Motify

Ledger Summary
Transaction Criteria
Find | View All First ‘&) 1of1 &/ Last
Personalize | Find | @l E 10f1
. — Account o
Class Project Affiliate Description Adjustment Type Stat
Office Supplies
»
226.47 USD Amount (in Base Currency) 22647 USD
Personalize | Find | (2 | E First ‘&' 10of1 & Last
Debit Amount (in Credit Amount Debit Amount  Credit Amount
Stat Amt Transaction (in Transaction Cumrency (in Base (in Base Base Currency
Currency) Currency) Currency) Currency)
0.00 228.47 0.00 UsD 226.47 0.00 USD
Ek Add || & Update/Display

25. Click on the Journal ID hyperlink to view a general ledger transaction

The Journal Inquiry Details page displays, it shows the Journal line(s) that meet the transaction criteria

specified in the inquiry criteria:

Journal Inquiry

Journal Inquiry Details
Ledger Criteria

Go Tolnquiry Criteria *
Ledger Details

Journal Header

APD2378042

ACTUALS

AP

Journal 1D
Ledger Group
Source
Journal Status Posted
Balanced DR=CR

Doc Seq
Long Description | AP Accrual

Totals by Currency

Currency usD Debit Amount
Journal Line
SDorHIrtc‘; Line # Line Descr SpeedType

[§] save ||[=] Notify

Ledger S

Transacti

Date

Original Date
Date Posted
Reversal Date
Reversal

Budget Status

ummary

on Details

1

=]

]

nar.

12

]
o

017
5120

0ar302017

~

]

None

Valid

From Line

n
[}
n
=

Debit Amount (in
Transaction
Currency)

226.47

Schedule
Process Mo Request
3

BATCH
01110

N

Total Lines

User ID

InterUnit BU

Date Code Adjustment

(EL
P
View Aftachment

All Lines From/To
ToLi
Query Journal Lines ’1
Find | View All First ‘4 10of1 &) Last
Credit Amount 54257 Net 0.00
Personalize | Find | View All | 2] E First '‘4' 10of1 b/ Last
Credit Amount (in
Trangaction Cumrency Account Oper Unit Fund Dept F
Currency)
0.00 UsSD 520000 10000 1110003000
»
[Ek Add || 5 Update/Display

26. Click on the radio button in front of All Lines to view all lines for the journal

27. Click Query Journal Lines
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All lines for the journal display:

Totals by Currency Find | Wiew All First ‘& 1of1 & Last
Currency UsD Debit Amount 542 57 Credit Amount 542 57 Net 0.00
Journal Line Personalize | Find | View All | | First ‘4 1-30f3 '‘» Last
Drill to Debit Amount (in Credit Amount (in
S Line # Line Descr SpeedType Transaction Transaction Currency Account Oper Unit Fund Dept
Currency) Currency)
1 0.00 542 57 USD 200001 10000 1110003000
% 2 3610 0.00 USD 513010 10000 1110003000
E% 3 226.47 0.00 USD 520000 10000 1110003000
b

28. Click on the Drill to Source icon in front of the line number to view the sub-module detail that is
summarized a journal line

A new window opens with the journal drill down for the journal line. The sub-module transactions are
listed:

Drill to Source

Journal ID
Business Unit 01110 Journal APD2375042 Date 08/25/2017 GL Journal
Ledger ACTUALS Line 1 Line Descr
Chartfields Personalize | Find | View Al | £ | [ First 4/ 10of1 & Last

Account Fund Code  Department Program Class Project Analysis Type Affiliate
200001 10000 1110003000

Base Currency USD Base Amount 542 57

Currency USD Transaction Amount 542 57

Statistics Code Statistic Amount

Details Personalize | Find | View Al | 2] B First ‘4/ 1of5 '*/ Last

Chartfields || Voucher Information || Document Information

Voucher ID Descr Vchr Line Distrib Line Amount Currency Base Amount Currency

00007472 Accounts Payable 1 1 -316.10 USD -316.10 USD

[E]save || Returnto Search [=] Notify

This example is an AP voucher.

29. Click on the View All link on the voucher information tab to continue to see all vouchers that
make up the journal line

Details Personalize | Find | View 1 | (2 = First ‘4 1-50f5 ‘&' Last
Chartfields Voucher Information Document Information

Voucher ID Descr Vchr Line Distrib Line Amount Curmrency Base Amount Curmrency

00007472 Accounts Payable 1 1 -316.10 USD -316.10 USD

00007473 Accounts Payable 1 1 -17.39 USD -17.39 UsSD

00007474 Accounts Payable 1 1 -134.93 USD -134.99 USD

00007475 Accounts Payable 1 1 -8.52 USD -8.52 USD

00007476 Accounts Payable 1 1 -§5.57 USD -65.57 USD

30. Click on a Voucher ID hyperlink to view the accounting entries for the voucher
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Voucher Accounting Entries

*Accounting Line View Option | Standard Invoice Date 08/01/2017
Supplier ID 0000321404
Supplier Name Canon Solutions America, Inc

Accounting Information

Main Information Charifields Journal

Description Monetary Amount Currency Code Ledger
Accounts Payable -316.10 USD ACTUALS
Copier Maintenance 316.10 USD ACTUALS

*Business Unit 01110 |Q Voucher ID 00007472 |Q =

Posting Process AP Accrual GL Dist Status Digtributed

Invoice Number 4023343210

! Show Foreign Currency

*Sort By [ Posting Prozess v |

Search

Find | View All

Posting Date 08/29/2017

Personalize | Find | View All | @I @ First 4

GL Unit

01110

01110

Accounting Date

0ar25/2017

0ar25/2017

Reset

First ‘&) 10f2 &) Last

1-20f2 ' Last

Ledger Inquiries is Complete
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Reports & Queries

A complete listing of reports and queries available in VISION for the General Ledger module can be
found in the Reporting Manual.
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