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Overview

JOURNALS- WHAT AND WHERE

o What is a GL Journal?

o A GL journal is a transaction that is manually entered into the
General Ledger.

o Where is a GL Journal entered?
o Oracle General Ledger module
m GL Journals Form
m Journal Wizard

Carnegic Mellon University
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JOURNALS- WHERE

GL Journal Form

Carnegie Mellon University
Firance Division




JOURNALS- WHERE

Journal Wizard Form

LT E L T

1NEE

o Wiew the Journal Wizard Tuterial at https:/fwwew crou eduffinance/trainingfe -learning find ex. hitml
8 View the Journal Wizard User Guide at
https:/ fewwcmu.edu/finance/systems/documentation/files/jrnl_wiz_ug.pdf

Carnegic Mellon University
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JOURNALS- WHY

O To create General Ledger entries for:
m Internal Charges
® Fax shared by multiple departments

m Funding
» Dean’s Office transfers funds to a department

m Activity Change
m Changing an activity code -- This is the only redistribution
that can be completed by campus users

Carnegie Mellon University
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JOURNALS- WHEN

o Journals can be entered/posted during open accounting periods
® Periods are the months of our fiscal year.
m Periods follow the naming convention MONCY-FY. For

example, for February 2016 the period name is FEB16-16

m Financial Systems Team opens the new period on the last
business day of the month

m Entries for a period can be posted up to the first business day of
the new period.

Carnegic Mellon University
Finance Division

MONTHLY CLOSING PROCESS

Global

T ——

GL Badances Only GL Balances Only GL Balsewces Only (USD)

QAR |

[

Translation: used to translate functional currency balance into foreign currency
typically for reporting purposes
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GL RESPONSIBILITIES FOR JOURNALS

o Responsibility prefix specifies the Ledger
B AUS - Australia, QAR — Qatar, USA — Carnegie Mellon [USA)

o GL Journal responsibility examples:

O GL — DEPARTMENT - all object codes across a specific
group of organizations

O GL * DEPARTMENT — Same as above with access to salary
data through Labor Distribution

o GL - Internal — specific object codes across all
organizations, needed for:
Internal Charges
Funding

Carnegic Mellon University
Finance Division

Journal Entries

BATCH ORACLE GL JOURNAL ENTRIES

PR - ATERSRAL CHARTES

TR, Gl 10 wiale o Dof PARTRATASS FR0ae Wl ) Dl OF FiE

= Create a batch for:

o Multiple journals
o Ease of finding your journals
o Ease of printing your journals

» Start batch names with USERID

Carnegie Mellon University
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SINGLE ORACLE GL JOURNAL ENTRIES

= Create a single journal for infrequent entries

= Start journal names with USERID

Carnegie Mellon University
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Exercise #1: Creating a Journal Batch and Entering a Journal

Assume that you work in the MCS Dean’s Office and you need to charge the Biological Sciences ($100.00) and
Chemistry ($50.00) departments for copies they made on the MCS Dean’s color copier. Below is the supporting
documentation you will use to create the journal entry. Create a journal batch and enter a journal entry to charge
the Biological Sciences and Chemistry departments for their expenses.

Department Dates of Color Copies Color Copies Amount
Biological Sciences 07/01/13 -=07/06/13 84

07/07/13 -=07/13/13 24
Biological Sciences 07/14/13 -=07/20/13 8

07/21/13 -=07/31/13 24
Total Color Copies 140
Cost per Color Copies 50.7143
Subtotal 5100.00
Department Dates of Color Copies Color Copies Amount
Chemistry 07/01/13 -=07/06/13 16

07/07/13 -=07/13/13 23
Chemistry 07/14/13 -=07/20/13 12

07/21/13 -=07/31/13 19
Total Color Copies 70
Cost per Color Copies 50.7143
Subtotal 550.00

Create a New Batch
1. Choose the USA GL - Internal responsibility and navigate to: Journals>Enter Journals.

2. The Find Journals form opens. To create a new batch, click the New Batch button.
O Find Journals

Batch

More

[ o |

3. The Batch form opens. Enter a batch name, beginning with your User ID (all caps), in the Batch field to
identify the batch.

Batch
(YOUR USER ID) - INTERNAL CHARGES (CURRENT PERIOD)




O Batch (Carnegie Mellon)
=Ei M MSTACER - INTERMNAL CHARGES OCT15-16 Status

EEGTVTN OCT15 INTERNAL CHARGES FROM MCS DEAN'S OFFICE =1 = Required

Approval
Control Total [ !J ]

Batch Totals Details

Debit Credit WEECL M 22-0CT-2015

Entered
Accounted

4. The latest open period defaults.

5. Balance Type is a display-only field. It displays Actual to represent that you are entering journals with actual
(as opposed to budget) amounts.

6. Enter a description for the journal batch in the Description field.

Description
(CURRENT MONTH) INTERNAL CHARGES FROM MCS DEAN’S OFFICE

7. The Control Total field is optional and is used if there is a need to verify the total debits for the journal batch
against the batch control total. Leave this field blank for this exercise.

8. The Batch Totals Region (the total debits and credits entered for a batch) are display only and cannot be
entered. These fields will be automatically populated by the system as journals are created in the batch.

Enter Journals in a Batch

1. Click on the Journals button to add journals to the batch.

2. The Journals form will appear.



CER - INTERMNAL C S 5-16 ?
TG EMSTACER - IC COPY CHARGES 10/1/1 Conversion Reverse )
Ledger Category Date reiod [ G
Period Effective Date Type || B Change Sign 4

Balance Type Buiget [N Rate Status

Cm— Tox LRI

Control Total [ !J]
Lines
Line Account Debit (USD) Credit (USD) UOM Qty Description -
0OCT15 CHARGES FOR C =
)
T I +
Acct Desc |
Check Funds Reserve Funds View Results Change Period... Change Currency...

Enter a unique Journal name, beginning with your User ID (all caps), in the Journal field.

Journal
(YOUR USER ID)-IC COPY CHARGES (DATE)

Note: If you do not enter a journal name, General Ledger automatically assigns a name using the following
format: Source Journal ID Date Time.

Enter a Description for the journal entry. General Ledger uses this as the default description for each
journal entry line. However, you can change the journal entry description on any selected journal line as
necessary.

Description
(CURRENT MONTH ) CHARGES FOR COPIES MADE ON MCS DEAN'’S COLOR COPIER

The Ledger is automatically populated with the official name of the ledger associated with the responsibility
you selected.

Enter a category in the Category field to describe the purpose of your journal entry. All lines in a journal
entry share the same journal category. A list of available categories can be found on the Financial
Systems Website.

Category
INTERNAL CHARGES

The latest open Period defaults for the journal entry. You cannot change the period at the at the journal
level. All journal entries within a batch must have the same period as the batch.

The date in the Effective Date can be changed to reflect the actual date of the transaction. However, the
date must be within period selected in the Period field.
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9. Source, Balance Type and Budget fields are grayed out and cannot be changed.

10. Clearing Company is not used by Carnegie Mellon.

11. Tax is not required in the USA Ledger.

12. Leave the Control Total field blank. Control totals are used if you want to verify the total debits for the
journal lines against the journal control total. This field is not required.

13. Under Conversion section, Currency will automatically default to the functional currency of the Ledger (USA —
USD). To enter a foreign currency, use the List of Values to select one of the enabled currencies available in

the GL.

Conversion

Currency

Date

Type

Rate

a. If you select a foreign currency, it is necessary to have a currency exchange rate. To have the rate
systematically entered into the Rate field, enter the actual date of the transaction into the Date field
and select Corporate as the rate Type. Note: The date can be the present date or any date in the
past and does not have to be within the period on the journal. However, the date cannot be in the

future.

14. Under the Reverse section, leave the Period field blank. The Period field is optional and is used if there is a
need to reverse the journal entry.

¥ Note: Only posted journals can be reversed. Unposted journals should be deleted.

15. Enter the following journal lines.

Line | Account Debit | Credit
Object Funding Function Activity Organization Entity
Code Source
1 88100 -1C 000001— 001 - 000 - 260100 - 01- 100.00
Copying General Instruction | Unspecified | Biological General
Unrestricted Sciences
2 88100 - IC 000001- 001 - 000 - 260200 - 01- 50.00
COPYING General Instruction | Unspecified | Chemistry General
Unrestricted
3 88100 - IC 000001- 001 - 000 - 260000 -MCS | 01 - 150.00
COPYING General Instruction | Unspecified | Dean’s Office | General
Unrestricted
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16. The Description from the header is defaulted to the Description of each line, but can be altered. Add the
following additional description to the appropriate lines.

