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Create an IDT Journal
The purpose of this job aid is to explain how to create an IDT Journal.

The steps in this business procedure demonstrate how to create an Inter-Departmental Transfer (IDT)
using the Journal Entry page.

To create a new IDT Journal, follow these steps:
1. Navigate to the journal entry: NavBar- Menu - Financials — General Ledger — Journals — Journal
Entry — Create/Update Journal Entries.

2. Click Add a New Value tab.

Business Unit defaults to UTARL, leave as is. Create/Update Journal Entries

4. Journal ID defaults to NEXT, leave as is. The next
available ID will be assigned after the journal is
saved. Business Uit UTARL |@_

5. The Journal Date field defaults to the current P
date. You may change the date if necessary. This

w

Find an Existing Value | Keyword Search || Add a New Value

date determines the accounting period to which Add
the journal will post.
6. Click Add.

Find an Existing Value | Keyword Search | Add a New Value

The Header tab page displays. Most of the required
information defaults into the appropriate fields.

7. The Ledger Group field

“" n
defaults to “Actuals”, leave as Hm AT
IS' Unit UTARL Journal ID NEXT Date 05/31/2019
8. The Source field defaults to Long Desoripton [Sassiine Fial charges
“IDT” leave as is. 535 raraciar emaining
. *Ledger Group|ACTUALS | Adjusting Entry [ Non-Adjusting Entry
9. Use the Attachments link
to attaCh any relevant Reference .r-lsuur:l:er . . AD:ED’-:: 05/31/2019
supporting documents. -
) o Transaction Code [SENERAL |0 [ Auto Generate Lines
10. Enter a detailed description [ save Journal Incomplete Status
. L. SJE Type ~ [] Autsbalance an 0 Amount Line
in the Long Description Cumency Defauls: USD / CRRNT /1
. . . Attachments (0) |> c1A
field explaining the reason et o
Reversal: Do Mot Generate Reversal Commitment Contro
for the jOU rnal. This field Entered By £001382584 Tamara Ticknor
Entered On
accommodates up to 254 Last Upasted on
Hisave | |=INotify | |5 Refresh L Add || .2l Update/Display
Cha ra Cters' Hesader | Lines | Totals | Emors | Approval
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11. Click the Lines tab.

12. Enter the Cost Center or Project that you want to use for the journal line into the SpeedType
field.

13. Press Tab or Enter to auto-populate the remaining required chartfield strings.

14. Enter or lookup the Account type for the journal line. This code is used to identify the nature of
the transaction. Revenue account types start with a 4.

;es:e-l Lines |l:ls|s Enors || Approval
Unit UTARL Journal ID NEXT Date 05/31/2018
Template List Change Values
Inter/IntraUinit *Process | Edit Journal v Process
Lines Personslize | Find | (2 | &
Select Line *Unit Speedlype Account Fund Dept Cost Center  Function Program FC Bus Unit  Proje
1 UTARL 210172 A (42201 |a [2108)a [zot0glq [210172 |@ [T00 o a Y
< >
Linestoasd| 1| # = @
Totals Fersonalize | Find | view all | 2] B Fist 4 Account-TypeHl
Unit Total Lines Total Debits Total Credits  Journal Ststus suded  IXXNXH Assetsd
UTarL ; . £00.00 . 2X0004H LiabilitiesH
FiSave | [ZiNotify | [ Refresn W Add || SXXXXH Fund-EqmtyH
Hesder | Lines | Totsls | Erors | Approvsl AXKXXH Revenuen
SXXXXH Expense--Payrolld
BXXXXH Expense-Non-payrolld
7XXXKH Transfersd
BXXXXH Capital-AssetsH
SOOI Suspensed

Scroll to the right to the Amount Field.
15. Enter the journal line amount as a negative (-).

Linestoadd 1 EI [E

16. Click the “+” ‘ button to add more lines as necessary.

Header Lines Totals Emors Approval
Unit UTARL Journal ID NEXT Date 05/21/2019
Template List Change Values
Inter/Intralinit *Process | Edit Journal i Frocess
Lines Personalize | Find | X' | B
Select Line An Type pffiliate E#irl‘d Amount Eudget Date Reference Journal Line Description PC 5
1 3 « § 1 -800.00| P5/21/2019 General 55 Mot T
£ >
Lines to add 11 @ B M
Totals Personalize | Find | View Al | 2] B Fist ‘4 10f1 '} Last
Unit Total Lines Total Debits Total Credits  Journal Status Budget Status
UTARL 1 0.00 £00.00 T N
flSave || =|Motify ||i* Refresh + Add 4| Update/Display
Hesder | Lines | Totals | Emors | Approval

17. The Reference field is optional. It could be used for tracking purposes like an invoice number.
18. The Journal Line Description field is optional. Use it to enter a meaningful description if needed.
If left blank, it defaults with a description of the "GL Account" that was entered.
19. The An Type (Analysis Type) field is used to categorize transactions for Project Costing (Grant or
Plant Fund) to a journal line, you must enter the appropriate Analysis Type code.
e Enter "GLR” if the journal line involves a revenue account type a “4” number.
e Enter "GLE" if using an expenditure account type a “6” number.
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Enter Expense Lines

!

