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General Ledger Approvals
This is the General Ledger Approvals course within the General Ledger curriculum.

If you need a reminder on how to navigate through this course using ARC's web-based training

tool (WBT), click here for a quick reference guide.

General Ledger

General Ledger
Approvals

- Assessment

30 minutes

1. Introduction to the
Approval Process in
ARC

5 minutes

2. Reviewing and
ApprovingJournal
Entries

15 minutes

3. Knowledge

10 minutes

e

After completing the General Ledger Approvals
course, you will be able to:

« Explain workflow and how ARC will utilize this feature
throughout the ARC modules to manage the approval
process

+ Submit a journal for approval

+ Access journals pending approval via the Journal
Approval Search page in ARC

« Access journals pending approval via the Worklistin
ARC

* Manage the approval process for journal entries
« Posta journal entry to the General Ledger

ARC™
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Introduction to the Approval Process in ARC

This is the Introduction to the Approval Process in ARC lesson of the General Ledger Approvals
course.

Upon completion of this lesson, you will be able to:

o Identify which types of journals will require approval
e List the different stages of approval a journal may go through
o List the general steps involved in the approval process

Estimated time to complete lesson: 5 minutes
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Workflow

In ARC, workflow controls the routing of a transaction to multiple people throughout a process --
it is the routing of transactions based on roles and rules. Workflow will be commonly used in
ARC to obtain approvals for transactions such as: requisitions, vouchers, and journals. Workflow
helps transactions process more securely and efficiently, as workflow is also controlled by
security rights. Also, workflow helps avoid "lost," paper-only transactions and allows the user to
see where a transaction is in the approval process.

The following is an overview of the workflow and approval process in ARC:

1. Deptinputs transaction Special approval may

2. Departmental approval as be required (e.g.. AP
required — generally all Audit & Review) Ifapprovals are
departments on the transaction received, fransaction is

processed
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Journal Entry Approval and Workflow

Columbia University will be entering journal entries (internal transfers and general journal
entries) online and through the spreadsheet journal import tool. Journal entries that are created in
these ways will go through a journal approval process.

Journals may potentially route through two stages of approval:

Stagel
Departmental
Approval

Stage 2
Central
Approval

At least one approval in the Departmental Approval stage will always be required. Additional
approvals, either departmental (i.e. foreign approval) or central (i.e. SPF, Capital Asset
Accounting) may be required based on data on the specific journal entry. For additional
information on each stage of approval click here.

A journal is not considered approved until all approvals have been completed and a journal will
not post until it has been approved.
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Approval Process Overview

When a journal is submitted for approval it routes to the approver(s)'s Worklist(s). The approver
can access the journal via his/her Worklist or the Journal Approval Search page. The approver
opens the journal and verifies the information on the journal header and journal lines.

Approvers can select to approve or deny the journal on the Approval tab and once a selection is
made, the approver submits the journal.

No e-mail notification is sent to approvers when a new journal is routed to their Worklist.
However, if the journal is denied by one or more approvers, an e-mail notification will be sent to
the initiator of the journal entry.

If the journal is approved by all approvers, then the journal is eligible for posting.

Deny the: Email notification —
Journal from the sent to lournal Journal can

not be posted

Approval Tab

)

Approve the
Journal from the
Approval Tab

notification
V by all approvers

“lournal approved
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Reviewing and Approving Journal Entries

This is the Reviewing and Approving Journal Entries lesson of the General Ledger Approvals
course. Upon completion of this lesson, you will be able to:

Access the Journal Approval Search page in ARC
Access the Worklist in ARC

Review and approve journals pending approval
Manually post an internal transfers journal

Estimated time to complete lesson: 15 minutes
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Worklist

The Worklist is a place where you will manage the items that are routed to you and pending your
action. It is recommended that you manage your Worklist daily since there will be no e-mail
notification when a new item is routed to you.

You can access the Worklist from the Main Menu or from the Universal Header:
Main Menu Universal Header

ARC

Favorites = Main Menu

Home

| Asdto Faverites | Sign eut

Personalize Content | Layout

|Ilem|
Search:

I ®
> Columbia Specific
> Supplier Contracts
[» eProcurement
[> Senvices Procurement
[> General Ledger
[> Set Up Financials/Supply Chain
> Enterprise Components
0]

v
[» PeopleTools
= Chanoe My Password

Some of the features of the Worklist are seen on the image below:

Favores | Thiscolumn displays the status of the
- Work Item (‘Transaction Approved”

means you have already approved the This column allows you to The links on this column Once action has been taken
Worklis{ transaction; ‘Approval Routing’ means organize your Worklist by will take you directly to the onan item you can remove
thetransaction needs to be ratewed prioritizing items from worklist item that is it from your Worklist by

pending approval.

and approved) ‘3 -Low’ to ‘1-High'.

marking it as complete.

Transaction &
Michael Kerstan 041132012 , =TEEC Approval Workllow 2-Medum v
1
Integrating System Transaction oeaom BN Eian
ol 051022012 S0 Approval Workflow. 2-Medium Mark Worked Reassign
GLJoumalApproval, 981, COLUM,
1901-01-01. N. 0, o
BUSINES:! INIT.COLUM
Binoy Saha 0510312012 Transaction Approval Workfiow 2Medum v J 05 Mark Worked
Approved J
SljoumnalApproval, 1061, COLUM,
1801-01-01. N0,
Traiisactbn BUSINESS ‘UNIT-COLUM
GL_WF_TEST_31 0510412012 Approval Workflow 2Medium ~ | JOURNAL 1D:0000076073 Mark Worked Reassign
Approved JOURNAL DATE 2012-05-04
BOSING NIT_LN.COLUM
BBCAGR
GLJournalApproval, 1043, COLUM,
1901-01-01.N.0
BUSINES: 17}
Stacey Tsai (Any)  05/0412012 Approval Routing Approval Workflow 1High v JOURNAL If 0 ar F

o}
JOURNAL DA 5-03
BUSINESS UNIT LN.COLUM
RDCRAOA
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Journal Approval Search Page

The Journal Approval Search page is a custom page where you can search for journals (both
internal transfers and general journal entries) that have been routed to you via workflow.