Line Additional Description
1 FOR BIOLOGY — 140 COPIES

2 FOR CHEMISTRY — 70 COPIES

17. Check the totals to verify that the journal is in balance (Debits=Credits).

© Journ: arnegie Mellon) ER - INTERNAL CHAI 15-16

| LG EIMSTACER - IC COPY CHARGES 10/1/15 Conversion Reverse v
Ledger Category 55 (4122-0CT-2015 reriod ([ NG
Period Effective Date Type Method

Balance Type Budget Rate Status
Clearing Company _ Tax

Control Total

I,

|

Lines

Line Account Debit (USD) Credit (USD) UOM Qty Description .
1 |88100.000001.001.001.260100.01 100.00 OCT15 CHARGES FOR C =

2 |88100.000001.001.001.260200.01 50.00 OCT15 CHARGES FOR C

3 88100.000001.001.001.260000.01 150.00 OCT15 CHARGES FOR C
)

150.00 150.00
s e I — ]
Acct Desc |IC COPYING.GENERAL UNRESTRICTED.INSTRUCTIO.ADVISORY BOARDS.MCS DEAN'S.GENERAL

Check Funds

Change Period...

Reserve Funds View Results

Change Currency...

¥ Note: There is an Account Description at the bottom of the form that contains the text descriptions for each
of the GL account string segments.

18. Click on the _ tab.

— Stalus
Poiing m“lﬂ Source | MANUAL
Funds |[Regused Reference
Apprireal m Faferance Date
Reconciliation Reference
~ Mpcounting Sequenting Repoing Sequancing
Bmber | Humkar
Bequente Name | Sequenci Mime

a. Under the Status section, Posting, Funds and Approval are systematically updated through the
journal process.

b. The Source is Manual because you are manually entering the journal into the GL.

c. All the remaining fields are not used by Carnegie Mellon.
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19. Save your work.

0= Note: Save and Proceed, under the File menu option, means your journal entry would be saved and then a
blank Journal Entry form would display to allow you to enter another journal in the same batch.

Attaching Supporting Documentation to Journals

All journals that require approval require backup support to be attached to a journal in the system, as a separate file,
before the journal is routed for approval. This excludes funding journals and system generated reversals as they do
not require systematic approval.

If you do not attach back up documentation, Oracle will allow you to reserve funds, however, you will not be able to
submit your journal for approval until you have attached the required backup documentation. If you do click the
approve button without the required backup documentation attached, Oracle will populate an error message stating
“Your journal batch failed validation. Check your notifications for details.” To view your notifications, go to your
Oracle Home Page under Worklist and select View All Notifications.

When deciding what documentation is appropriate, think about how you would justify the amount. You want to
include documents that explain what the amount is for, why it was incurred and how the amount was calculated.
Also, you should never attach documentation that has sensitive information, such as social security numbers, salary
information, or data that is deemed confidential to your department or division.

JOURNAL ATTACHMENTS

o Journal entries requiring system approval must have
an attachment in Oracle prior to being submitted for
approval
o Funding and system-generated reversed journals will not

systematically require attachment
O Attachmentsmust be done at the journal level and in the

journal header of a complete and saved unposted journal
entry

o Attached files can be any type but have a 7Mb limit

Carnegic Mellon University
France Division

13



JOURNAL ATTACHMENTS

o Attachments can not be added, changed, or deleted
once the journal entry is posted
o Attachments can be viewed by approvers/reviewer

O Financial Reporting will be notified by system to review
attachments for journal lines 5100,000+

Carnegic Mellon University
Finance Division

SUPPORTING DOCUMENTATION

o What makes “Good” supporting documentation?
o Defines what the entry is recording, correcting or changing

o Explains why the entry is being made

o Validates how the amounts were determined

Carmegie Mellon University
Finance Division

Attachments must be added from the header section of the Journals form, not the Batch form. The cursor
cannot be sitting on the journal lines. Place cursor in the header section of the journal and click on the

i

paperclip icon

to add attachments.
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2. The Attachments form will open on the Main tab.

arnedie Mellon) - METACER - IC COPY CHARGES JUL13-14 15-JUL-2013 14:45:29, METACER - IC COPY CH,

hain
Seq  Category Description May Be Changed

Jlo 3

T
T
r

Entity Marme: Journal Entry

M Include Related Documents Bublish to Catalog Document Catalog...

3. In the Category field, select Journal as the category value. Type a letter J and hit the Tab key. (Journal is
the only value in this field).

4. The Title field is optional. If you choose to enter a Title for the attachment this is what the approver(s) will
see in their workflow notifications as the name of the link to the attachment. Adding a title to the
attachment will not change the name or content of the actual attachment file.

5. Let’s add a Title for the attachment, type Biology Copy Charges for (Current Month/Year)

Ilain
~ Seq  Category Title: Description May Be Changed
mm Journal Copy Charges for July 201 v

-
-
-

Entity Mame: Journal Entry

6. The Description field is not required.

7. Click on the Source tab and select the Data Type of the attachment from the list of values.

15



Source
Seq  Category File ar URL
10 |Journal

Entity Marme: Journal Entry Datatype

File

Long Text
Short Text
Wah Page

8. You will notice that you have the option of four different data types:

o File —This data type option allows you to attach a file of any file type (txt, xls, xlsx, doc, docx, pdf,
etc). The file must be 7MB or less.

e Long Text / Short Text - The Long Text option allows for up to 32,000 characters in the text box. The
Short Text option allows you to enter up to 4,000 characters in the text box. The only reason you
should use either of these fields is if you need to provide backup that contains sensitive information
(social security numbers, salary data, etc.) or that your business manager deems confidential to the
department and you don’t want to attach the document to the journal in Oracle. Use this data type
to reference the location of the file on the shared drive. It is important to make sure your approver(s)
have access to the location you reference in order to review the backup.

e Web Page - You would use this option if the information that you want to include as documentation
is located on a webpage. Choosing this option allows you to add a URL in the file or URL field.

¥ Note: When working in Oracle within the Citrix (virtualized) environment, approvers will not be able
to click on a URL in their notification and get to a web page. Access to the web is restricted in Citrix.

9. The preferred Data Type value at CMU is File. Select File, then OK.

10. A web form will launch to allow you to upload supporting documentation. The web form might populate
behind the Oracle forms instead of in front. Go to your internet browser to see if the GFM Upload Page is

available.
—|a| x
@n@\@ hitpsi//ebsyprod.andrew.cmu.edu/ OA_HTML/RF jsp2funct ~ @ & [ @) Oracle fons Home - X | 2 Oracle i | (& GFM Uplosd Page x | ‘ (0 8ng fo3

File Edit View Tools

ORACLE

Preferences Help Close Window
File Upload
* Upload File Browse...
[ Submit | | Canclimemi

¥TIP Please do not upload files with sensitive information.

Preferences Help Close Window

Privacy Statement Copyright {c) 2008, Orscle. All rights reserved.

11. Click Browse to choose the file to upload.
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¥ NOTE: To upload/attach a document from your local computer to Oracle, select Browse and follow the
path below specific to your operating system:

o Windows 7: This PC> Local Disk C: > Users > (folder with your username) > My Documents or
Desktop or other specific to your computer.

o Windows XP: This PC > Local Disk C: > Documents and Settings > (folder with your username) > My
Documents or Desktop or other specific to your computer.

o Mac: Computer > Local Disk C: > Users > (folder with your username) > My Documents or Desktop
or other specific to your computer.

a8 Choose File to Upload x
i(-) * T | jm e« Users » mstacer » Desktop v ‘ | Search Desktop P |
Organize - Mew folder = = E i

18 This PC ™ Mame Date modified Type Size
a Local Disk (C: on | Excel Advancement 472772015 %30 PM File folder
. 1aaf52db35880 .. Excel Training Sessicn B/25/201512:35 PM  File folder
. DRIVERS . Training Motes 02220151118 ... File folder
. Intel = . Training Presentations 072172015 415 PM  File folder
. PerfLogs .. Training 5tatus Reports G/24/2015 3:35 PM File folder
.. Program Files . Unused Desktop Shortcuts 1171372014 5:46 PM  File folder
. Program Files [#| Box Sync 4/1/2014 215 PM Shortcut
, SCCM @ Common - Shortcut 11/14/2014 10:56 ... Shortcut
. temp @ Identity Finder Computing Services Docs 2/11/2014 2:21 PM Shortcut
. Users | TEST 10/21/2015 221 PM Microsoft Word D...
. Windows
5 Metwork Drive (H
&9 Network Drive (PL¥ || < | m | »
File name: | TEST v| Al Files (%) v|
Open | | Cancel |

12. Once you've located the file to upload, click Open

13. Click Submit to upload the file

ORACLE

File Upload

* Upload File WClient\C$\Users\mstacy Browse...

