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Create New IDT Journal Entry Job Aid

The purpose of this job aid is to explain how to create a New Inter-Departmental Transfer (IDT) Journal
Entry. IDTs are routinely processed by service centers (i.e. Facilities, Auxiliary Services, etc.) to charge
services to another department. The department providing the services should initiate the IDT.

1. Navigate to the Create/Update Journal Entries screen: NavBar > Menu > Financials > General
Ledger > Journals > Journal Entry > Create/Update Journal Entries.

The Create/Update Journal Entries page is displayed. This page is used to search for an existing
Journal using the Find an Existing Value button in the top right, or to create a new Journal using
the Add a New Value page.

2. Complete the Add a New Value information.
e Business Unit defaults to UTARL, leave as is.
e Journal ID defaults to NEXT. The next available ID will be assigned after the Journal is saved.

e The Journal Date field defaults to the current date. The date may be changed if necessary.
This date determines the accounting period to which the Journal will post.

Click Add.

Find an Existing Val
Add a New Value (2, b i e

*Business Unit | JTARL Q,
*Joumal ID |NEXT

*Joumal Date |06/17/2024 i1

Add

The Journal Entry page is displayed with 5 tabs.

e The Header tab is used to enter the purpose for the Journal and to attach support
documentation.

e The Lines tab is used to record the dollar amounts and the chartfield values associated with
each transaction line.

e The Totals tab (optional) provides the user with the ability to enter control totals. This
feature is used to verify that the data entered on the Journal is accurate; based on the
defined control totals indicated in the Totals section.

e The Errors tab displays error messages if they are found.

e The Approval tab is used to view the Journal approval status and routing history.
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Header | Lines || Totals | Emors | Approval

Unit UTARL Journal ID NEXT Date 06/17/2024

ong Description| r'_ﬂ
5
254 characters remaining
Ledger Group |ACTUALS QI Adjusting Entry | Non-Adjusting Entry v
Ledger Q Fiscal Year 2024
@*Source DT Ql Period 10
Reference Number ADB Date 06/17/2024
Journal Class Q
Transaction Code GENERAL Q [ Auto Generate Lines
Save Journal Incomplete Status
SJE Type| b | [J Autobalance on 0 Amount Line
C Currency Defaults: USD/ CRRNT /1
Reversal: Do Mot Generate Reversal Commitment Control
Entered By 6001234567 Sam Maverick
Entered On
Last Updated On
[F] Save | [=] Notify ||#¥ Refresh [[% Add || 7] Update/Display

Header | Lines | Totals | Emrors | Approval

3. The Header tab is displayed first. Most of the required information defaults into the appropriate

fields.

A. The Ledger Group field defaults to “Actuals," leave as is.

B. The Source field defaults to “IDT,” leave as is.

C. Use the Attachments link to attach any relevant supporting documentation.

D. Enter a detailed description in the Long Description field explaining the reason for the

Journal. This field allows up to 254 characters.

4. The Click the Save button in the bottom left corner next to the notify button.
5. A pop-up message may display. Click OK.

Message

Journal 0000794407 is saved with incomplete status. (5210,23)

This journal cannot be edited or posted until you change its status to complete.

The IDT Journal Entry is saved and ready for Revenue Lines to be added. See Enter IDT Revenue
Lines Job Aid.
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