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IDT Journal Entries

Journal Entry

Journals are processed through the General Ledger module to record financial transactions. It
consists of a Header and Line totals. The journal Header contains three attributes that uniquely
identify the journal: Journal ID, Journal Date, and Business Unit. The journal Lines section is used
to record the monetary amounts and chartfield values associated with each line. Journals are
made in a double-entry system where the total debits must equal the total credits. In UTShare,
credits are indicated by a negative number (e.g. -106.60) and debits are indicated by a positive
number (e.g. 106.60).

Inter-Departmental Transfer (IDT) Journal Entry

The Journal Entry page is used by departments to process Inter-Departmental Transfers (IDT).
IDT's 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.

To create an IDT journal entry, you must have the following security role: UTZ FI GL Journal
Entry. This is a back-office role that must be approved by Accounting Services. Security roles
can be requested using the UTShare Security Request for Production form here:
https://mavsuta.sharepoint.com/sites/forms/utsr/SitePages/Home.aspx

Create a new IDT Journal Entry

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.

The Create/Update Journal Entries page is displayed. This page is used to search for an existing
Journal using the Find an Existing Value tab, or by using the Keyword Search tab, or to create a
new Journal using the Add a New Value tab.

2. Click Add a New Value tab.
3. Business Unit defaults to UTARL, leave as is.
4. Journal ID defaults to NEXT, leave as is. The next Find an Existing Value || Keyword Search | Add a New Value
available ID will be assigned after the journal is
Business Unit UTARL |3
Saved' Journal ID NEXT
5. The Journal Date field defaults to the current Journal Date 05128/2019 |5
date. You may change the date if necessary. This
date determines the accounting period to which
the journal will post.
6. Click Add. Find an Existing Value | Keyword Search | Add a New Value

Create/Update Journal Entries

Add
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The Journal Entry page is displayed with 5 tabs.

IDT Journal Entries

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

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

e 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 Errors tab displays error messages if they are found.

e The Approval tab page is used to view the journal approval status and routing
history.

Header Lines Totals Emors Approval
Unit UTARL Journal ID NEXT Date 05/31/2019
Long Description [Gasoline Fuel charges &
233 characters remaining
*Ledger Group ACTUALS % Adjusting Entry | Non-Adjusting Entry
Ledger =t Fiscal Year 2019
*Source|IDT o} Period 9
Reference Number ADB Date 05/31/2019
Journal Class
Transaction Code [GENERAL [ ] auts Generate Lines
[¥] save Journal Incomplete Status
SJE Type | [] autobatance on 0 Amount Line
Cumency Defaults: USD / CRRNT / 1
Attachments (0} Cem
Reversal: Do Mot Generate Reversal Commitment Control
Entered By 8001262564 Tamara Ticknor
Entered On
Last Updated On
HSave | |=]Motify ||£¥ Refresh 4 Add || sl Update/Display
Hesader | Lines | Totals | Errors | Approval
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IDT Journal Entries

The Header tab page displays. Most of the required information defaults into the appropriate
fields.
7. The Ledger Group field

defaults to “Actuals", leave H,ﬁ e T

as is. Unit UTARL Joumal D NEXT bate 0573172015
8. The Source field defaults to Long Deserpion Gesoine Fusl rges
“IDT” leave as is. eLedoer cromporins T pdiustng Enty [NomAdiotns By
9. Use the Attachments link - e e
to attach any relevant Reference Number D8 Date 057312015
supporting documents. e o Gy st Generae Lines
10. Enter a detailed description P ——
in the Long Description e e e
field explaining the reason S — Cemmiment Contl
for the journal. This field e o
holds up to 254 characters. [ b oo S
11. Click Save. Resge [ Uines| Totals | Emors | Approvel

12. Click the Lines tab.

The Lines tab page records the Journal entries. These are made in a double-entry system where
the total debits must equal the total credits.
e Arevenue account type begins with "4" and is entered as a credit entry (negative).
This transaction line will increase cash.
e The expense account type begins with "6" and is entered as a debit entry. This
transaction line will decrease cash.