. Lines to add |H| ‘ .
20. Click the “+” button to add a new line.
21. Enter the Cost Center or Project that you want to use for the journal line into the SpeedType
field.
22. Press Tab or Enter to auto-populate the remaining required chartfield strings.
23. Enter or lookup the Account type for the journal line. This code is used to identify the nature of
the transaction. The expense line usually starts with a 6.
Header || Lines Totals || Emors || Approval
Unit UTARL Journal 1D NEXT Date 05/21/2018
Template List Change Values
Inter/Intrallnit *Process | Edit Journal v Process
Lines Personslize | Find | 12 | [
Select Line =Unit SpeedType Account Fund Dept Cost Center  Function Program PC Bus Unit Proje
O 1 UTARL o 21017z 3 [42201 L [z105]@, [B2o105q [310172 |@ [Fo0 A ) a
O 2 UTARL 2 [47o0ss 2, |s3007 2 J4z00|cy 315203y [4700s6 |@y [s00 '} < 1
) : & Account-Typel
Lines o add]| 1 XXX Assetst
Totals Personalize| 2XXXXH LiabilitiesH
Unit Total Lines Total Debits o 3XXXXH Fund-Equitys
AXXXXH Revenuen
UTARL 2 0.00 EWNNXY Ex N 1
5ave || Z]Motify ||£% Refresh X000 Expense-Non-payrolld I
Header | Lines | Totals | Emors | Approval 7000 Transtersa
BXOXOXXH Capital-AssetsH
OXXXXH Suspensel
24. Scroll to the right to the Amount field. Enter the journal line amount. Click the “+” button to
add more lines as necessary.
25. Click the Calculate Amounts button to update the total debit and credits. (These amounts
should match).
Header Lines Totals Errors Approval
Unit UTARL Journal ID NEXT Date 05/21/2018
Template List Change Values
Inter/Intrallnit *Process | Edit Journal e Process
Lines Persanalize | Find | 2| (&
Select Line t Project Activity An Type Affiliate E#irl‘d Amount Eudget Date Reference Journal
1 .| o} A, A, 'y & -800.00| J05/21/2019 Genera
: 3 W) 2 3, 3, | | 600.00| j05/31/2019 Fuels &
< >
Lines to add 1 + =
Totals Perscnalize | Find | View All | 2| B First ‘4 10f1 '* Last
Unit Total Lines Total Debits Total Credits  flournal Status Budget Status
UTARL 2 800.00 800.00 T N
| Save _'i"N otify | |&# Refresh + Add | Update/Display
Header | Lines | Totals | Emors | Approval

26. Click the Save button.
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This pop-up message may display:

Message

26. Click OK.

Journal 0000192440 is saved with incomplete status. (5210,22)

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

27. Select "Edit Journal" from the Process menu drop-down list. This is usually the default value.
28. Click the Process button.

Header Lines Totals Emors Approval
Unit UTARL Journal ID 0000152440 Date 05/21/2019
Template List Search Criteris Lhange Malies
Inter/Intralinit ‘F'rucess|E:it,:|.vr5| v Process Line 2
Lines Personslize | Fing | (2] (&
Select Line t Project Activity An Type Affiliate ;fl'f'irlld Amount Budget Date Reference Journal
1 QL & a Q & a -500.00| 05/31/2019 General
: 3 2 2 % 3, 2 %) 600.00| D5/31/2019 Fuels &
£ k]
Lines to add 11 @ B H
Totals Personalize | Find | View All | £2/| B First ‘4 40of1 ‘b Last
Unit Total Lines Total Debits Total Credits  Journal Status Budget Status
UTARL 2 £00.00 ©00.00 T M
aiSave | [=]Motify ||£¥ Refresh + Add || % | Update/Display
Header | Lines | Totals | Erors | Approval
This pop-up message displays.
Message
29. Click OK. Journal 0000193440 is saved. {5210,6)
O

30. Click Yes to the next pop-up message shown below:

Message

Would you like to wait for confirmation that the Edit process has completed? (5010,485)

“four request is cumently in process. If you choose to wait, once the process has completed, you will be returned to the updated Journal. If you choose not to wait, please chedk the Process Monitor to verify

that the scheduled process has completed before accessing the Journal.

No
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Submit the Journal for Approval.
31. Select “Submit Journal” from the Process drop down list.

32. Click the Process button.

Header Lines Totals || Emors Approval
Unit UTARL Journal ID 0000193440 Date 05/31/2019 Errors Only
Template List Sich Coitecia Chacoe Valics
Intes/Intralinit *Processi Submit Journal v E Process Line| 10

33. The document is submitted and starts workflow. View the status by clicking the Approval tab.

Unit UTARL Journal ID 0000193440 Date 05/31/2018
Approval Status Find First ‘4 4of1 '* Last

Unit UTARL

Approval Check Active Y

Approval Status Fending Approval

Approval Action Approve
Deny Comments &

254 characters remaining
Department Approval
Unit UTARL, ID 0000199440, Date 2019-05-31, Line Unit UTARL:Pending
Department Approval
Pending

Keith Russell Halman
@ Department Manager

GL Journal Approval

Unit UTARL, ID 0000199440, Date 2019-05-31, Line Unit UTARL:Awaiting Further Approvals
GL Journal Approval

Hot Routed
Multiple Approvers
@ Accounting Office Approval
=

Approval History

=|Motify | | Refresh 3 Add || 7| Updste/Display

Header | Lines | Totals | Erors | Approval
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