Suhmit—l- Cancel | Clear |
“TIP Please do not upload files with sensitive information.
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14. A confirmation page will appear stating the file has uploaded successfully, click Close Window to return to
the Attachments form

| ORACLE

C‘a Confirmation

1. File upload completed successfully.
2. * Please close the web browser.
3. * Return to the Attachments form and dick the Yes button to indicate file upload is complete.

| e ]
| Preferences Close Window
| Privacy Statement

15. A Decision box will appear asking “Has the file been uploaded successfully?” Click Yes

'D Decision

16. The file name should now appear in the File or URL Field.

3 Attachments (Carnegie Mellon)

Source
~ Seq Category File or URL
Jl10  loumal TEST docx

Entity Mame: Journal Entry

17. For this exercise, let’s also attach the supporting documentation for the Chemistry color copier charge.
Reference “Attaching Supporting Documentation to a Journal’, starting on page 14, steps 1 through 16 for
guidance as needed. The file location for the next attachment is This PC> Local Disk C: > Users > (folder with
your username) > Desktop >TEST.docx

O Attachments (Carnegie Mellon)

. Seq Category Title
l 10 |Journal Biology Copy Charges

20 |Journal Chemistry Copy Charges

Entity Name: Journal Entry

18



18. You may have noticed the ‘Publish to Catalog’ and ‘Document Catalog’ buttons at the bottom of the
Attachments form. These are not used by Carnegie Mellon.

Fuhlish to Catalag Document Catalag. ..

19. Click on the X in the upper right corner to close the Attachment form.
20. Re-query your journal; click into the journal lines region, then click into the journal header region; you will
0]

see the paperclip icon has changed to = denoting there is an attachment.

IS Note: If one of the journal lines is $100,000 or more (debit or credit), the user will also receive a notification
that the attachment (back up support) will be reviewed and retained by Financial Reporting for University
audit reasons when the journal is submitted for approval.

21. F4 to return to the navigator
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Exercise #2: Entering a Single Journal Entry

Assume that you work in the MCS Dean’s Office and you need to charge the Physics department ($75.00) for faxes
they made on the MCS Dean’s Office fax machine. Below is the supporting documentation you will use to create the
journal entry. Enter a journal entry to charge the Physics department for the expense.

User Sent/Received Fax Amount
aperkins@andrew.cmu.edu Sent 120
Received 752
mstacer@andrew.cmu.edu Sent 109
Received 615
skonek@andrew.cmu.edu Sent 95
Received 512
ccardone@andrew.cmu.edu Sent 115
Received 607
eream @andrew.cmu.edu Sent 110
Received 715
Total Faxes 3750
Cost per fax 50.02
Subtotal £75.00

Enter a New Journal

1. Navigate to: Journals>Enter Journals.

2. The Find Journals form will display. Click the New Journal button.

Bateh

Jourmal

Ledger

Penad

Currency

Conirol Total

Batch

Journal

3. The Journals form opens.

20



O Journals (Carnegie Mellon) - [New]

Journal Conversion Reverse
—— Cunency oo S
WL Camnegie Mellon category [N F e 22-0CT-2015 ey

=ENTT N Oct15-16 SiC ORI 22-OCT-2015 Type VEGLEE Switch Dr/Cr <

BCanym Budge Rate Status
Control Total [ !J]

Lines

Line Account Debit (USD) Credit (USD) UOM Qty Description

[¥]

(]

| o D

Acct Desc |
Check Funds Reserve Funds View Results Change Period... Change Currency...

4. Enter a unique Journal name, beginning with your User ID (all caps), in the Journal field.

Journal
(YOUR USER ID) - IC FAX SERVICE (CURRENT PERIOD)

¥ Note: If you do not enter a journal name, General Ledger automatically assigns a name using the
following format: Source Journal ID Date Time.

5. Enter a Description for the journal entry. General Ledger uses this as the default description for each journal
entry line. You can change the journal entry description on any selected journal line as necessary.

Description
(CURRENT MONTH) FAX CHARGES FOR FIVE USERS IN PHYSICS

6. The Ledger defaults to the official name of the ledger associated with the GL responsibility selected. You are in a
USA responsibility (USA-GL Internal) so the default is Carnegie Mellon.

7. The latest open period defaults for the journal entry (a period is defined as a month).
¥ Note: You can change the period at the journal level.

8. Enter a category in the Category field to describe the purpose of your journal entry. All lines in a journal entry
must share the same journal category.

Category
INTERNAL CHARGES

9. Leave the Control Total field blank. Control totals are used if you want to verify the total debits for the journal
lines against the journal control total. This field is not required.
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IS Note: A control total can be helpful when entering numerous journal lines. If the total debits in the journal do
not equal the control total, a dialog box will display with a warning when you attempt to save.

10. Under the Reverse section, leave the Period field blank. The Period field is optional and is used if there is a need
to reverse the journal entry.

¥ Note: Only posted journals can be reversed. Unposted journals should be deleted.

11. Enter the following journal lines.

Line | Account Debit | Credit
Object Funding Function Activity Organization Entity
Code Source

1 88095 - 000001 - 001 - 000 - 260500 - 01- 75.00
IC Fax General Instruction | Unspecified Physics General
Service Unrestricted

2 88095 - 000001 - 001 - 000 - 260000-MCS | 01- 75.00
IC Fax General Instruction | Unspecified Dean’s Office General
Service Unrestricted

¥ Note: The Journal Description defaults to the Description of each line, but can be altered. Also, there is an
Account Description at the bottom of the form that contains the text descriptions for each of the GL
account string segments.

12. Check the totals at the bottom of the form to verify that the journal is in balance (Debits=Credits).

i O lournals (Carnegie Mellon) - MSTACER - 1C FAX SERVICE OCT15-16 22-0CT-2015 11:4
| NTENMSTACER - IC FAX SERVICE OCT15-16 Conversion Reverse
Ledger Category B 22-0CT-2015 Period _

Control Total

|

Line Account Debit (USD) Credit (USD) UOM Qty Description P
1 88095.000001.001.000.260500.01 75.00 OCT15 FAX CHARGES F( =
2 88095.000001.001.000.260000.01 75.00 OCT15 FAX CHARGES F(|
=
75.00 75.00
A D
Acct Desc |IC FAX SERVICE.GEMERAL UNRESTRICTED.INSTRUCTIO UNSPECIFIED.MCS DEAN'S GENERAL

Check Funds

Change Period...

Resemne Funds View Results

Change Currency...

13. Save your work.
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14. Attach the required supporting documentation for this Journal. Refer back to Pages 14 - 19 for help. The file
location is This PC> Local Disk C: > Users > (folder with your username) > Desktop >TEST.docx

15. Refresh your journal form to see if the attachment is there.

16. F4 to return to the navigator

Exercise #3: Adding another Journal Entry to a Batch

Assume you now need to charge the Mathematical Sciences department ($100.00) for copies that they made on the
MCS Dean’s Office copy machine. Below is the supporting documentation you will use to create the journal entry.
Find the Journal Batch that you previously created for the MCS Dean’s Office Internal Charges and enter an additional
internal charge journal entry to the journal batch. Charge the Mathematical Sciences department for the expense.

Department Dates of Color Copies Color Copies Amount
Mathematical Sciences 07/01/13 -=07/06/13 26

07/07/13 -= 07/13/13 36
Mathematical Sciences 07/14/13 -=07/20/13 57

07/21/13 = 07/31/13 21
Total Color Copies 140
Cost per Color Copies $0.7143
Subtotal $100.00

1. Navigate to: Journals>Enter Journals.

2. The Find Journals from opens. Enter search criteria for the batch that you previously created. Click on the Find
button.

& Find Journals

== MSTACERS:

Journal

Ledger

Source Period

Category Currency

Status Control Total

Posting Batch
Funds Journal

' NG
=

23



3. The Enter Journals form opens. Select your batch and click the Review Batch button.

> Enter Journals (Carnegie Mellon)

manuAL  |INTERNAL CHA|Oct15-16 |MSTACER - IC FAX S [MSTACER - IC FAX SIfusD
|ManuAL  INTERNAL CHAOct15-16 |MSTACER - INTERNA[MSTACER - IC COPY USD

4

»

4. The Batch form opens. Click the Journals button.

S| MSTACER - INTERNAL CHARGES OCT15-16 Status
Period Balance Type g
| OCT15 INTERNAL CHARGES FROM MCS DEAN'S OFFICE Funds
Approval
Control Total [ !J 1

Batch T

Credit

Entered

Accounted

crargres

5. The Journals form opens and displays your previously created journal entry.
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'D Journals {Carnegie Mellon) - MSTACER - INTERNAL CHARGES OCT15-16

Clearing Company Ta

SLNGEIIMSTACER - IC COPY CHARGES 10/1/15 Conversi ]

Ledger Category BE R 22-0CT-2015 Period _

pariod - - e
Balance Type Budget _ Rate _ Status
Control Total _ [!J]

Lines
Line Account Debit (USD) Credit (USD) UOM Qty Description .
1 |88100.000001.001.001.260100.01 100.00 OCT15 CHARGES FOR C =
2 |88100.000001.001.001.260200.01 50.00 OCT15 CHARGES FOR C
3 88100.000001.001.001.260000.01 150.00 OCT15 CHARGES FOR C

Check Funds

i«

150.00 150.00
EE e ]

Acct Desc |IC COPYING.GEMERAL UNRESTRICTED.INSTRUCTIO.ADVISORY BOARDS.BIOLOGICAL GENERAL

Change Currency. ..