Favorites | Main Meru >I Columbia Specific » General Ledger > Workflow > mﬂwwdﬁﬂhl al

Journal Approval Search

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

Find an Existing Value

Lirnit the number of results fo (up to 3000 |300

Business Unit: = COLUM Q

Journal ID: [contains =] 450

Journal Date: = = ]

Journal Class: [begins wim =] Q,

Journal Creation Date:[= =]

Journal Total Debits: [= -

Source: W [ a
Description: [begine wim =]

Created By [begins win =] Q
Attachment Exist: = = =

™ Case Sensithe

Search Clear . |Basic Search (g Save Search Criteria
Search Results
Wiew All
. Journal
Business [ Journal Journal TotaUnPost  Ledger

Journal Creation Date  Total o

Currs
e — M,%!Dn«mm o

COLUM 0000000450 032152012 (blank) 0312172012 108 38PM100 0 ACTUALSTF  USD Internal transfer journal en'.r4

When you select the journal from the search results, you will be taken directly to the Approval
page for that journal where you can choose to deny or to approve the journal.

Favorites  Main Menu > Colmbia Specfic » General Ledger » Workflaw » Journal Approval Search

Heager | Lines || Tolals | Errors

Unit: COLUM Journal ID: 0000075450 Date: 05032012

Uitz COLUM
Approval Check Active: iV
Approval Status: Pending Approval
Appraval Action: Apprave =
. L — [E]
Deny Comments: Approve
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Reviewing and Approving a Journal

When a journal entry is routed for approval, the approver(s) need to verify the information on the
journal header and journal lines and decide whether to approve or deny the journal entry.

In the following topics the focus will be on performing the following tasks in ARC:

e Accessing the journal requiring approval from the Journal Approval Search page and
approving the journal

e Accessing the journal requiring approval from the Worklist and approving the journal

e Posting the journal entry
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Approving a Journal via the Journal Approval Search Page

Consider this scenario: A 7-series fund transfer journal has been submitted for approval. This
internal transfer requires Departmental and Central approval. You will first play the role of the
Departmental approver and you will proceed to approve the fund transfer.

Please note that both Departmental and Central approvers may access journals pending approval
from the Journal Approval Search page and the Worklist.

Estimated time to complete topic: 4 minutes

Procedure

Welcome to the Approving a Journal via the Journal Approval Search Page topic. In this

scenario you will learn how to navigate to the Journal Approval Search page, search for the
journal pending approval, and approve the journal.

ORACLE’
PEOPLESOFT ENTERPRISE
. ,— Select a Language:
Userib: English Esparial
Passwort Elzgsgzws Erzﬂvtgsgig du Canada
Retinds ey
Polski Porugués
Suomi Swenska
Cedtina BEE
=l Eycoimi
Ty T 2
B il
SetTrace Flags UK English
Copyright @ 2000, 2010, Oracle and/or its affiliates. Al rights reserved. ragistered trademark of Oracle
Corporation andior its atfilistes. Other names may be trademarkcs of thei ners B
[T [ [@neeme 75~ [Foms -
Step Action
1. In this scenario you will log in to ARC with a generic Departmental Approver UNI
and Password.
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ORACLE’
PEOPLESOFT ENTERPRISE

Select a Language:

User ID:
English
Password: Dansk

Francais

Italiang
Nederlands

SelTrace Flags

Copyright @12000, 2010, Oracle andor its affiliates. Al rights reserved. Oracle is a registered trademark of Oracle
Corporation andser its affiiates, Dther names may be trademarks of their respective owners.

Espafinl
Deutsch

Frangais du Canada

=

I ¥

R

Step Action

2. Click in the User ID field.

ORACLE
PEOPLESOFT ENTERPRISE

Select a Language:

User ID: |
English
Password: Dansk

Frangais
ltaliano
Mederlands

SetTrace Flags

Copyright @ 2000, 2010, Orasle and/or s affiliates. A rights reserved. Dracle is a registered trademark of Oracle
Corporation andser its affilistes, Dther names may be trademarks of their respective owners

=

T T |6 meemet

o [He -
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Step Action

Enter the desired information into the User ID field. Enter "DEPT_APPROVER".

ORACLE’

User ID: EEFT_AF'FHOVERl
Password:

Copyright @ 2000, 2010, Oracle and/or s affiliates 4 rights reserved. Oracle is 3
Corporation andser its affiiates, Dther names may be trademarks of their respective owners.

PEOPLESOFT ENTERPRISE

Select a Language:
nglis

Dansk
rangai

ltaliano

Mederlands

Polski

Suomi

Cedting

2=

]

L

K E

;

i

=
=

i
=4

prd
lish

[
=

:

E

m
5]
2 |
e
=

7

=
&
kel

L

[

RN

|75 - [ w0 -

Step Action

Click in the Password field.
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ORACLE’
PEOPLESOFT ENTERPRISE

user 10: FEFT_APRROVER Select a Language:
English Espafinl
Password: ‘ Dansk Deutsch
Francais Frangais du Canada
ltaliano Magyar
Mederlands Morsk
Portugués
Suenska
B%iE
Pyookui
b

SelTrace Flags

Copyright @12000, 2010, Oracle andor its affiliates. Al rights reserved. Oracle is a registered trademark of Oracle
Corporation andser its affiiates, Dther names may be trademarks of their respective owners.

=

R

I ¥

Step

Action

Enter the desired information into the Password field. Enter "TRAINING".

ORACLE
PEOPLESOFT ENTERPRISE

User ID: PEFT_AFFROVER Select a Language:
English Espafinl
PasswWord: [sssessees| Dansk Deutsch
Francais Frangais du Canada
ltaliano Magyar
Mederlands Horsk
Portugués
Suenska

SetTrace Flags

Copyright @ 2000, 2010, Oracle andfor its affiliates. 4 rights reserved. Oracle is = registered trademark of Oracle
Corporation andser its affiiates, Dther names may be trademarks of their respective owners.

=

I~ T

RN
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Step Action

6. Click the Sign In button.

[Sonn-

Favarites | Main Meru

Personalize Content | Layout
[Menu =J

Search:

e [N

> Columbia Specific

[> eProcurement

[» Services Procurement

[ Commitment Control

I General Ledyer

[ Set Up FinancialsiSupply Chain
> Enterprise Components

[ Warklist

> PeopleTools

— Change My Password

=
Done [ [ [@neeme 75~ [Foms -
Step Action
7. The Journal Approval Search page is within the Columbia Specific navigation.

