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Process IDT Journal Job Aid

When transferring costs or revenue between different fund groups, cash balancing is required. To verify
the Journal information is correct, the Edit Journal process must be run.

Note: UTShare creates additional lines identified as Intrafund Cash as a part of the process.

The Edit Journal process validates the Journal to make sure the:

e Accounting period is open.
e ChartField values are valid.
e Total debits equal total credits.

1. Onthe Lines tab, select Edit Journal from the Process menu drop-down list.

2. Click the Process button.

Header Lines Totals Errors Approval
Unit UTARL Journal ID 0000794407 Date 06/17/2024
Template List Search Criteria Change Values
Inter/IntraUnit *Process | Edit Journal v J Process
Budget Check Journal
Lines Copy Journal Personaliz
Delete Journal
Select Line rtField 3 Oper Unit Edit/ Pre-Check dget Date Reference Journal Line Descrij
Edit Chartfield
- | Edit Journal
O 1 Q Print Journa 7/2024 General SS
Refresh Journal
O 2 Q Submit Journal 1712024 Fuels & Lubricants

3. Click OK on the Journal Save message.

Message
Journal 0000794407 is saved. (5210,6)

OK

4. Click Yes to the next pop-up message.

Message

Would you like to wait for confirmation that the Edit process has completed? (5010,465)

Your request is currently 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 check the Process Maonitor to verify that the scheduled
process has completed before accessing the Journal.

ey

At times, a Budget Checking Warnings Exist message may appear. This is a warning and will not
prevent the IDT transfer from proceeding. Click OK if necessary.

Message

Budget Checking Warnings Exist (18021,90)
Budget checking warnings were logged for this document. Please check the budget exception page to view
them.
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5. Scroll to the right to verify the Journal Line Description(s) are present and ensure the Total
Debits match the Total Credits with the Journal and Budget Status is now displaying "V" (Valid).

Header Lines Totals Errors

Unit UTARL
Template List
Inter/IntraUnit

Lines
Select

O 1 Q
O 2 Q

Line Amount

Lines to add
Totals

Unit Total Lines

UTARL 2

Approval

Journal ID 0000794407
Search Criteria

*Process | Edit Journal

Date 06/17/2024
Change Values

Process

Journal Line Description
General SS

Fuels & Lubricants

PC Status
Not Distributed
Not Distributed

Personalize | Find | View All | 21| 5

Errors Only

Line, 10

Personalize | Find | (2 | [

First 1of1 ‘» Last

Budget Date Reference
-200.00 06/17/2024
200.00 06/17/2024
Total Debits
200.00

Total Credits

200.00 A

lJournal Status

Budget Status

v

If correct, the IDT Journal is ready to be submitted. See Submit IDT Journal Job Aid.

Notes:

e Additional transaction lines can display on the Journal if transferring between fund codes.
(e.qg. Intrafund Cash). Scroll to the right to see the Journal Line Description.

e Total debits and the total credits are doubled if transferring between fund codes. (e.g.
Intrafund Cash).

e The Journal and Budget Status will still display "V" (Valid). This status indicates the Journal
has passed all required edits and ready for posting.

e [fthe status is "E" (Errors), select the E hyperlink in the Totals section or click the Errors tab,
located at the top of the page, to review the error message. Once errors have resolved, run
the Edit Journal process again until both the Journal and Budget Status is "Valid".

Header Lines Totals
Unit UTARI
Template List

Inter/intralnit

Lines
Select Line Unit
1 UTARL
UTARL
ITAF
ITARL
™
Lines to add 1 = = .
Totals
Unit Total Lines
JTARL
Lines
Select Line per Unit
O 1 Q,
L 2 Q
3
4
1
1 =

rova

200.00 06/14/2024

-200.00 06/14/2024

CIB - Intrafund Cash

CIB - Intrafund Cash

Journal ID 0 2 Errors Only
S a Values
*Process | Edit Jounal v Process Line
Personalize | Find | £Y ] S
SpeedType Fund Dept Cost Center Function Program PCBus |
2 ‘] Q 2 b} 51
4 “ a A - i 0 A A
A A Q K K Q 4 Q
v:\
Q 200
»
Personalize | Find | View Al | £ | EX First 4 1of1 » Last
Total Debits Total Credits Journal Status Budget Status
) 00 400.00 v v
Personalize | Find | 2| &
Product Amount Budget Date Reference Journal Line Description PC Status
Q -200.00 06/14/2024 General SS Not Distributed
Q 20000 06/14/2024 Fuels & Lubricants Not Distributed

Not Distributed

Not Distributed

&
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