Reserve Funds View Results

¥ Note: Your batch name (USER ID - INTERNAL CHARGES (CURRENT PERIOD)) appears in the title of
the form.

6. Click on the New Record ﬁ icon on the tool bar. A blank Journals form opens.

DECIN22-0CT-2015

22-0CT-2015 Upuser  MSSVETRR Switch Dricr -
Balanc Budget [N - D seo
Clearing Company 1-1¢ Mot Required

Control Total

Debit (USD) Credit (USD) UOM

Check Funds Reserve Funds View Results Change Currency...
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7. Enter a unique Journal name beginning with your User ID in the Journal field.

Journal
(YOUR USER ID) - IC COPY CHARGES (DATE)

¥ Note: If you do not enter a journal name, General Ledger automatically assigns a name using the following
format: Source Journal ID Date Time.
Note: Every Journal name must be unique; cannot re-use a journal name. The system will display a message

A journal with this name already exists in this period.

8. Enter a Description for the journal entry. General Ledger uses this as the default description for each journal
entry line. You can change the journal entry description on any selected journal line as necessary.

Description
(CURRENT MONTH) COPY CHARGES FOR PROF SMITH

9. The Ledger defaults to the official name of the ledger associated with the GL responsibility selected. You are in a
USA responsibility (USA-GL Internal) so the default is Carnegie Mellon.

10. The open period defaults from the batch. You cannot change the period at the at the journal level. All journal
entries within a batch must have the same period as the batch.

11. Enter a category in the Category field to describe the purpose of your journal entry. All lines in a journal entry
share the same journal category.

Category
INTERNAL CHARGES

12. Leave the Control Total field blank. Control totals are used if you want to verify the total debits for the journal
lines against the journal control total. This field is not required.

13. Under the Reverse section, leave the Period field blank. The Period field is optional and is used if there is a need
to reverse the journal entry.

¥ Note: Only posted journals can be reversed. Unposted journals should be deleted.
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14. Enter the following journal lines

Line | Account Debit | Credit
Object Funding | Function Activity Organization | Entity
Code Source
1 88100- | 000001 | 001 - 000 - 260300 - 01- 100.00
IC - Instruction | Unspecified | Mathematical | General
Copying | General Sciences
Unrestr.
2 88100- | 000001 | 001 - 000 - 260000 - MCS | 01 - 100.00
IC - Instruction | Unspecified | Dean's Office | General
Copying | General
Unrestr.

05¥ Note: The Journal Description defaults to the Description of each line, but can be altered. Also, there is an
Account Description at the bottom of the form that contains the text descriptions for each of the GL account
string segments.

15. Check the totals to verify that the journal is in balance (Debits=Credits).

© Journals (Camegie Mellon) - MSTACER - INTERNAL CHARGES OCT15-16

| BEMGEINMSTACER - IC COPY CHARGES 10/12/15 Conversion Reverse i
Ledger Category BE G 22-0CT-2015 Period _
Period Effective Date Type Method

Balance Type Budget _ Rate Status
Clearing Company _ Tax
Control Total _ —

Lines
Line Account Debit (USD) Credit (USD) UOM Qty Description .
1 88100.000001.001.000.260300.01 100.00 OCT15 COPY CHARGES =
2 88100.000001.001.000.260000.01 100.00 OCT15 COPY CHARGES |

]

100.00 100.00
[ AR D
Acct Desc |IC COPYING.GENERAL UNRESTRICTED.INSTRUCTIO.UNSPECIFIED.MCS DEAN'S.GENERAL

Check Funds Change Period...

Reserve Funds View Results Change Currency...

16. Save your work.

17. Attach the required supporting documentation for this Journal. Refer back to Pages 14 - 19 for help. The file
location is This PC> Local Disk C: > Users > (folder with your username) > Desktop >TEST.docx

18. Refresh your journal form to see if the attachment is there.
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Deleting Attachments

There are instances when you may want to delete or remove documentation that you have attached to a Journal.
Suppose that after you have attached a file, you realize that you have attached the wrong file and would like to attach a
different file instead. Or, suppose your journal was rejected by the approver because the documentation was not
sufficient. In either of these two scenarios, you would need to delete your existing attachment, and then attach a
different file. In the instance your journal was rejected by the approver, you would need to re-submit it for approval
after attaching new backup documentation. Note: You cannot delete an attachment from a journal that has a ‘posted’
status.

1

1. Find and open the fax charges journal. Click on the paperclip icon to open the Attachments form.

2. Place your cursor on the line that contains the attachment you would like to delete.

hlain

Seq  Category Title Descrintion ay Be Changed
m Journal Fax Charges for August 2C [
=
=
-

EX

3. Click the Delete icon on the toolbar.

4. A Decision box will appears. Always select ‘Document and Attachment’ so the attachment is removed from the
journal and the document is removed from the database.

O Decision

9 ] achment or delete both document and
at

Document and Attachrment Attachrment

&

5. Click the Save icon.

Note: After deleting the attachment, you may need to repeat the process for adding an attachment to add the
correct backup documentation.
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Journal Approval/Journal Posting

Journal Approval Categories:

GL JOURNAL APPROVAL BY TYPE

o Internal Charge lournal
g Approval required
g Object code names begins with "IC"
Recharge units 68xxx- Revenue/3 8w — Expense
Mon-Recharge units 88xxx for both sides of the entry

o Activity Change Journal
o Approval Required

o Only GL redistribution that can be done by campus

All other GL Sef%ment changes must be done through
redistribution forms at the source

84106.000001.520/000.540700.01 25,00
84106.000001.520 LA0700.01 25.00

Carnegie Mellon University
Finance Division

GL JOURNAL APPROVAL BY TYPE

o Funding Journal
o Mo approval required
o Reviewed monthly for misuse
o Object codes 72100-72400 only

Carmegie Mellon University
France Divizion
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The journal approval method used at Carnegie Mellon is called One Stop — Go Direct.

JOURNAL APPROVAL
ONE STOP - GO DIRECT

Preparer creates journal. Highest net
line is 45,000

Journal goes to first reviewer/approver. They
have approval limits up to $10,000.

Journal is approved
Carnegie Mellon University PP
Firance Division

JOURNAL APPROVAL
ONE STOP — GO DIRECT

Preparer creates journal.
Highest net line is $45,000

Limit of $10,000  Limit of $25,000 Limit of $50,000

. ) Journal is approved
Carnegie Mellon University
Firance Division




Exercise #4: Journal Approval and Journal Posting

Steps for Journal Approval

1. Find one of the journals you’ve entered.
2. Note the Post and Approve buttons are not available.

1213 FAX CHARGES FOR ED JONES - 40 FAXES:

Malcn RNAL CHARTES, H
Fi 12
i Fraried
e -
Lines.
=)
ﬁgﬁmm[ 004 000 JEOS00 00 | o 7500 o # - 1212 Faa tm&sﬂl
[ |eces oo o0t 000 00001 5.0 [awnzaz Fam tw&esF
| | | |
| | | | =
| | | | -
[ | | | | | "
I | [ I | -
T [ I I =
| Tam 500
i I |
Deac I FaX SERVACE GERRAL FIED PHYELS
o Earrty s [ diren T Account
Chack Funds Blesarm Funds Wirw Hrguite harge Pesad Chargs Camenly.

3. Click on Reserve Funds. The following note will display. Click on OK,

o funds resereation.

4. The Approve button is now available. The status of Funds on the Other Information tab changed to
Passed

Other Information
Status
Pasting |Unposted
Funds |Passed

Approval |Required

5. Click on the Approve button. The following note will display.

6. The system will notify you that your journal has gone to an approver. Click OK to close the note.
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O Mote

‘ Your journal batch orwarded to an approver,

IS Note: If the journal systematically requires back up documentation and you have not included an attachment,
the system will allow you to reserve funds; however, you will not be able to submit your journal for approval
until you have attached backup documentation.

IS Note: If one of the journal lines is $100,000 or more (debit or credit), the user will also receive a notification that
the attachment (backup support) will be reviewed and retained by Financial Reporting for University audit
reasons when the journal is submitted for approval.

7. The Approval status on the Other Information tab will change to “In Process”.

Cther Information

Status

Posting |Unpaosted

Approval |In Process

8. At this point, the journal batch has been forwarded to your first level reviewer or approver for review.
All journals successfully approved will be automatically posted nightly.