Enter Revenue Lines
13. Enter the Cost Center or Project that you want to use for the journal line into the
SpeedType field.
14. Press Tab or Enter to auto-populate the remaining required chartfield strings.
15. 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.

Header | Lines | Totals | Enmors || Approva
Unit UTARL Journal I NEXT Date 05/31/2019
Template List Change Values
Inter/Intrallnit *Process | Edit Journal ~ Process
Lines Personalize | Find | 12 | &
Select  Line *Unit SpeedType Account Fund Dept Cost Center  Function Program PC Bus Unit  Proje
1 UTARL 310172 < 42201 Q J2105|Q 320105 310172 X |[T00
< >
tresaa 3] B B M Account-Typell
Totals Personalize | Find | View Al | 2] &5 First 4 1XXA KT Assetsd
Unit Total Lines Total Debits Total Credits  Journal Status Budg zxxxn Liabilitiesn
UTARL 1 0.00 €00.00 T axxxxh FLlnd'EquitVﬁ
Save || ZiNotify | 42 Refresh Ladd | |2yl AXOXXXH Revenued
Fesde Hines  Teters | B | Aoprovel SXXXXn Expense--Payrolld
BEXXXXH Expense-Non-payrolld
X000 Transfersd
BXXXXu Capital-AssetsH
SXXNXH SuspenseH
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Scroll to the right to the Amount Field.

16. Enter the journal line amount as a negative (-).
17. Click the “+” button to add more lines as necessary.

IDT Journal Entries

‘ Lines to add 1 El |=.| ‘

Header Lines Totals || Emors Approval
Unit UTARL Journal I NEXT Date 05/31/2018
Template List Change Values
Inter/Intralinit *Process | Edit Journal i Frocess
Lines Personalize | Find | ¥ | B
Select Line An Type piffiliate :foI|r||d Amount Budget Date Reference Journal Line Description PC 5
1 QA -600.00| Pp5/21/2019 General 55 Mot O
< >
Lines to add 1 & =
Totals Perscnalize | Find | View All | £ B First ‘4 10of1 '} Last
Unit Total Lines Total Debits Total Credits  Journal Status Budget Status
UTARL 1 0.00 800.00 T N
flSave ||=]Motify ||£* Refresh + Add 4| Update/Display
Header | Lines | Totals | Emors | Approval

18.
number.
19.

The Reference field is optional. It could be used for tracking purposes like an invoice

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.

20.

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.

Enter "GLR” if the journal line involves a revenue account type a “4” number.
Enter "GLE" if using an expenditure account type a “6” number.

5/20/2022
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Enter Expense Lines

21. Click the “+”

Lines to add

i El S

IDT Journal Entries

button to add a new line.

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

SpeedType field.
23. Press Tab or Enter to auto-populate the remaining required chartfield strings.
24. 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.

25. Scroll to the right to the Amount field

Header Lines Totals || Emors Approval
Unit UTARL Journal I NEXT Date 05/31/2019
Template List Change Values
Inter/Intralinit *Process | Edit Journal e Process
Lines Personslize | Find | 2 | B
Select Line =Unit SpeedType Account Fund Dept Cost Center  Function Program PC Bus Unit Proje
O 1 UTARL 2 [210172 2 [42201  |@ [=108|¢y [220105¢ [210172 |@ [7o0 ] A N,
O 2 UTARL 7 470088 3, (83007 o J4200|@ [315203Qy (470088 [C (500 2 +'} 2
£ X
p= Account-Typel
Lines to add 1 + = —l YP!
IXXXXn AssetsH
Totals Personalize( 2)(XXXa Liabilitiesn
Unit Total Lines Total Debits Ty IXAXXE Fund-Equitys
AXXXXH Revenuen
UTARL 2 0.00
500 Ex - 1]
)Save || ZNatify | |2 Refresh EXXXXH Expense-Non-payrolld
Header | Lines | Totals | Emors | Approval TXXXXH Transfersd
BX00(XH Capital-AssetsH
OXXXXH SuspenseH

button to add more lines as necessary.
26. Click the Calculate Amounts button to update the total debit and credits. (These
amounts should match).