Click the Columbia Specific link.
i Columbia Specific]
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Favnvr\tes i MalnvMenu > Columbia Specific

Columbia Specific

ﬁ Columbia Specific
Columbia Specific

Enguns

Workflow E Internal Transfer JournalEnts
ke Columbia Custom Reports Journal Approval Search Calumbia Custom Page for the internal Transfer Journal
=] Ttial Balance by Business LUnit =] Journal Approval Search Entries

Ittps: ffrtstweb. cc.columbia. edu; 184+43/psc/fn3 1qna2 [EMPLOYEE/ERP/sWEELIB_PTPP_SC HOMEPAGE FieldFormubtscrg | | | [ [

€ tnternet [Fa = [®awew « )

Step

Action

Workflow controls the routing of a transaction to multiple people throughout a

process. As an approver, you will go into the Workflow folder to view what
transactions were routed to you.

Click the Workflow link.
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Favnvr\tes i MalnvMenu > Columbia Specific

Columbia Specific

ﬁ Workflow

Approval Search

ournal Approval Search
Journal Approval Search

ittps: ffntstweb. cc columbia edu; 18443/pspfd1 gna2/EMPLOYEE/ERPfc/2CU_GL.ZCU_GL_DIRECT.GBLIPORTALPARAM P | | |

€ tnternet RN

Action

Click the Journal Approval Search link.
ournal Approval Search

ORACLE"

Favarites : Man Menu > Co\umb\avSpecmc > GeneraLLedger > Worgﬂow > Journal spproval Search

Journal Approval Search

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

Limit the number of results to (up to 3003 [300

- I —

Business Unit:

Journal ID: |hegin5 with j‘

Journal Date: [= =

Journal Class: [hegins with =] | aQ,
Journal Creation Date:l: j ‘

Journal Total Debits:  [= j ‘

Source: beging with j‘ QQ
Description: begins with j‘

Created By: |hegin5 W\lhj‘ Q
Attachment Exist: ~ [= = =l

™ Case Sensitive

| Search || Clear |pasic Gearch [E) Save Search Critsria

Home |

[_E’ Mew Window hitp

| »

Done

L

@ mntemer

7 - [Hio0w -
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Step

Action

10.

This is the Journal Approval Search page.

There are no requirements as to which search fields you search by. It is not actually
required to fill out any of the fields besides the Business Unit, however, entering
search criteria assists in narrowing the search results.

In this scenario we are going to search for a journal with the following criteria:

Business Unit = COLUM
Journal ID contains '450'

Favgrites - Main Menu > Cu\umh\avSpemﬁc > Genera\'\_edger 3 Wur&ﬁuw > Journal Approval Search

[_E’ Mew Window hitp
Journal Approval Search
Enter any inforrnation you have and click Search, Leave fields blank for a list of all values

Find an Existing Yalue

Limit the number of results to (up to 300;, ,3?

Business Unit: IE  a
Journal ID: |hegin5 with j‘
Journal Date: |: j ‘
Journal Class: [hegins with =] |
Journal Creation Date:l: j ‘
Journal Total Debits:  [= j ‘
Source: beging with j‘ QQ
Description: begins with j‘

Created By: |hegin5 W\lhj‘ Q
Attachment Exist: ~ [= = =l

™ Case Sensitive

oz

Search Clear |pasic Gearch [ Save Search Criteria

4 | »

Done [T [ [ [ neemet Vo~ [Fiom -

Step

Action

11.

Click in the Business Unit field.
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Enter any information you have and click Search. Leave fields blank for a list of all values.
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Limnit the number of results to (up to 300y (300

L A

Business Unit: ==

(B e window httn

Journal ID: |hegm5 with j‘

Journal Date: [= = ]

Journal Class: |hegm5 with j‘ Q
Journal Creation Date: = =

Journal Total Debits: |= =

Source: hegins with j‘ Q
Description: begins with j‘

Created By: hegins with | Q
Attachment Exist:  [= =l =]

I” Case Sensitive

[ gearch || Glear |pasic Search [ Save Search Criteria

| i
RN

Done T T e meeme

Step

Action

12.

Enter the desired information into the Business Unit field. Enter "COLUM".

ORACLE"

Favnvr\tes’MainvMenu > Columbia Specific > General Ledger > workflow > Journal Approval Search
D New window B ntp

niEn

Journal Approval Search

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

Litnit the number of results to (up to 300y (200

I” Case Sensitive

| Search H

GClear |pasic Search B Save Search Criteria

Business Unit: IE cotuw @
Journal ID: |hegm5 with j H

Journal Date: [= = [

Journal Class: |hegm5 with j‘ Q
Journal Creation Date:[= =

Journal Total Debits:  [= j ‘

Source: begins with j‘ Q
Description: begins with j‘

Created By: begins W\Ihj‘ Q
Attachment Exist: |- =l =l

| 3

Done

[

| tnternet

ERERR
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Step Action

13. Click the Journal ID list.

hedins with -

Home

Favgrites - Main Menu > Cu\umh\avSpemﬁc > Genera\'\_edger 3 Wur&ﬁuw > Journal Approval Search
[_E’Newwindnw hrlp

Journal Approval Search

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

Limit the number of results to (up to 3003 [300

Business Unit: = x COLLUM Q
Journal ID: |hegin5 with j‘
Journal Date:

Journal Class:
Journal Creation Date:
=

Journal Total Debits:

Source:

Description: between

Created By: L = Q

Attachment Exist: |- =l =l

™ Case Sensitive

Search Clear |pasic Gearch [ Save Search Criteria

‘ | i
Dione

[T [T [ [ neemet Vo~ [Fiom -

Step Action

14. Click the contains list item.
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Favnvr\tes'MalnvMenu » Columbia Specific > General Ledger > workflow > Journal Approval Search

(B e window httn

neen

Journal Approval Search

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

Limnit the number of results to (up to 300y (300

Business Unit: - COLUM Q

Journal ID:

Journal Date: [= = [

Journal Class: |hegm5 with j‘ Q
Journal Creation Date:[= = |

Journal Total Debits:  [= j ‘

Source: hegins with j‘ Q
Description: begins with j‘

Created By: heging W\Ihj‘ Q
Attachment Exist:  [= =l =

I” Case Sensitive

[ gearch || Glear |pasic Search [ Save Search Criteria

\ i

Done T |epmteme [Fa = [®ae «

Step Action

15. Click in the Journal ID field.

Home

Favarites | Main Menu > Co\umb\avSpecwﬁc > Genera\v\_edger > Wortﬂow > Journal Approval Search

[_E’ Mew Window: hitp
Journal Approval Search

Enter any infarmation vou have and click Search. Leave fields blank far a list of all values.