9. If the Journal category does not require approval, the message will say (applies to the Funding Category) :

O Mote

‘ Yaur journal batch was approved.

10. The status will show “Approved” and will require manual posting.

Other Information

Status

Fosting |Unposted

Basied_

Approved

Approval
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Steps for Journal Posting

Journal categories that do not require approval are not automatically posted nightly. Posting must be done
manually. Once a journal is approved, you can manually post it also.

0= Note: Journal entries you create in your GL — Internal responsibility must be posted using the same GL —
Internal responsibility. If not, when you try to post the entry, the Posting: Single Ledger concurrent request may
end in Warning. If the occurs, simply post the journal from your GL — Internal responsibility.

1. Navigate to: Journals>Post Journals.

2. The Find Journal Batches form appears. Enter search criteria for the journal batch that you want to post in the
Batch field. (This would be the batch you created earlier, which was named: USER ID-INTERNAL CHARGES). Click
the Find button.

O Find Journal Batches

= Oct15-16
MSTACER%:

Entered Debit

Entered Credit

Control

3. The Post Journals form appears and displays the Period, Batch, Balance Type (Budget, Actual, or Encumbrance),
Debit, Credit, and Control Total fields. Check the Control Total field for the journal entry batch, if you entered
one. If the Control Total does not equal Total Entered Debits and Total Entered Credits, you cannot post the
batch.
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4.

O Post Journals (Carnegie Mellon)

Total Entered
Period Debit Credit Control Total
MSTACER - IC FAX SERVICE |Actual 75.00 75.00
Oct15-16 |MSTACER - INTERMAL CHAR [Actual 250.00 250.00

L]

-
-
_
_
_
-
-

| _J | ]

Batch Information
Post Status  [R=e [
5=l el | Passed funds reservation

GETES

In the Batch Information region located at the bottom of the screen, review the Post Status and Period Status
fields to determine if your batch is available for posting.

If you want to review the batch prior to posting, click the Review Batch button and then the Journals button on
the Batch form.

When ready to post, from the Post Journals form, select the journal batch you want to post by clicking the box
next to the batch. A checkmark will appear in the box and the line will be highlighted in blue. You can post
more than one batch at the same time by simply clicking in the checkboxes. Click the Post button to post the
batch.
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2 Post Journals (Carnegie Mellon)

Total Entered
Period Batch Debit Credit Control Total
Oct156-16  [MSTACER - IC FAX SERVICE |Actual 75.00 75.00
Oct15-16 [MSTACER - INTERMAL CHAR | Actual 250.00 250.00

[

[

-
-
-
-
_
_
_

I I S N——

Batch Information
Post Status  [REEEE
i e Passed funds reservation

7. A Note form opens displaying your concurrent request ID number. Make a note of the request number. Check
your request output after the request has completed to verify that the entries posted without errors.

O Mote

‘ Your Posting concurrent request D is 2097t

8. Check your request output by navigating to the View and Requests menu options.
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'C)‘ Report request 1D - 20978

F'a.g

Carnegie Mellon Posting Validation Report el

concurrent reguest id: 20978332

Valid Journal Entry Batches

MSTACER - INTERNAL CHARGES OCT15-16

211 batches have completed status check with no errors

#xxx® Fnd of REpDI‘t E R ]

9. The Post Button is also available on the following forms
a. OntheJournal form itself, after approval.

e 0 STACER - IC FAX S C T15-16 OCT-201511:4
(01,20 MSTACER - IC FAX SERVICE OCT15-16 (
Ledger & (1 MINTERNAL CHARGES Period
TN 22-0CT-2015 VGt Change Sign ~

Budget (NN
15« Mot Required
Control Taotal

e
—

Clearing Company

Lines
| Line Account Debit (USD) Credit (USD) UOM Qty Description I .
111 88095.000001.001.000.260500.01 75.00 OCT15 FAX CHARGES Ft =
112 88095.000001.001.000.260000.01 75.00 OCT15 FAX CHARGES Ft

(]

75.00 75.00
| [ e e T — 1
Acct Desc [IC FAX SERVICE GENERAL UNRESTRICTED.INSTRUCTIO.UNSPECIFIED. PHYSICS. GENERAL

(@D
™
= g o]

Change Period._.

Unreseme Funds View Results

Change Currency...
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b. On the Journal Batch form (Review Batch).

© Batch (Carnegie Mellon)
MSTACER - IC FAX SERVICE OCT15-16 22-0OCT-2015 11:47:15 Status

Control Total [ !J ]

Batch Totals
Credit WCE G 22-0CT-2015
75 75

75 75
™

c. On the Enter Journals form.

= Enter Journals (Carnegie Melion)

ImanuAL  INTERNAL CHA|Oct15-16 |MSTACER - IC FAX S MSTACER - IC FAX SI|usD
ImanuaL  [INTERNAL CHA|Oct15-16 |MSTACER - INTERNA|MSTACER - IC COPY |USD
Posted |manuaL  |INTERNAL CHA|OCt15-16 |MSTACER - INTERNA|MSTACER - IC COPY |USD

4

. »

Exercise #5: Reversing Journals

The MCS Dean’s Office wants to reverse the posted batch ($250.00) that was previously posted for the copying
charges.

1. Navigate to: Journals> Enter Journals.

2. The Find Journals form displays. Enter search criteria to locate the batch and click the Find button.
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O Find Journals

== MSTACER Y,

Journal

Ledger

Source Period

Cate gory Currenc y

Status Control Total

Posting Batch

Funds Journal

1. The Enter Journals form will display with all batches matching the search criteria. Select a batch and click
the Reverse Batch button.

‘C Enter Journals (Carnegie Melion)

manuaL — [INTERNAL cHA|oct15-16 [MSTACER - IC FAX S [MSTACER - IC FAX SI[usD
manuaL | INTERNAL cHAfOct15-16 [MSTACER - INTERNA|MSTACER - IC COPY |usD
Posted |manuAL  [INTERNAL CHA|Oct15-16 |MSTACER - INTERNA|MSTACER - IC COPY JUSD

G (ETTTT) ey
— ™

2. The periods available for posting the reversal batch will display. The reversing process creates a reversing
batch that can only be created in an open or future entry period. Select the period for the reversing entry
and click OK.
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| Default Reversal Period

| Find CE
Period
Mov15-16

Oct15-16

3. A Note form will display verifying that a concurrent request has been submitted.
& Mote

‘ Your concurrent request(s) have been submitted.

4. General Ledger will create an individual reversing batch for each journal in the original batch. The batch
name for each journal will begin with the word “Reverses” and then the original journal name in quotes.
Transactions as far as accounts and descriptions will be exactly the same but all the numbers will be
negative (unless you original had negative numbers than they will be positive). For example, if the first line
of your original entry was a debit of 100.00, that same line in the Reversing entry will be for -100.00.

¥ Note: System-generated reversed journals will not systematically require supporting documentation to
be attached to the journal.

5. Navigate back to the Find Journals form and enter search criteria to verify the reversing batch was created.
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O Find Journals

EE G Y MSTACER

Journal

Ledger

Source Period

Category Currency
Status Control Total

Posting Batch

Funds Journal

¥ Note: Be sure to put the % signs on both sides of your Userid when entering search criteria to retrieve
the reversing batch.

'D Enter Journals (Carnegie Mellon}

|INTERNAL CHA|Oct15-16 |MSTACER - IC FAX S |MSTACER - IC FAX SIjUSD
|INTERNAL CHA|Oct15-16 |MSTACER - INTERNA|MSTACER - IC COPY [USD
|[INTERNAL CHA| Oct15-16 ||MSTACER - INTERNA|MSTACER - IC COPY |USD
|[INTERNAL CHA|Oct15-16 ||Reverses "MSTACER [Reverses "MSTACER ||USD (150.00%'
|INTERNAL CHA|Oct15-16 |Reverses "MSTACER [Reverses "MSTACER |USD (100.00)

»r

The system creates a separate batch for each journal reversed in the original batch.
The category Internal Charges requires Journal Approval. Review each reversing journal, reserve

funds and click on Approve to send it through Journal Approval. Refer to the Journal Approval and
Journal Posting section in this manual.
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Using the GL Journal Wizard

Journal Wizard is used to download a journal template into an Excel workbook. Having a journal in an Excel
worksheet allows a user to easily cut and paste transactions into the journal. This is especially convenient

when dealing with a lot of transactions. In addition, some users are more comfortable working in Excel rather
than the Oracle Apps.

Open the Journals menu branch either on the home page or on the Navigator Menu as shown here:

Oracle Home Page
B Eusa 6L - Internal
XML Templates -
B B journals

Enter joumals

Navigator Menu

Functions

Enfer - Joumnals Top Ten List
E BFaY = il Post
—_— + Generate
= -»
| Launch Journal Wizard —J[ . 2]

& Launch Joumal Wizard ] .