. Enter the journal line amount. Click the “+”

Date 05/31/2019

Change Values

w Frocess
Personalize | Find | £2' | B
Ef"f'irl'd Amount Budget Date Reference Journal
4 e -500.00| J05/21/2019 Genera
& 3 £00.00| J05/31/2019 Fuels &
>

Fersonalize | Find | Vie

e AL B | B

First ‘4 10f1 '} Last

Total Credits

600.00

Uournal Status Budget Status

T N

Header Lines Totals || Emors Approval
Unit UTARL Journal ID NEXT
Template List
Intes/Intralinit *Process | Edit Journal
Lines
Select Line t Project Activity An Type Affiliate
1 R =4 -4 -
1 a ]
L 3 4 4 4 =
<
Lines to add 1| = =
Totals
Unit Total Lines Total Debits
UTARL 2 €00.00
| Save _;_—': Notify | |27 Refresh
Header | Lines | Totals | Emors | Approval

+ Add 2| Update/Display
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IDT Journal Entries

Note: Journal Status and Budget Status codes are also listed in the Totals area. Some of the
status codes are:

Totals Personslize | Find | View Al | (2] B Fist 4 1of1 * Last
Unit Total Lines Total Debits Total Credits | Journal Status Budget Status
UTARL 2 800.00 £00.04 T N
) Save =| Motify «* Refresh + Add 2| Update/Display
Hesder | Lines | Totals | Emors | Approval

Journal Status Codes

N = Journal created, not edited, cannot be posted
V = Journal passed editing, ready for posting

E = Journal edited, contains error

P =Journal posted to general ledger

Budget Status Codes

N = Journal created, not budget checked

V = Journal passed budget checking, ready for posting
E = Journal edited, failed budget checking

27. Click the Save button.

This pop-up message may display:

28. Click OK. Message

Journal 0000128440 is saved with incomplete status. (5210,23)

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

Process Journal

When transferring costs or revenue between different fund groups, cash balancing is required.
UTShare creates additional lines identified as Intrafund Cash as a part of the process.

To verify the journal information is correct, you must run the Edit Journal validation 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.

29. Select "Edit Journal" from the Process menu drop-down list. This is usually the default
value.

30. Click the Process button.

Header Lines Totals || Emors Approval
Unit UTARL Journal ID 0000199440 Date 05/21/2019
Template List Search Criterie Chapge Valies
Intes/Intralinit 'F'I'GGESSlE:i[.CL.'I"SI w Frocess Line 2
Lines Personslize | Find | 2] B
Select Line t Project HAetivity An Type Affiliate Efol:-lld Amount Budget Date Reference Journal
1 3, 3, a . § 3, a -00.00, 05/31/2019 General
] 3 2 2 & 2 2 §| 800.00| 05/31/2019 Fuels &
£ >
Lines to add 11 @ & @
Totals Personalize | Find | View Al | 2| B Fist ‘4 10f1 '} Last
Unit Total Lines Total Debits Total Credits  Journal Status Budget Status
UTARL 2 800.00 £00.00 T N
Hlsave ||=INotify ||£ Refresh » Add || %] Updste/Display
Hesder | Lines | Totals | Emors | Approval
. . e ge
This pop-up message displays. Message

31. Click OK.

Journal 0000129440 is saved. (5210,8)

OK
32. 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, plesse chedk the Process Monitor to verify
that the sch rocess has completed before accessing the Journal.
Ne
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IDT Journal Entries

Notes:

— Additional transaction lines are now displaying on the journal (e.g. Intrafund Cash).
Scroll to the right to see the Journal Line Description.

— The total debits and the total credits are doubled.