Lirmit the nurmber of results to (up to 3003 (300

Business Unit: ,E coom o
Journal ID: containg j ‘45|

Journal Date: = =

Journal Class: [hegins with =] | Q
Journal Creation Date:l: j ‘

Journal Tatal Dehits: [= =

Source: begins with j‘ QQ
Description: begins with j‘

Created By: begins W\lhj‘ Q
Attachment Exist:  [= = =1

I” case Sensitive

| Beach | Clear |gasic Gearch [E Save Search Criteria

| »

Done [T [ [ @ nteme 7o~ [Fiomm -
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Step Action

16. Enter the desired information into the Journal ID field. Enter "450".

Favnvr\tes’MainvMenu > Columbia Specific > General Ledger > workflow > Journal Approval Search

(B e window httn

niEn

Journal Approval Search

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

Litnit the number of results to (up to 300y (200

Business Unit: IE cotuw @
Journal ID: | containg j ‘450\

Journal Date: [= = [

Journal Class: |hegm5 with j‘ Q
Journal Creation Date:[= =

Journal Total Debits:  [= j ‘

Source: begins with j‘ Q
Description: begins with j‘

Created By: begins W\Ihj‘ Q
Attachment Exist: |- =l =l

I” Case Sensitive

| Search | Clear |Basic Gearch [ Save Search Criteria

\ i

pone T pmteme [“a = [®ao0w <

Step Action

17. Click the Search button.
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Favorites  MainMenu > Columbia Specific > General Ledger > Workfow > Joumal Approval Search [g]
(B e window httn

Journal Approval Search

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

Limnit the number of results to (up to 300y (300

Business Unit: = ¥ COLUM Q

Journal ID: |cumams j ‘450

Journal Date: [= = [

Journal Class: |hegm5 with j‘ Q

Journal Creation Date:[= = |

Journal Total Debits:  [= j ‘

Source: hegins with j‘ Q

Description: begins with j‘

Created By: heging W\Ihj‘ Q

Attachment Exist:  [= =l =

I” Case Sensitive

search || Clear |masic Search [ Save Search Criteria

Search Results

Miew All First [4] 1of1 [b] Lag|
Business Journal  Journal dournal\y post L edger Currency Attachment
Unit Journal ID Date mJuurnal Creation Date gg:]ai:s Eecuenteloron Source Code Description Created By User ID Exist |
COLUN 0000000450 03/21/201 2 (blank) |03/21/2012 1:08:39PM100 0 ACTUALS ITF usp Internal transfer [ournal entr GL TEST 03 GL WF TEST 33N
‘ | i

T epmteme [Pa - [mae -

18.

Because you refined your search with the Business Unit and Journal ID only one
result matched your search criteria.

Click the COLUM link.
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Favnvr\tes'MalnvMenu > Columbia Specific > General Ledger > Workflow > Journal Approval Search [5]

@Newwimduw IL/Cuamm\zePagE hrlp =

=)
Header Lineg Totals Errars

Unit: coLum Journal ID: 000000450 Date: 0z/21/z02

Approval Status

Unit: COoLUmM

Approval Check Active: N

Approval Status: Pending Approval

Appraval Action: Approve j'

Deny Comments: =

Depattmental Approval

~ BUSINESS_UNIT=COLUM, JOURNAL _ID=0000000450, JOURNAL_DATE=2012-03-21, BUSINESS_UNIT_LN=COLUM:Fendi
Internal Xfer Dept Approval

Dept: 0104102

Pendi

ultiple Appravers
epartment Lewel Appraval

Dept: 7901104

Pendi
Department Level Approval
Campus Approval
= BUSINESS_UNIT=COLUM, JOURNAL _ID=0000000450, JOURNAL_DATE=2012-03-21, BUSINESS_UNIT_LN=COLUM: Awaiti

CUMC Controller's Approval

Not Routed
Multiple Approvers

CUMC Fund Transfer =
3

Done T e mteme [Fa = [®wew «

Step

Action

19.

This is the Journal Approval page.

This is where you will take approval action (approve or deny the journal entry).
Before taking action on this journal, let's review the journal lines.

Page 24




Training Guide
General Ledger Approvals

Favnvr\tes'MalnvMenu > Columbia Specific > General Ledger > Workflow > Journal Approval Search [5]

B Mew Window BCUETD!’H\ZEF‘EQE htlp =l

=)
Header Lines | Totals Errars

Unit: coLum Journal ID: 000000450 Date: 0z/21/z02

Approval Status

Unit: COoLUmM

Approval Check Active: N

Approval Status: Pending Approval

Appraval Action: Approve j'

Deny Comments: =

Depattmental Approval

~ BUSINESS_UNIT=COLUM, JOURNAL _ID=0000000450, JOURNAL_DATE=2012-03-21, BUSINESS_UNIT_LN=COLUM:Fendi
Internal Xfer Dept Approval

Dept: 0104102

Pending
Multig\e Anprovers

Department Level Appraval

Dept: 7901104

Pending
G)Multig\e Approvers

Department Level Appraval

Campus Approval
~ BUSINESS_UNIT=COLUM, JOURNAL _ID=0000000450, JOURNAL _DATE=2012-03-21, BUSINESS_UNIT_LN=COLUM: Awaiti

CUMC Controller's Approval

Not Routed

& Multiple Approvers
CUMC Fund Transter

4 3

Done T e mteme [Fa = [®wew «

Step

Action

20.

Click the Lines tab.