Sj=prT - —
+ LOmMISsIon

£ Generate i

j + Other

Select Launch Journal Wizard.

ORACL€° Journal Wizard

l Document Parameters !

Viewer : Excel 2007
* Layout |CMU Budget Journal hd

The Layout determines the arrangemeant of fields in wour document.

Close Window Preferences Diagnostics

* Content

Select 3 Content to import data into your document. Create an emphy
document by selecting None.
Reset to Default | Create Document |
The Journal Wizard form opens. In this page you will choose the type of journal you want to enter which is
why is it called Document Parameters.

Layout defaults to CMU Functional Actuals Journal. When selecting a layout, you are actually selecting a pre-
designed Excel Journal Entry template.

* Layout | CMU Functional Actuals Journal '+
The Leyout determines the arrangement of fizlds in your document, «—

* Layout | CMU Functional Actuals Journal

Content |CMU Budget Journal
CMU Encumbrance Journal
CMU Foreign Actuals Journal

There are only two layouts that a typical user may select:
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e CMU Functional Actuals Journal — transactions in this journal are entered in the functional currency of
the ledger. We are in USA GL-Internal so the functional currency for the USA ledger is US dollar. This is
the most commonly used journal.

e CMU Foreign Actuals Journal — transactions in this journal are entered in a currency other than the
functional currency of the ledger. For example, the Australia ledger’s functional currency is AUD-
Australian dollar. Thus, if you wanted to enter transactions in US dollars into the Australia ledger, you
would have to use the CMU Foreign Actuals Journal.

e CMU Budget Journal and CMU Encumbrance Journals are used by Central Administration to make
occasional corrections in the system.

Today we will use the default: CMU Functional Actuals Journal.

Content is not used at Carnegie Mellon. Itis a required field for Oracle so it is automatically defaulted to
None.

That’s all that is required on this page.

ORACLE" Journal Wizard

Close Window Preferences Diagnostics

Reset to Defaslkt

Create Document

Now you want to download the template which is done by clicking on the button.

An informational message will display letting you know a file will be downloaded to your desktop with
additional instructions on opening the file. P

& Ta help protect your security, Internst Explorer blocked this site from downloading files

aur computer, Click here For options. ..

Information

file will be downloaded to your desktop
hen prompted, choose to open the file and to enable macros. If no prompt appears, ensure your browser security settings allow files to

be downloaded.

a. Depending on your computer security setup, you may have to take action to allow the
download.

Once the download is allowed, you will be prompted to open or save the file or just cancel. This is standard
form. At this point, you can only open the file.
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File Download - Security Warning,

Do you want to open or gave thig file?

Name: ‘WebADI xls
SH]

Type: Microsoft Office Excel 97-2003 Worksheet, 372KB
From:  ebstst2, andrew.cru,edu

Open ][ Save l[ Cancel J

potentially harm your computer. IF you do not bust the source, do not

|@J While files from the Internet can be useful, this file type can
= open ar save this software. 'what's the risk?

Excel automatically opens. A security warning appears, click on Enable Content to download the macro-enable
workbook.

Y-~ WebADI[1] s [Compatibility Mode] - Microsoft Excel o & =
Home | Insert  Pagelayout  Formulas  Data Review  View o @ o R
= cut .. Y 5 FE] I AutoSum -
B # cu Arial 10 7 A A % B Swrap Tex General - ij,‘ ﬁ Q == | Hhesum [ﬁ
- B3 copy - 22 — @ Fin -
Paste ) BIU-|H-|&-A- Merge & Center - | $ - % | % 8 Conditional Format Cell | Insert Delete Format Sort& Find &
- < Format Painter == - B mero ° WY omatting - a5 Table - Styles= -+ v - C2Car  Fiter~ Select~
Clipboard 3 Font 3 Alignment 3 Number 3 Styles Cells Editing
1) security Warning  Macros have been disabled | Enable Content x
A2 - £ v

A B Cc D E F G H

a|w|ro|=
<
>
-
=
=z
o
o
o
Pl
(2]
-
=
<
—

While downloading the file you will get this 'processing' message. You do have the option to cancel at this
point.

[ S
Processing: Create Document

Your document is being created
Do not close this window until processing completes

Cancel

Cancel

When the download is complete you'll get a confirmation notification which can be closed by clicking on the
Close button.

o

R | romar Len || nsen ueiete

‘our document has been created.
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Here is our CMU Functional Actuals Journal ready for us to enter data.

P |+ Bookl - Microsoft Excel
Home Insert Page Layout Formulas Data Review View Add-Ins

= — 1
j & cut Wingdings == [;] =) Wrap Text General - ij,‘ i‘j&

P_t =3 Copr 0 .00 g d';; I Fi t
asie - e ] - - O l o onditiona orma
- - Format Painter L e g L e Formatting ~ as Table =

Clipboard # Font " Alignment 7] Number ] Styles
B21 - Je
Al B C D E|F G H 1 J K L N 8]

3 View Context | ViewHeader | ViewLine I

4 Balance Type Actual

5 Database EBS-Y-DB-01.ANDREW.CMU.LOCAL.EBSYPROD

6

7 CMU Functional Actuals I

8 Ledger *List - Text

9 Source *List - Text SPREADSHEET

10 Category *List - Text

11 Currency * List - Text

12| Period List - Text — | Header

13 Accounting Date *List - Date

14 Batch Name Text

15 Batch Description Text

16 Journal Name Text

17 Journal Description Text =

13

19 Upl OB] FS FNC ACTORG  EN Debit Credit Line Description Messages

20 * List - Text * Mumnber * Mumber Text

21 —

22

23

24

25

26

27 .

28 = | Lines

29

30

31

32

33

34 )

35

36| |Totals " i 0

37 Tip: This is not the end of the Template. Unprotect the sheet and insert as many rows as needed.
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Entering data into the journal template

Header

1. The name of the journal template, CMU Functional Actuals is highlighted in the blue bar at the top of
the header. List indicates there is a list of values available for this particular field. Also shown is the
format of the field such as text or date. An asterisk indicates a required field in Oracle; however, all
the header fields are required for Carnegie Mellon.

2. The first field is the Ledger field. Double-click into the Ledger field.
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Search and select - Ledger

Search

Select a fiker nam in the Search By list and enmter reduction critena in the text field, then press the
Go button. To see a list of all items, claar the texd field and press the Go button

Search by [Ledger | [% Go|

Results

Results table contains 1 tems

Select ltem  Select | Cancel I
Select Ladger
© Camegie Mallon

3. ASearch and select window opens. The field designation is shown next to the window name. There is
only one value to select so it is automatically displayed. It is Carnegie Mellon which is the official
name of the USA ledger. To select it, click into the radio button preceding the ledger name and then
click on the Select button.

CMU Functional Actuals
Ledger =List - Text Carnegie Mellon
Source *List - Text SPREADSHEET

4. The source field defaults to Spreadsheet and should not be changed unless you are designated to do
so as in the case of a feeder or recharge organization.

5. Double-click into the Category field.
X

~

Search and Select - Category
Search

Select a filter item in the Search By list and enter reduction critel
in the text field, then press the Go button. To see a list of all iterr
clear the text field and press the Go button

Search by | Category ~] [%

Results

Results table contains 197 items

Select ltem Select | Cancel 1-25 of 197

Select Category
©  ACTIVITY CHANGE
ADDITION
ADJUSTMENT
AGENCY FUNDING
ALLOCATION
AX INVENTORY
AX PAYABLES
AX RECEIVABLES v

1 M N o ) e B Y e N

6. The Search and Select window for Category opens. The List of Values for Category contains 198 items
so you will need to narrow the search. The category you want is Internal Charges.

7. Inthe Search region enter int into the Search field. The wild card (%) is implied. Click on the Go
button (scroll to the right to see the Go button.)
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Search and Select - Category

Search

Select a filter item in the Search By list and enter reduction critel
in the text field, then press the Go button. To see a list of all itenr
clear the text field and press the Go button

Search by |Category | [inf]

8. If there are two categories with the same name, always pick the one in uppercase. Click into the radio
button preceding Internal Charges then click on the Select button.
Search and Select Cmrprlr_r

Search

Select 2 filker Rem in the Search By kst and enter reduction critena in the text field, then press the
Go button. To see a list of all items, clear the text field and press the Go button.

Search by [{L,rrenq.- j |: . go

Results

Results table containg 2 items.

Cancel

9. Now that the category has been selected, I'll bet you know what to do next. You're right. Double-click
into the Currency field.
Search and Select - Currency

Search

Select a filker item in the Search By list and enter reduction criteria in
Go button. To see a list of all items, clear the text field and press the

Search by |Currency +| [% @

Results

Results table contains 2 items

Select ltem Select | Cancel

Select Currency
—  STAT
T usD

a. Select USD (US Dollar) which is the functional currency of the USA Ledger.