— The Journal and Budget Status is now displaying "V" (Valid). This status indicates the
journal has passed all required edits and ready for posting.

— Ifthe 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 you
have resolved the error, run the Edit Journal process again until both the Journal and
Budget Status is "Valid".

Header | Lines || Totals mors || Approval
Unit UTARL Journal ID 0000199440 Date 05/21/201%2 Errors Only
Template List Search Criteria Change Values
Inter/Intralinit *Process| Edit Journal Frocess Line| 10
Lines Personalize | Find | (2] &
Select Line *Lnit SpeedType Account Fund Dept Cost Center  Function Program PC Bus Unit  Proje
(1 UTARL 1 A |42201 QU [3108/Q [320105)Q (210172 |G 700 A A 2
3 UTARL 'y 2 63007 |Q [4200/Q [315203)Qy |470088 |Q (500 Q Q ¢}
B UTARL -, | 10505 3105
L e o -
< >
Linestoadd| 1| [# = [
Totals Personslize | Find | iew Al | 2| B8 Fist ‘4 10f1 * Last
Unit Total Lines Total Debits Total Credits ~ Journal Sta:us Budget Hatus
UTARL 4 1.200.00 1.200.00 v W
Hisave | |=Motify | |£% Refresh W Add || 2| Update/Display
Header | Lines | Totals | Emors | Approval

33. Scroll to the right to see the Journal Line Descriptions.

Header Lines Totals Emrors Approval
Unit UTARL Journal ID 0000199440 Date 05/31/2019 Errors Only
Template List Search Criteria Change Values
Inter/Intralinit *Process | Edit Journal Process Line 10

Lines Personalize | Find | £2] 5]
= Fund = -

Select Line Al Amount Budget Date Reference Journal Line Description PC Status

: 1 2 -800.00| 05/31/2019 General 55 Mot Distributed
3 2 800.00) 05/31/2018 Fuels & Lubricants Mot Distributed
4 600.00 05/31/2019 CIB - Intrafund Cash Mot Distributed '
5 -800.00 05/21/2019 CIB - Intrafund Cash Mot Distributed
£ »
Lines to add 1 + = ]

5/20/2022

Page 8



IDT Journal Entries

Submit the Journal for Approval.

III

34. Select “Submit Journal” from the Process drop down list.
35. Click the Process button.

Header | Lines Totals | Emors || Approval
Unit UTARL Journal ID 0000199440 Date 05/21/2019 Errors Only
Template List Gech Coiterio Chacca ol oo
Inter/Intralinit 'F'rocessiEL‘:n'it Journal i E Process Line 10

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

Header || Lines || Totals | Emors | Approval

Unit UTARL Journal ID 0000193440 Date 05/31/2018

Approval Status Find First ‘4 10of1 ‘% Last

Unit UTARL

Approval Check Active Y

Approval Status Pending Approval

Approval Action Approve
Deny Comments

254 characters remaining
Department Approval
Unit UTARL, 1D 0000199440, Date 2019-05-31, Line Unit UTARL:Pending
Department Approval
Pending

Keith Russell Halman
®© D=partment Manager

GL Journal Approval

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

Hot Routed
Wultiple Approvers
g Aecounting Office Approval
=

Approval History

“INatify | |2 Refresh s Add || 7l Update/Display

Header | Lines | Totsls | Erors | Approval
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Review an IDT Journal Status

IDT Journal Entries

1. Begin by navigating to NavBar > Menu > Financials > General Ledger > Journals >

Process Journals > Review Journal Status.
2. Enter the Journal ID to review.
3. Click Search.

The Journal Header page is displayed, or if multiple
results, select from the list.