@Nemeduw E,-/Cuamm\zef—‘age hrlp

=

Header " Totals || Errors || Approval |
Unit: COLUM Journal ID: 0000000440 Date: 032112012 I™ Errors Only
Template List Search Criteria Change Yalues Wiew AuditLogs

| Interintralnit

‘Process: Edit Journal =1 ‘&l EE L m 5

Select Line  ‘Unit *Ledger SpeedType Account  Dept PC Bus Unit Project Activity AnType i

i fcoLuM QL ACTUALE Q75400 @ [0104102CQ, [ENRL @ [GTOD1008 Q@ [0 Q [6lo @ [oog
4 COLUM QU ACTUALS Q [fo400 @ [Fa0t101Q [SEMRL Q@ [eTO01008 QL (01 Q [6Lo @ [oog
4 | i

Matched pair to add : 2

unit Total Lines Total Debits Total Credits  Journal Status Budget Status
coLum 2 100.00 100.00 y y
| Ssve 2L RetumitoSesrch |15 Freviousinlst | +E| Mestinlist | [S] Notity | 7 Retresh | el | [ UprlateDisplay,
Header | Lines | Totals | Errors | Approval
« | 5
Done T T e meeme 5 v [mm -
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Step Action

21. Use the scroll bar to view all of the fields on the journal lines.

ORACLE"

Favnvr\tes’MainvMenu > Columbia Specific > General Ledger > Workflow > Journal Approval Search [5]

Header Totals Errors Approval

@Newwimduw BCUETD!’H\ZEF‘EQE hrlp

Unit: CoLUmM Journal ID: 0000000450 Date: 0212012 I~ Errors Only
Template List Search Criteria Chanoe Yalues Wiew Audit Logs
Interfintralnit | ‘Process: Edil Journal =l [ Pracess & & Line: 10 3 &
Custonize | Find | B |
Select  Line AnType Initiative Segment site Fund  Function  Affiliate ‘F"f"'_:ld Currency Amount Rate
-3 L [elo @ [ooooo @y [oooooooncy [ s Q a uso @ 10000 [
4 L 6L Q@ |o0ood Q000000003 Q ’ﬁo\ 640 Q Q  usD ~100.00)|AVG
a1 | B
Matched pair to add : 9 = =
Customize | Find B e K qorg O e
unit Total Lines Total Debits Total Credits  Journal Status Budget Status
coLum 2 100.00 100.00 Y Y
B save | | ReturntoSesrch | [+ Frevious nlst | [+ Mextinlist | [[Z] natity | s Refresh | [Beada| [ Upateibispiay,

Header | Lines | Totals | Errors | Approval

4 | 3

i
T T e meeme R

Step Action

22. Once you have reviewed the data on the Journal Lines page and are ready to submit
the journal for approval click the Approval tab.
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Header Lineg Totals Errars

Unit: coLum Journal ID: 000000450 Date: 0z/21/z02

Approval Status

Unit: COoLUmM

Approval Check Active: N

Approval Status: Pending Approval

Approval Action: Approve ~

Deny Comments:

Depattmental Approval

~ BUSINESS_UNIT=COLUM, JOURNAL _ID=0000000450, JOURNAL_DATE=2012-03-21, BUSINESS_UNIT_LN=COLUM:Fendi
Internal Xfer Dept Approval

Dept: 0104102

Pending

Multinle Approvers
Departmert Lewel Appraval

Dept: 7901104

Pending
G) Multiple Approvers
Department Level Approval

Campus Approval

~ BUSINESS_UNIT=COLUM, JOURNAL _ID=0000000450, JOURNAL _DATE=2012-03-21, BUSINESS_UNIT_LN=COLUM: Awaiti

CUMC Controller's Approval

Not Routed

Multiple Approvers
= cumc Fund Transfer

3
Done

T T e meeme e

Step Action

23. Notice the Approval Action is defaulted to 'Approve’. If you like to approve this

journal you can leave this field as is. If you want to deny you can change the
Approval Action by clicking on the drop down menu and selecting 'Deny".

In this scenario we will approve the journal.
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Favnvr\tes'MalnvMenu > Columbia Specific > General Ledger > Workflow > Journal Approval Search [5]
@Newwimduw BCUETD!’H\ZEF‘EQE hrlp ]
Header Lineg Totals Errars

Unit: coLum Journal ID: 000000450 Date: 0z/21/z02

Approval Status

Unit: COoLUmM

Approval Check Active: N

Approval Status: Pending Approval

Appraval Action: Approve j'

Deny Comments: =

Depattmental Approval

~ BUSINESS_UNIT=COLUM, JOURNAL _ID=0000000450, JOURNAL_DATE=2012-03-21, BUSINESS_UNIT_LN=COLUM:Fendi
Internal Xfer Dept Approval

Dept: 0104102

Pending

Multinle Approvers
Departmert Lewel Appraval

Dept: 7901104

Pending

G) Multiple Approvers
Department Level Approval

Campus Approval

~ BUSINESS_UNIT=COLUM, JOURNAL _ID=0000000450, JOURNAL _DATE=2012-03-21, BUSINESS_UNIT_LN=COLUM: Awaiti

CUMC Controller's Approval

Not Routed
g, Multinle Approvers
CUMC Fund Transter =
4
Done Internet a v | Ho0m -
v

Step Action

24, Once you have selected the Approval Action you can submit the approval.

Click on the Sl_meit button.
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Favnvr\tes'MalnvMenu » Columbia Specific > General Ledger > workflow > Journal Approval Search

|_E’ Mewy Window IL/ Customize Pag|

Header Lineg Totals Errars

Unit: COLUM Journal ID: 000ooo04an Date: 037212012

Approval Status Fi

Unit: COoLUM

Approval Check Active: Y

Approval Status: Pending Approval

Appraval Action: Approve :['

Deny Comments:

Depattmental Approval

~ BUSINESS_UNIT=COLUM, JOURNAL _ID=0000000450, JOURNAL_DATE=2012-03-21, BUSINESS_UNIT_LN=COLUM:Appro
Internal Xfer Dept Approval

Dept: 0104102

Approved
wGL WE TEST 22

Department Level Appraval
032112 - 01:20 P

Dept: 7901104

Approved
GL WF TEST 33
o SLWIE TEST 33

Departmert Level Appravel
0321412 - 01:20 M

Saved ‘ -

Training Guide
General Ledger Approvals

Campus Approval

~ BUSINESS_UNIT=COLUM, JOURNAL _ID=0000000450, JOURNAL _DATE=2012-03-21, BUSINESS_UNIT_LN=COLUM:Pendi

CUMC Controller's Approval

Multiple Approvers
CUMC Fund Transter

< | 2|

Done T epmteme [Fa = [®aow « )

Step

Action

25.

The status next to your department changed from 'Pending' to 'Approved'.

ORACLE
PEOPLESOFT ENTERPRISE

User ID: PEFT_AFFROVER Select a Language:

English Espafinl
Passworid: Dansk Deutsch
Francais Frangais du Canada
o ltaliano Magyar
it Mederlands Horsk
Polski Portugués
Suomi Suenska
iE
Pyookui
(b
[
SetTrace Flags
Copyright (12000, 2010, Oracls andfor s atfilites. Al ights reservad. Oracle is 3 registared trademark of Dracle
Corporation andior its affilistes. Other names may be trademarks of their respective owners. B
Done [ [ | | mtemet RN
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Step

Action

26.