10. The Period field is next.
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Search and Select - Period Name

Search

Select a filter item in the Search By list and enter reduction critena in the text fiskd, then press the
Go button, To see a kst of all Rems, clear the text field and press the Go button

Search by [Penaﬂ Marme 3 [% Go

Results

Results table containg 3 tems

Selectltem _Gelect | Cancel |

Select Period Name |
 Jun1212
© May12-12

11. The period list displays the current open period and the future entry period (the instructor will tell
you what period to use.) You can create a journal in the future period but you would not be able to
have it approved or posted until the period has been opened.

12. The list of values for Accounting Date is a calendar.

Search and Select - Accounting Date

9 |May v| 2012 @
Sun Mon Tue Wed Thu Fri Sat

E
Y
I
U]

Select | Cancel

13. Click on the date in the calendar. The date will then appear in the field below the calendar and then
you can select it.

CMU Functional Actuals
Ledger ® List - Tewt Camegie Malan
Sounce =Lt - Text SPREADSHEET
Category =Lzt - Text INTERNAL CHARGES
Currency *List - Text USD
Perind List - Text Mayl2-12
Accounting Date ol -:e:eH FIFETFITF
Batch Name Tex
Batch Description Tex
Journal Name Taxt
Jotirmial Description Text

14. Click into the Batch Name field. Start the Batch Name with your userid followed by ‘- INTERNAL
CHARGES’ in uppercase. Click into the Batch Description field.
Batch Name Text PERKINS - [NTERNAL CHARGES S
Batch Description Text |
Joumnal Name Tt
Journal Description

e
!

15. In the Batch Description, type COPY CHARGES FOR (use current period).

Batch Hame Text PERKING - INTERMAL CHARGES
Batch Description Text COPY CHARGES FOR MAY12-12
Journal Hame Text
Journal Description Text

16. Now simply use the Excel copy command to copy the Batch Name and Description into the Journal
Name and Description.
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CMU Functional Actuals

Ledger *List - Text Camegie Melion

Source * List - Text SPREADSHEET

Category * List - Text INTERNAL CHARGES

Currency * List - Text USD

Period List - Text May12-12

Accounting Date * List - Date 5/23/2012
Batch Name Text PERKINS - INTERNAL CHARGES

Batch Description Text COPY CHARGES FOR MAY12-12

Journal Name Text PERKINS - INTERNAL CHARGES

Journal Description Text COPY CHARGES FOR MAY12-12

17. The Header is now complete.

Lines

upl ORY FS FHC ACTORG  EM Debit Cresdit Line: Description Prlins aipins
*Ligk - Text * Mumber * husmber Teat

Toals: " 0" 0

The Upl and Messages columns are used when uploading the completed journal to the General Ledger.
After the Upl column are the segments of the GL account string, the debit and credit columns and the Line

Description column.

1. Double-click into the first cell in the OBJ column.

Enter Flexfield %]

Cancal ] __ Comtwngons | _Select |

Accounting Flexfield

Obgect Code I— 4,
Funding Source I— 4,
Funttion I_ .
Actwity [ <
Ovganization I— 4
Entity [ 1

Gancel | Combinations Select |

2. Here are the six segments of the General Ledger (GL) account string.

3. You can type the value directly into the field if you know it. Type 88100 directly into the Object Code

field then click into the Funding Source field.

Object Code 85100

—

4. Type a 1linto the Funding Source field and click into the Function field.
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Object Code [s8100 Q,
Funding Source W Q@
Function [— Q,
Activity [ Q,
Organization [ Q,
Entity [ Q

5. The leading zeros are populated for the Funding Source. For the Function, click on the Search and
Select icon to the right of the field.

Search and Select - Function

Seareh Crters [T =] | [G9] gancal |
To vt tha nusnbed of sows fetumed, anter 3 search cilena tor Value or Descnplion snd press the Go bufton
Saloct Hom  Select 1-10af39 =| Hest 10 &
Select Valus Diescuipticn
L ] UNSPECIFIEED
L) HSTRUCTION
LA -] HETRUCTION-UNDERGRADUATE
L ] HETRUCTION-MASTERS
L HETRUCTION-FH D
L DERARTMENT RESEARCH
L ] QATAR
L Q-CERT (SET)
LA T Chil)-A HEINE
L 1] QTP
Seloct Hem  Seledt [1-10\31'3! ﬂ et 10 =

6. Type a5 into the Search field.

Search Critena: |"l."alua j |5 Qancail

To limit the number of rows returned. enter a search crteria for Value or Description and pr
a. Click on the Go button to narrow the list of values to those starting with ‘5’.

Enter Flexfield

Search and Select - Function

Search Criteria:  [NETCNNNN ~) | Qancell

To limit the number of rows retumed. enter a search cntena for Value or Description and press t

Select ltem Select

Select Value Description
C 510 OPERATIONS & MAINTENANCE
520 GENERAL ADMINISTRATION
C 530 SPONSORED PROJECTS ADMINISTRATION

a. Select Function 520

7. Type a zero into the Activity and click into the Organization field. Once again the leading zeroes will
populate.



Accounting Flexfield

Object Code 8100 @, IC COPYING

Funding Source [ooooo1 G, GENERAL UNRESTRICTED
Function 20 @, GENERAL ADMINISTRATION
Activity IW Q,

Organization "7 Q

Entity l— Q

8. Open the Search and Select window for Organization.

Search and Select - Organization
Search Critevia m [ _JGM
T lieat the umber of rews retlumed eeted & search emera far Value of Descnpbaon and peess the Go buttan
Solect hem Select [10ef1z00 =] Mot 10
Select Value Description
000001 CENTRAL OPERATIONS
© 000002 FHANCIAL REPORTING ADUUSTMENTS
000003 BENEFITS POOL
LT GIFT ANNUITIES
000005 GIFTS PENDING DESIGNATION
™ D00DDE SEI FACILITY OVERMEAD
L ITERNATIONAL BENEFITS POOL
© 00000 COMVERSION
© 000011 UNDERGRADUATE EMPLOYMENT
© o000t GRADUATE EMPLOYMENT
Select hem  Select 110 of 1280 =] M 10 &

9. The list of values displays showing ten at a time. The organization you want is the Financial Systems
Team but you don't know the number. Click on the pull-down icon for the Search Criteria. Change the
Search Criteria to Description.

Search Critena: | Value j I Qancell

To limit the numb{Value d, enter a search criteria for Value or Description and pre
Select ltem S 2 Pre

10. Type fin into the Search field and click on the Go button.
Search and Select - Organization

Search Critena m [ Cancel

To limit the number of rows retumed, enter a search crtena for Value or Description and press the Go button
Select Item Seltﬂ_J

SelectValve  Description

000002 FINANCIAL REPORTING ADJUSTMENTS
114000 FINANCIAL SERVICES GROUP (COMP SVCS)
116005 FINANCIAL SYSTEMS DEVELOPMENT (COMP SVCS)
233070 FINANCE CENTER (TEPPER)

500020 FINANCE ADMINISTRATION

540400 FINANCIAL REPORTING

540420 FINANCE BENEFITS ADMINISTRATION
540540 FINANCE OPERATIONS

540700 FINANCIAL SYSTEMS TEAM

920130 FINANCE (QATAR)

Select Itom  Select

2l ibe T 0o YHa k%0 ) Ro ]l ke ¥ Be )

“

a. Select Financial Systems Team from the list.
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11. Type 01 into the Entity field. The segments are complete. Click on the Select button.

Accounting Flexfield
e

Object Code 83100 A ICCOPYMG

Funding Source [oo0001 @ GENERAL UNRESTRICTED
Function fs20 @ GENERAL ADMINISTRATION
Activity fooo @ UNSPECIFIED

Ovganization [ss0700 QU FINANCIAL SYSTEMS TEAM
Entity o Q

Gancel |  Combingtions | _Select |

12. At this point the account is validated. This combination is valid.

I EEEEEEEEEEEEE——————
Information. ...
e SSSSSSSS_—_——__™__—mmm——

o

This eombirulsn s vald

Object Code 88100 It COPYING
Funding Source 000001  GENERAL UNRESTRIGTED
Function 520 GENERAL ADMINISTRATION
Activity 000 UNSPECIFIED

Organization 540700 FINANCIAL SYSTEMS TEAM
Entity 0 GENERAL

Concel | Back | Sebect |

13. If it fails validation the form would look something like this.

=L LULUTILINTY FieEAlic iU
B ———————_—_—_—_—M_—m—________—

_
ﬂ—

Please resohe the following efnror to continue.
Eunction - (1-EX-FH-NOT-000) Expense Object Codes cannot have a Function Code of 000

Object Code  [B8100 Q, I COPYING
Sowce|000001 GEMERAL
PR S, UNRESTRICTED
Function o g, UNSPECIFIED
(HEXRFN-NOTO0 Expacda Oimet Codinl 285228 Sl B
Fongtin Gty of J00
Acthiny [ooo S, UNSPECIFIED
Ovganization  [540700 a FINANCIAL SYSTEMS
Entity or 3, GEMERAL

14. If this happens, correct the error and click on select again. Even though your account string is valid you
still must select it to place it into the journal.