This section provides the following information:

Review Journal Status

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

Find an Existing Value

Search Criteria

Business L!rit
Journal ID[ begins with_ | jo00oj 98440
Journal Bstsn 3
UnPost Ss:l.sr‘xn
Document Sequence Nl.mb&'

- [v] | ~

UTARL Q

Journal Header Status

Clexr

Basic Search [@ Save Search Criteria

Journal Header Journal Lines

Unit UTARL

Fiscal Year 2019 @

Accounting Pericd 2

Journal ID 0000182440

Source IDT
Reference Number

Ledger

Journal Date 05/21/2019

Process Instance S7TS0528

Status: Valid
Budget Status: Valid

Ledger Group ACTUALS
Long Description | Gascline Fuel d-sn;sso

Journal Line Totals

Lines 4 Debits

Commitment Control Amount Type
Amount Type Actusls and Recognized

User

1 Save oM Return to Search =| Motify

Journal Header | Journal Lines

1.200.00 USD Credits 1.200.00 UsSD

Owerride M

Purpose for the journal.

Fiscal Year and Accounting Period (e.g. 6 = Feb) when the journal was created.

moo0Ow>»

Journal and Budget Status (e.g. Valid, Posted, etc.).
Total number of lines in the journal entry.
Total amounts of the debits and credits.

4. Click the Journal Lines Tab.

5/20/2022
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IDT Journal Entries

This displays the revenue and expense amounts, account, and chartfield values.

5. Scroll Right to see the status, and journal descriptions.

Journal Header || Journal Lines
Unit UTARL Journal ID 0000199440 Journal Date 05/31/2019
femplate Lisf Lne| 100
Journal Line Data Personalize | Find | View Al | &Y | (& First ‘4 1-40f4 Last
Line # Foreign Amount Account Fund Dept Cost Center Function Program PC Bus Unit  Project Activity
1 -600.00 42201 3108 320105 310172 700
3 600.00 63007 4200 315203 470086 500
4 600.00 10505 3103
5 -600.00 10505 4200
< >
il Save ||[a* Return to Search 47| Nextin List =] Notify
Journal Header | Journal Lines
Journal Header Journal Lines
Unit UTARL Journal ID 0000199440 Journal Date 05/31/2019
Template List Line 100
Journal Line Data Personalize | Find | View All | 2| 5§ First ‘4 1-40f4 Last

Fund

Affiliate Affil Book Code | Budget Date Budget Status  Ref N/R Line Descr
05/31/2019 w N General S5
05/31/2019 v N Fuels & Lubricants
05/31/2019 B N CIB - Intrafund Cash
05/31/2019 B N CIB - Intrafund Cash
<
o) Save | |[gh Return to Search 4| Nextin List =] Notify

Journal Status Codes

N = Journal created, not edited, cannot be posted
V = Journal passed editing, ready for posting

E = Journal edited, contains error
P =Journal posted to general ledger

Budget Status Codes

N = Journal created, not budget checked
V = Journal passed budget checking, ready for posting
E = Journal edited, failed budget checking

6. Click Return to Search to go back and search a different Journal line.

5/20/2022
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IDT Journal Entries

Copy an IDT Journal Entry

Begin by navigating to NavBar - Menu - Financials -
General Ledger — Journals - Journal Entry - Create/Update Journal Entries

Create/Update Journal Entries.

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

1. Click the Find an Existing Value TAB. OR Busess LT ],
Click Keyword Search to do a broader Journal 1D NEXT
more generic SearCh Journal Date|p5/31/2019  |[&)

Add

2. Click the Clear button. This clears

a” Of the pre-existing vaIues. Create/Update Journal Entries

Enter UTARL as the Business Unit Enter any information you have and click Search. Leave fields blank for a list of all values

4. Enter the Journal ID or Journal
Date to do a broader search.

5. Click the Search button. Business Unif=_v | UTARL Q
Journal ID[ begins with _~ |
JounalDate[= v | [05/31/2019 B
Document Sequence Number| begins with |
Line Business Umt Q

w

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

Search Criteria

Journal Header Status[= v ~

Budget Checking Header Status| = v v
source[=_ v | Q
Entered By_m Q

Afttachment E\:lstl = v ‘ ‘ ~ ‘

Journal Class| begins with v Q

D Case Sensitive

| | @
Search Clear asic Search 2 Save Search Criteria

The Journal Header page is displayed, or if multiple results, select from the list.