You have successfully approved a journal entry. You can now select the next topic,
Approving a Journal via the Worklist where you will learn how to access the journal
pending approval from the Worklist and approve the entry.

End of Procedure.
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Approving a Journal via the Worklist

In this scenario you will log in to ARC as the Central approver for the internal transfer journal
entry. You will access the journal pending approval from the Worklist and you will approve the
internal transfer journal entry.

Estimated time to complete topic: 4 minutes
Procedure

Welcome to the Approving a Journal via the Worklist topic. In this scenario you will learn how to
navigate to the Worklist, access the journal pending approval, and approve the journal.

ORACLE’
PEOPLESOFT ENTERPRISE
User ID: ,— Select a Language:
English Esparial
Password: Dansk Deutsch
Erantais Erancais du Canada
Rotirtnds ey
Polski Portugués
Suomi Swenska
Cedtina BEE
=0 PyCCimi
Ty T 2
BETx ol
SetTrace Flags UK English
Copyright @ 2000, 2010, Oracle and/or its affiliates. Al rights reserved. Oracle is a registered trademark of Oracle
Corporation andior it atfiliztes. Other names may be trademarks of their respactive suners ﬂ
Done [T [ @ meeme 75~ [Foms -
Step Action
1. In this scenario you will log in to ARC with a generic Central Approver UNI and
Password.
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ORACLE’
PEOPLESOFT ENTERPRISE

Select a Language:

User ID:
English Espafinl
Password: Dansk Deutsch

Francais Frangais du Canada
o ltaliano Magyar
Mederlands Morsk

SelTrace Flags

Copyright @12000, 2010, Oracle andor its affiliates. Al rights reserved. Oracle is a registered trademark of Oracle
Corporation andser its affiiates, Dther names may be trademarks of their respective owners.

=

Done T e meme

R

Step Action

2. Click in the User ID field.

ORACLE
PEOPLESOFT ENTERPRISE

Select a Language:

User ID: [c]

English Espafiol
Passworid: Dansk Deutsch
Frangais Frangais du Canada
ltaliano Magyar
Mederlands Horsk
Portugués
Suenska
B#iE
Pyookui
(b
T el

SetTrace Flags

Copyright @ 2000, 2010, Orasle and/or s affiliates. A rights reserved. Dracle is a registered trademark of Oracle
Corporation andser its affilistes, Dther names may be trademarks of their respective owners

=

Done T T |6 meemet

o [He -
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Step Action

3. Enter the desired information into the User ID field. Enter

"CENTRAL_APPROVER".

ORACLE’

User ID: TRALﬁAF‘F‘ROVERl
Password:

i

SetTrace Flags

opyright © 32000, 2010, Oracle and/or s affiliates. Al ights reserved. Oracl
fon and h

orporation andior its affilistes. Other names may b trademarics of their resp

PEOPLESOFT ENTERPRISE

istered trademark of Oracle

Select a Language:

English Esparial
Dansk Deutsch
Erancais Erancais du Canada
ltaliana Magyar
Mederlands Horsk
Polski Porugués
Suomi Swenska
Cedtina BEE
2= Pycoimi
Ty i 2L
E&ERL gl

UK English

[T [ [@neeme

7 - [ M io0w -

Step Action

4, Click in the Password field.
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ORACLE’
PEOPLESOFT ENTERPRISE

Select a Language:

User ID: | TRAL_APFROVER
English
Password: | Dansk

Francais
ltaliano
Mederlands

SelTrace Flags

Copyright @12000, 2010, Oracle andor its affiliates. Al rights reserved. Oracle is a registered trademark of Oracle
Corporation andser its affiiates, Dther names may be trademarks of their respective owners.

Espafinl
Deutsch

Frangais du Canada

=

Done T e meme

R

Step Action

5. Enter the desired information into the Password field. Enter "TRAINING".

ORACLE
PEOPLESOFT ENTERPRISE

User ID: ,m Select a Language:
English
PasswWord: [sssessees| Dansk
Francais
ltaliano
Mederlands

SetTrace Flags

Copyright @ 2000, 2010, Oracle andfor its affiliates. 4 rights reserved. Oracle is = registered trademark of Oracle
Corporation andser its affiiates, Dther names may be trademarks of their respective owners.

Espafinl

Deutsch

Frangais du Canada
Magyar

Horsk

Portugués
Suenska

=

Done T e meme

RN
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Step

Action

Click the Sign In button.

[Sonn-

Favarites | Main Meru

Personalize Content | Layout

‘Menu

Search:

> Columbia Specific

> Supplier Contracts

[> eProcurement

> Services Procurement
I General Ledyer

[ Set Up FinancialsiSupply Chain
> Enterprise Components
[ Warklist

> Tree Manager

> PeopleTools

— Change My Password

2] = [x]

®

|
Done [ [ [@neeme 75~ [Foms -
Step Action
7. The Worklist is a place where you will manage the items that are routed to you and

pending your action. It is recommended that you manage your Worklist daily since
there will be no e-mail notification when a new item is routed to you.
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Favorites

Main Menu

Personalize Content | Layout

Menu

[2] (=] %]

Search:

[> Columbia Specific

> Supplier Contracts

[> eProcurement

[> Services Procurement

> General Ledger

[> Set Up FinancialsiSupply Chain
[> Enterprise Components

[ Waorklist

[» Tree Manager

[ PeopleTools

— Change My Passward

&

=

Done

[

€ tnternet

R

Action

Click the Worklist link.