15. The first account string is now in the journal. Notice a flag has appeared in the Upl column. Enter 100
into the Debit column and go to the Line Description.

R !100 !mm !20 !ﬂ !U?Dl‘l !ll |
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16. Type 50 copies, Aloma into the Line Description. The first line is done. Click into the second.

View Context View Header View Ling
Balance Type Actual
Database EBS-DB-T01.ANDREW.CMU.LOCAL EBSTST3

CHU Functional Actuals
Ledger * List - Tewt Carmagis Melon
Source =Lt - Text SPREADSHEET
Category ® st - Text INTERNAL CHARGES
Currency *List - Text USD
Period List - Text Mayl2-12
Accounting Date * List - Date 5/23f2012
Batch Name Text PERKINS - INTERMAL CHARGES
Batch Description Text COPY CHARGES FOR MAY12-12
Journal Mame Text PERKING - INTERNAL CHARGES
Journal Description Text COPY CHARGES FOR MAY12-12
Upl OB FS FHC ACTORG  EN Debit Credit Limne Description
® Ligt - Taxt = Mt * Musnbar Taxt

r 8100 DO0001 S20 100 40700 100 50 COPIES, ALOMA
Totak: " 100" 1]

17. The credit account string is 88100.000001.520.000.540100.01. The only difference in this account
string is the organization. So use an Excel command to copy the account string down from the first

line.
Upl OB FS FNC ACTORG  EN Debit
* List - Text * Number
B "B8100 000001 520 Doo 540700 1 100
&= 'B8100 000001 520 Doo S40700 D1 |

18. Change the organization to 540100. You can do this by overwriting the current organization value or
double-clicking on the organization value then change the organization in the Accounting Flexfield
window.

Enter Flextield 5"

Gancel | Combungpzes | Sebect |

Accounting Flexfield

Object Code [esr00 4 X COPYNG

Funding Source 003003 L GENERAL UNRESTRICTED
Functien [s20 L GENERAL ADMBISTRATION
Activty fooo L UNSPECFIED

Organization [ss0th0 L FINANCIAL SYSTEMS TEAM
Ertty for 4 GENERAL

_Cancel | Combogtions | Seiect |

a. Remember you will need to select the account again for validation and then select again to
place the new string into the journal.
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19. Type 100 into the Credit and copy the Line Description from the first line.

20. The journal is complete. Always verify that the debits equal the credits on the journal.

View Context View Keader View Line |
Balance Type Actual
Database EBS-08-T01. ANDREW.CMU.LOCALEBSTST3
CMU Functional Actuals
Ledger * Lst - Text Camnegie Melon
Source *Lat - Text SPREADSHEEY
Category * st - Text INTERMAL CHARGES
Currency *Lst-Teat USD
Period Lst - Text May12-12
Accounting Date *Lst - Date 5/23/2012
Batch Name Text PERXINS - INTERNAL CHARGES
Batch Description Text COPY CHARGES FOR MAY12-12
Joumal Hame Text PERXINS - INTERNAL CHARGES
Joumal Description Text COPY CHARGES FOR MAY12-12
upl 083 IS INC ACTORG  EN Debit Crednt Line Description Messages
*Lst-Test - * Mt * Nurber Text
A 88100 000001 520 000 540700 D1 100 50 COPIES, ALOMA
= '88100 000001 520 D00 S40100D1 100 50 COPIES, ALOMA
Yotk z 100" 100
Uploading the Journal

1. Now you will upload the completed journal to the Oracle General Ledger. Click on the Add-Ins tab on
the Excel ribbon.

=)
.-“’l Hame Ingert Fage Layout Formulas Dt Revigw Help Acrobat
Oracle ~ ﬁ Smaght |3 wWindow =

Meru Commandds Cutom To-olbass

2. In the Menu Commands grouping, the only choice you have is Oracle. Click on Oracle to see the list of
options.

i Oradle v | 6 Snaght &'
Filters »

List of Values

" Upload : Custo
Monitor o
| About E
£ B
- View Context

3. Select Upload by clicking on it. The Journals Upload window opens.
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Journals Upload rg‘

Upload Parameters

C A Rowd

@ Flagged Rows

¥ Automatically Submit Journal Import
it bacis

oot will be automatically submitied on success ful compieton cof the upiosd

Rows to Upload

™ Create Summary Joumals

Joomal Import wil summarce all transacticns that share the same accoont, period and

™ Upload Unbalanced Journals
To erport unbalanced Purnals, you =
a reser mbr.
& Do Not Impont
Descrigtive Flexdields * Import With Validation
€ import Without Vahidation

Dowe | _ Uiond

4. Rows to Upload — You can select either All or Flagged. If you select Flagged Rows be sure all lines in
the journal have a flag in the Upl column or you might upload an unbalanced journal.

5. Automatically Submit Journal Import - Should be checked. This request actually creates the journal in
the GL.

6. Descriptive Flexfields — Accept the default of ‘Do Not Import’.
7. You’re ready to upload. Click on the Upload button.

8. A processing message will appear.

Journals Upload

|]

Processing: Upload

Uploading the document
Your document 15 being uploaded to the server. Press Cancel to stop this process

Data on desktop sent
Records processed
Import program started

9. Then a Confirmation or an Error message will appear.
Journals Upload

Confirmation
B
Close
The upload process has completed successfully. Press Close to return to the document.
« 2 rows successfully uploaded.
« Journal Import Request ID 11937863
Close

10. Happy faces will appear in the Messages column.
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View Context View Header View Line |
Balance Type Actual

Database EBS-0B-TO1.ANODREW.CMU.LOCAL.EBSTST3
CHU Functional Actuals
Ledger *List - Text Camegie Melon

Source xt SPREADSHEET

Category ext INTERNAL CHARGES

Currency xt USD

Period t May12-12

Accounting Date 5/23/2012

Batch Name PERKINS - INTERMAL CHARGES

Batch Description Text COPY CHARGES FOR MAY12-12

Journal Name Text PERKING - INTERNAL CHARGES

Journal Description Text COPY CHARGES FOR MAY12-12

upl 0B) ¥S FNC ACTORG  EN Debit Credit Line Descriptio
*Liat - Text * Number * Nuber Taxt
"88100 000001 520 000 540700 01 100 50 COPIES, AL
"88100 00001 520 D00 540100 D1 100 50 COPIES, ALY

11. If you encountered an error, the error message would be in the Messages column with a red unhappy
face.

12. Remember you are not done with this journal. You still have to sign into the apps to add any required
supporting documentation, submit the journal for approval and post it.
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Basic Accounting Reminders

UNBALANCED GL JOURNAL ENTRY

=Can save out of balance, but will get warning message
Carnegie Mellon University
Firance Division

UNBALANCED GL JOURNAL ENTRY

=Will fail validation and will not enter journal approval

Carnegie Mellon University
Firance Division
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FUNDING JOURNAL REMINDERS

[

=Use same object code on both sides of the entry
=Examples:

72100 — Within Division

72200 - Outside Division

Carnegie Mellon University
Firance Division

INTERNAL CHARGE JOURNAL
REMINDERS

=Mon-recharge operations use the IC expense objects (88w on both
sides of journal

Carmegie Mellon University
France Divizion
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INTERNAL CHARGE JOURNAL
REMINDERS

mRecharge centers use |C revenue objects (68xxx) with corresponding IC

expense abjects (88xux)
Carnegic Mellon University

Firance Division

INTERFUND JOURNALS

mUser creates transaction between two different entities in
the same Ledger = entities out of balance

Carnegie Mellon University
Finance Division

58



INTERFUND JOURNALS

O System creates interfund lines to balance the entities in
the GL.

2 Users may or may not see these balancingentries
Carnegie Mellon University
Firance Division

AGENCY JOURNAL REMINDERS

xxxxx.901215.610.000.750131.95

Agency Funding Source = - b Agency
Quilting Club Entity

o Agencies:

O Mot part of university operations/reporting, but use
Oracle to receive funding and record transactions

o University organization acts as custodian

Carmegie Mellon University
France Divizion
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AGENCY JOURNAL REMINDERS

=Use object code 85802 to fund an agency
*Do not use Income Transfers (72xxx)
*Do not use Internal Charge object codes (68xxx, 88xxx)

Carnegie Mellon University
Firance Division

THANK YOU

o Please complete the evaluation before you leave

o Journal gquestions:
Financial Systems Help Desk
orclhelp@andrew.cmu.edu
412-268-4666

Carmegie Mellon University
France Divizion
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