6. Click the Lines Tab.
Header Ima\s Errors || Approval

Unit UTARL Journal ID 0000199440 Date 05/31/2019
Long Description |Gasoline Fuel charges F
233 characters remaining
*Ledger Group ACTUALS Adjusting Entry | Non-Adjusting Entry ~
Ledger Fiscal Year 2019
“Seurce |DT Period 9
Reference Number ADB Date 05/31/2019
Journal Class Q

Transaction Code GENERAL Q Auto Generate Lines

D Save Journal Incomplete Status

SJE Type | e [ J autobalance on 0 Amount Line

Currency Defaults: USD / CRRNT / 1

Attachments (0) Hem
Reversal: Do Not Generate Reversal Commitment Control
Entered By 6001363564 Tamara Ticknor

Entered On 06/03/2019 9:36:08AM
Last Updated On 06/03/2019 10:29'31AM

5l save ||[ch Retumn to Search 4] Nextin List [=] Notify || &3 Refresh + Add
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7. Click the Copy Journal from the Process drop down list.
8. Click the Process button.

IDT Journal Entries

Lines E A
unit UTARL Journal ID 2019 Errors Only
Template List Change Values
inter/intralnit *Process | Copy Journal v | | Process I Line 1
Lines Personalize | Find | £ | K=
fect L Unit peedTyp t Fund v 1 F Prc PCBusUnit  Projec
U TAR A y [ro172 @ % L
O TAF L Y |7 Y [500 y el
4 r
ITARL 4 42
< >
Lines to add # = @3
Totals Per i & 10f1
Unit Total Lines tal Debit s Joumnal Status Budget Status
\RL
Save + Retum 1o Search Next in List Noti * Refresh » Add
" L LE:

9.
assigned after the journal

is copied.

Leave the default value in the Journal ID (NEXT) field. The next available ID will be

10. The Journal Date field will default to the current date. You may change the date if

necessary. This date determines the accounting period to which the journal will post.

11. Click OK.

Journal Entry Copy

Business Unit UTARL

Journal ID | NEXT

Pournal Date p6/04/2019 [

ADB Date

Currency Effective Date

Reversal Date
® po Not Generate Reversal
O Beginning of Next Period
O End of Next Period
O Next pay
O Adjustment Period
Oonpate Specified By User
Adjustment Period Q

Reversal Date

Refresh

Gopy From ID 0000199440
Ledger
New Ledger

Document Type

ADB Reversal Date

same As Journal Reversal
On Date Specified By User
ADB Reversal Date

Gopy From Date 05/31/2019

[reverse signs
[recatcuiate Buaget pate

save Journal Incomplete Status

A new Journal ID has been assigned and all the information from the original journal is now

copied into the new one. e e
12. Remove or add S
additional journal lines. . "
13. Modify the chartfield o e o o
values. O + m a e "
14. Update the dollar = — ' : e ’ S )
amounts. unestosca 1 [ B B
15. Save and run the Edit o g R
Journal validation "
process. e —————
5/20/2022 Page 13




IDT Journal Entries

Delete an IDT Journal Entry

1. Begin by navigating to NavBar — Menu -
Financials - General Ledger — Journals - Create/Update Journal Entries
Journal Entry - Create/Update Journal

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

Entries.
2. Click the Find an Existing Value TAB. OR Business UnMIUTARL_|Q,

Journal ID|NEXT

Click Keyword Search to do a broader Journal Datep5/3172019 |[5)
more generic search.