Favarites

From

4

Detail View
Worklist

Integrating Systerm 031132012 Transaction
Approval

Integrating Systemn 031312012 Transaction
Approval

Integrating System | o, o004, Transaction
Approval

Integrating Systern o500, Transaction
Approval

Integrating Systern
Approval

Integrating Systerm 0332012 Transaction
Approval

1Main Merid > Worklst Worklist

Worklist for GL_TEST_11: Controller FR&D

Work Li

Date From  Work item Worked By Activity

Appraved Approval Workflow

rpproved Approval Wiorkflow

Approved Approval Workflow

Approved Approval Wiorkdow

Transaction

031312012 Approved

Approval ko

sopraved Approval Wkl ow

2-Medium =

2-Medium =

2-Medium =

2-Medium =
Ji

I-Medium |

B
I-Medium |

(B Mew Window E,/CusturmzePage hrlp =

Link

GLJournalAppraval, 110, COLUM
1801-01-01, M. 0

BUSIMEEE LMITAGENC
JOURMAL [D-CRYODODZ79
JOURMAL DATE:Z01 24
BUSINESS UNIT [MAGEMNC

GLJaurnalAppraval, 108, COLUM
1901-01-01, M, 0

BUSINESE UNITAMERI
JOURMAL [D.CHYOODDZ77
JOURNAL DATEZ071-06-20
BUSINESS UNIT LMAMER]
RDCALR

GLJaurnalAppraval, 108, COLUM
1901-01-01, 1, 0

BUSINESE UNIT-COCIMN
0000275

|
S|

GLJournalApproval, 107, COLUM
1901-01-01, M, 0

BUSINESS UNIT-COLUM
JO

]
BUS
[

RRAL 1D.CMYDOOO250

I8l DATE 2071-0R-29

BUSIMESE URIT LI.COLLIM
DCADR

GLJournalApproval, 105, COLUM

55 URNIT.CUHCI
JOURNAL [D:CHYOODDZ7E
JO I8l DATE 2011-0f-24
EIUSC\NESS LINIT_LMCUHCT

o]
=l

GLJournalApproval, 104, COLUM
T901-01-07, M, .

ot
5

ESS UNIT-CUPRE
Jo AL TD:CMYON00Z76
JO Il DATE 2071-0F-29
BUSIMESS UNIT LM:CUFRE
ROCALR

niEn

Mark Worked

| |[smreassion:

Mark Worked

| |[-Reassian.

Mark Worked

| |[- Reassion

Mark Worked

| |[Reassion

Mark worked

| |[-Reassion

Mark Worked

:\ |- Reassian

Done

1 o o

@ mntemer

7 - [Hio0w -
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Action

This is the Worklist page. On this page you can view all of the items that have been

assigned to you.

Favarites

From

4

Detail View Work List Filters:

CUH
Iniegraling System | pq;; 35099 TFANSACHON Ly ova) workilow T-Medium |v] JOURNAL D.CNY0000278
Approval Approved JOURNAL DATE Z0711-06-20

Inegrating Systarm
Approval Approved

Integrating System
Approval Approved

Integrating Systerm Transaction
Approval Approved

Home

i Main Menu > Worklist > Worklist

(B Mew Window E{Custum\ze?age hrlp

Worklist for GL_TEST_11: Controller FR&D

| [ Feed

Worklist

Date From  Work tem Worked By Activity Priority Link
GLJournalAppraval, 107, COLUM
1801-01-01, M. 0

LIRIT

IT.COLUM
Integrating 8ystem |5,y 3,51 5 | Transactian Approval Wiorkiow Z-Medium =] JOURNAL [D-CH/I000280
Approval Approved

JOURMAL DATE:Z011-06-20
BUSIMNESS UNIT LM:COLUM
EDCALR

GLJaurnalAppraval, 105, COLUM

1901-01-01, M, 0
BUSINESE UNIT: Cl

BU Cl
BOCALR
GLlournalApproval, 104, COLUM,
BUEHESE UHt cUFRE
ML Approval workflow 2-Medium =] JOURNAL D.CHYOO00276
JOURNAL DATE 2011-06-28
BUSINEES UNIT LN.CUPRE
ROCADR

02132012

GLJournalApproval, 103, COLUM

1801-01-
; BUSINESS UM KRAFT

0311 3i2012 |[Tansaction Approval viarkflow Tesium (7] JOURMEL [0CNVI0NIZr
BUS

I8l DATE 2071-0R-24
BUSIMESE URIT LIM:KRAFT
DCADR

GLJournalApproval, 101, COLUM

=l

1 B 55 UNIT NIDOC
Integrating System |5/, 37305 |Transaction Approval viarkllow 2-Medium =] JOURNAL [D.CHYOU00272
Approval Approved

JO 1AL DATE 2011-0f-24

BUSINESS UNIT LM:RJIDOC
ROCALR
GLJournalApproval, 102, COLUM
T901-01-07, M, .
BUSIMNESS UNIT REIDH
031302012 Approval Wkl ow 2-Medium =] JOI IAL [D-CRVO000Z74

Jal I8l DATE 2071-DR-29
BUSINESS UNIT LM:REIDH
ROCALR

Mark Worked

Mark Worked

Mark Worked

Mark Worked

Mark worked

Mark Worked

Reassign

Reassign

Reassign

Reassign

Reassion

Reassian,

[T [T [ [ mneeme

[75 - [ % 100w -

N

Step

Action

10.

Use the scroll bar to view the last items on the Worklist.
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Favorites : Main Menu > Worklist > Worklist
. —— T WUIMUAAL DRI E AU 12Ut =
BUSINESS UNIT [R.COLUM J
GLJournalApproval, 451, COLUM

1401-01-01, 1. 0
BUSINESE UNT-COLUM

GL_WF_TEST_32  D3/19/2012 ;;J";\fgg”” Appraval Workilow 2-Medium = jOURNAL 100000000400 . Mark Worked Reassign
B
BOCALR
GLlournalApproval, 501, COLUM,
BUETESE UHt coLun
Integrating 8ySIEm |4/50,901 2 |Transactian Approval Workilow Z-Medium |v] JOURNAL [DADVO000443 Markworked | | Reassion
Approval Approved JOURNAL DATE2012-02-20
BUSINESS UNIT LH.COLUM

ROCAOR
GLJournalAppraval, 512, COLUM
1-01, M, 0,

ESS UNIT.COLUM .
BMAL [DCHYOD00332 Mark Worked Reassign
I8l DATE 2071-06-30
BUSIMESE URIT LI.COLLIM
ADR

Integrating Systerm 032002012 Transaction

Approval Approved Approval Wiorkilow 2-Medium =

T~
I P o et
5] A=)

GLJournalApproval, 511, COLUM

; ES5 UAIT-COLUM )
Integrating 8ystem | g4 5044 | Transaction Approval viarkflow 2-Medium =] JOURNAL [D.CHYO000235 Mark Worked Reassign
Approval Approved JOURNAL DATE 2012-06-27

ELSINECE UNIT LILCOLUM

o]
=l

RODC
GL.I "InaDIAuumval 421, COLUM,
Transaction

S5 UNIT COLUM
Tray Murphy 032112012 Appraval o o 2 Medium v JOURLMAL D:0000000384
Approved JOURNAL DATE 7012-03-18
BUSINESS UMIT LICOLUM
ROCADR