Add

Create/Update Journal Entries

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

3. CI|Ck the C|ear button. Th|s Clea rs a” Find an Existing Value | Keyword Search | Add a New Value
of the pre-existing values. Search Criteria
4. Enter UTARL as the Business Unit. Business Unit[=__ v | UTARL Q
Journal ID[ begins with_~ |
5. Enter the Journal ID or Journal Date oumavates <] [t
to do a broader sea rch. Document Sequence Mumher
. Line Business Umt-: ~ Q
6. CI'Ck the SearCh button Journal Header Status[= M M
Budget Checking Header Status| = ~] ] V]
Source[=_ | Q
Entered Bv Q
Attachment EHIStl = ~ ‘ ‘ v ‘

Journal Class| begins with Q

D Case Sensitive

| | ]
Search Clear asic Search |2 Save Search Criteria

The Journal Header page is displayed, or if multiple results, select from the list.

7. Click the Lines Tab.
Header Iuta\s Errors || Approval

Unit UTARL Journal ID 0000199440 Date 05/31/2019
Long Description ([Sasoline Fuel charges F
233 characters remaining
“Ledger Group ACTUALS Adjusting Entry| Non-Adjusting Entry v
Ledger Fiscal Year 2019
*Source |DT Period 9
Reference Number ADB Date 05/31/2019
Journal Class Q

Transaction Code GENERAL Q Auto Generate Lines

D Save Journal Incomplete Status

SJE Type| hd [ autobatance on 0 Amount Line

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

Reversal: Do Not Generate Reversal Commitment Control

Entered By 6001363564 Tamara Ticknor

Entered On 06/03/2019 9:36:08AM
Last Updated On 06/03/2019 10:29'31AM

5l save ||[" Retum to Search 4] Nextin List [=] Notify || &3 Refresh + Add
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IDT Journal Entries

Click the Delete Journal from the Process drop down list.
9. Click the Process button.

Lines | Totals Approval
Unit UTARL Journal ID 0000189440 Errors Only
Template List Search Criteria
nter/ntralnit I *Process| Delele Journal Line| 10
Lines Personalize | Find | 2] E&
Select  Line Unit SpeedType Account Fund Dept Cost Center  Function Program PCBusUnit  Projec
O 1 UTARL Q, ), 4220 Q, Q320105 |Q, [310172  |Q (700 <1 )
0 UTARL a, Q, 630 a, [1200]Q, 315203 0 a
4 ITARL 3 10505 0
UTARL 4 10505 200
< >
Lines to add 1 [E B
Totals Personaize | Fina | view an | Y| ER First ‘4 10f1 Last
Unit Total Lines Total Debits Total Credits  Journal Status Budget Status
ITARL 4 1,200.00 200,00
i save ||[ah Rewm to Search o mextinUst || notty || Retresn s Add
Header | Lines | Tolals | Errors | Approval

A pop-up Message displays:

10. Click Yes.

Message

Are you sure that you want to delete this journal? (5010.30)

Xes, No

11. Click OK.
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IDT Journal Entries

Add an Attachment to a Journal

1. Begin by navigating to NavBar - Menu - Financials - General Ledger — Journals - Journal
Entry - Create/Update Journal Entries.
2. Click the Find an Existing Value TAB or

Create/Update Journal Entries

CIle Keyword Search to dO a broader Enter any information you have and click Search. Leave fields blank for a list of all values
more generlc sea rch. Find an Existing Value || Keyword Search | Add a New Value

3. Click the Clear button. This clears all of the | ™"
pre-existing values. Eumﬁm _ a

H H JournalDate[= v [05/31/2019 5
4. Enter UTARL as the Business Unit. i

5. Enter the Journal ID or Journal Date to do Line Business Uni[ = ] Q

Journal Header Status| = v

a broader sea rch. Eudget Chatkmg HEBUE?’S(B(US‘: v
. Source[= v ] Q
6. Click the Search button. Entered by{pogns win ] N

Aftachment Exist] = ~] ~]
Journal Cass| begins with_~ | Q

Dcase Sensitive

@
Search Clear Iﬁas\c Search |9 Save Search Criteria

<

<

The Journal Header page is displayed, or if multiple results, select from the list.

7. Click the blue Attachments link.

Header Lines Totals Errors Approval

Unit UTARL Journal ID 0000199440 Date 05/31/2019

Long Description |[Gasoline Fuel charges -

233 characters remaining

“Ledger Group ACTUALS Adjusting Entry | Non-Adjusting Entry ~]
Ledger Fiscal Year 2019
*Source DT Period [+]
Reference Number ADB Date 05/31/2019
Journal Class ':1

Transaction Code |GENERAL Q Auto Generate Lines

D Save Journal Incomplete Status

SJE Type | hd [ autobatance on 0 Amount Line
Currency Defaults: USD / CRRNT /1
Reversal: Do Not Generate Reversal Commitment Control
Entered By 6001363564 Tamara Ticknor

Entered On 08/03/2019 9:36:08AM
Last Updated On 06/03/2019 10:29:31AM

olsave | [of Return to Search 4] Nextin List [=] Notify || &¥ Refresh + Add
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IDT Journal Entries

File Attachment

8. Click Browse in the pop-up that displays.

Help

No file selected.

Upload Cancel
9. Click to highlight the file you want to attach.
10. Click the Open button.
@ File Upload X
4 & » ThisPC > Downloads > v »
Organize = New folder E=- m @

MAVeSHOP & . Date modifiec Typ

Microsoft Teams Meadow Park Estates Addition Block 30 Lot 6

[-f
Notebooks = 50-132 @
payment vouche "= 50-132(1)
Spedial Order Re = s0-132
Timesheets i attachments
Training Class Ch @ Open Encumbrances draft
@ Possible defect in 9 chartfield values
travel and expen
= ps (3)
= This PC B ps (2)
» 3D Objects B ps (1)
define = April_Procard
i Dasktop BF-PGC-F5 8/2019 1:42PM  Adobe Acrobat D. 4 KB
Documents #| Monitoring Plan and Specialized Training form
B payroll 05082019
+ Downloads =
=] export_1557322693808

File name: BF-PGC-F5 ~ | All Files ~

File Attachment
Help

11. Click the Upload button. BF-PGC.F5

Upload Cancel

The attachment is added.

12. Uncheck the checkbox if you DO Not want to share the attachment with the approver.
The default is checked.

13. Add a Description if desired to describe the attachment.

14. Click OK if no other attachments need to be added or click Add Attachment and repeat
the steps above to add additional attachments.

Journal Entry Attachments

Unit UTARL Journal ID 0000199440 Date 05/31/2019
Details Personalize | Find | View Al | ] B First ‘& 10f1 '}/ Last
File Name Show to Approver?  Description ser Name Date/Time Stamp
BF-PGC-F5.pdl =

Adding large attachments can take some time to upload, therefore, it is advisable to save the transaction
before adding large attachments

Add Attachment OK

The Attachment displays the number of attachments you added.
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15. Click Save.

16. Click the Lines TAB
and Add or Remove
additional journal
lines.

17. Modify the
chartfield values.

18. Update the dollar
amounts.

19. Save and run the
Edit Journal
validation process.

IDT Journal Entries

Header Lines Totals Errors Approval

unit UTARL

Journal ID 0000199440

Date 05/31/2019

Long Description|Gasoline Fuel charges

233 characters remaining
“Ledger Group ACTUALS

Ledger
*Source IDT
Reference Number
Journal Class Q

Transaction Code GENERAL Q

SJE Type | v

Currency Defaults: USD / CRRNT /1
iAftachments (1}
Reversal: Do Not Generate Reversal

Entered By 6001363564

Entered On 06/03/2019 9:36:08AM
Last Updated On 06/04/2019 549 24AM

| ol Save |'."‘ Return to Search

4] Nextin List

=] Notify

Adjusting Entry | Non-Adjusting Entry ~
Fiscal Year 2019
Period 9

ADB Date 05/31/2019

Auto Generate Lines

D Save Journal Incomplete Status

DAutcbalance on 0 Amount Line

I:‘ CTA

Commitment Control

Tamara Ticknor

% Refresh + Add
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