1GLJnumalAgngval 571, COLUM,

BUSIMESS UNIT.COLLIM

GLWF_TEST_33 03212012 Approval Routing Approval ¥k ow 1-High ¥ | JOURNAL ID:0000000450 Iark orked Reassion
JOURMAL DATE2012-03-21 :
BUSIMESS UNIT LI.COLUM
ROCRADA

o]
=l

Markiworked Reasaign

Refresh

4 | »
T T e meeme [ - [ -

Step Action

11. In this scenario you are going to approve Journal '0000000450'.

Click the GLJournalApproval, 571, COLUM, 1901-01-01, N, O,
BUSINESS_UNIT:CO link.
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Worklist | Addto Favortes |

Favorites : Main Menu > Worklist > Worklist

Lineg Totals Errars Approval

Unit: coLum Journal ID: 0o0oono4an Date: 03219202

@Newwimduw BCUETD!’H\ZEF‘EQE hrlp

Long Description: Ilmernal transfer journal entry - approval

“Ladyer Group: |ACTUALS Adjusting Entry: Mon-Adjusting Entry A
Ledger: Fiscal Year: 2012
“Source: ITF Period: 9

Reference Number: ADB Date: 03/21/2012
Journal Class: Q
Transaction Code: GEMERAL Q@ I” Auto Generate Lines

™ Save Journal Incomplete Status

SJE Type: [ =1 I™ Autobalance on 0 Amount Line

currency Defaults: USD IAVG I
Atachments (0 Commitrment Cantral

Reversal Do Mot Generate Reversal

B save | | ReturntoSesrch | [+ Freviousnlist | [+ Mextinlist | [[Z] notity | | s Refresh | B add | [J2 UpdateDisplay |

Header | Lines | Totals | Errors | Aporoval

. | i

Done T | mteme [Fa = [mae «

Step Action

12. The link from the Worklist takes you directly to the Journal Header page of the
journal entry requiring approval.

Before approving or denying the journal, review the journal lines by click
the Lines link.

Lines
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Favorites : Main Menu > Worklist > Worklist
i (e
a 3 - \ . B New Window  [& Customize Page B tttp
Header Totalz | Errors | Approval

| Interintralnit ]

Unit: COLUM Journal ID: 0000000440 Date: 032112012 I™ Errors Only
Template List Search Criteria Change Yalues Wiew Audit Logs

EE e [0 EE

‘Process: Edit Joumnal =l | Process

CoLum

Select  Line “nit. *Ledger SpeedType Account  Dept PC Bus Unit Project Activity An Type Ini
| m fboLum Q. ACTUALS Q75400 Q. [0104102Q, [SENRL @ [GTOD1o0B Q@ (o1 Q [eo @ foog
4 COLUM QU ACTUALS Q [fo400 @ [Fa0t101Q [SEMRL Q@ [eTO01008 QL (01 Q [6Lo @ [oog
4| | 3
Matched pair to add : 9 = =

First K14 oF 1 'L ast
TotalLines Total Debits Total Credits  Journal Status Budget Status

2 100.00 100.00 ¥ ¥

B save | & Returntosearch | 15 Freviousinlist | 4B Mextinlist | 5] Netity | | Refresh |
‘J

Acd| [ UpdateDisplay,

Header | Lines | Totals | Errors | Approval

3

|
T T e meeme e

Step

Action

13.

Use the scroll bar to verify the rest of the fields on the journal lines page.

Favorites : Main Menu > Worklist > Worklist
@Newwimduw Igfcuamm\zePagE hrlp
/ﬂeaner \- Totals vgrmrs Vﬁppmva\ i
Unit: COLUM Journal ID: 0000000450 Date: 032112012 I™ Errors Only
Template List Search Criteria Change Yalues Wiew Audit Logs
| Interfintralnit | *Process: Edil Journal =l | Process | E & Line: 10 3
£ | B |55
Select  Line Segment Site Fund  Function  Affiliate ;""'_I‘Id Currency Amount Rate Type Exchange Rate
oz 00000000C, Q [30/Q 840 Q Q |usp Q | 10000 AVG & | 1.00000000) ==
4 000000000, Q EQ 640 Q Q usD -100.00 |AVG Q 1.00000000 ==
Bl [ ,
Matched pair to add : 9 = =

First K14 oF 1 'L ast

Total Lines Total Debits. Total Credits  Journal Status Budget Status

unit

coLum - 2 100.00 100.00 ¥ ¥

|E) save | & Returntosearch | 15 Previous it | 4 MextinList | [[Z] oty | s Refresh | Acd| [ UpdateDisplay,
Header | Lines | Totals | Errors | Approval

| 3

i
T e meeme Ry
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Step

Action

14.

Once you have reviewed the data on the Journal Lines page and are ready to submit
the journal for approval click the Approval tab.
Approval

Favgrites : Main Menu > Worklist > Workdist

(B Mew Window E,/Custum\zePage hrlp =
Header | Lines | Totals | Errors

unit; COLUM Journal ID: 0000000450 Date: 312012 e

Approval Status Fi

Unit; coLum

Approval Check Active: v

Approval Status: Pending Approval

Approval Action: |

Deny Comments: (Ed]

Departmental Approval

~ BUSINESS_UNIT=COLUM, JOURNAL _ID=0000000450, JOURNAL _DATE=2012-03-21, BUSINESS_UNIT_LN=COLUM:Appro

Internal Xfer Dept Approval

Dept: 0104102

Approved

« GL WWF TEST 33
Department Level Approval
03/2142 - 01:20 PM

Dept: 7901101

Approved

¢ GL WWF TEST 23
Department Level Approval
032112 - 01:20 PM

Campus Approval

= BUSINESS_UNIT=COLUM, JOURNAL _ID=0000000450, JOURNAL_DATE=2012-03-21, BUSINESS_UNIT_LN=COLUM:Pendi
CUMC Controller's Approval

Multiple Appravers
CUMC Fund Transter

| »

Done [ T[T [ [ meeme 75~ [Foms -

Step

Action

15.

The selection next to Approval Action is 'Approve'. Unless you want to deny the
journal, leave the field as is and proceed to submit the journal by clicking on
the Submit button.
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Favorites : Main Menu > Worklist > Worklist

Header Lineg Totals Errars

@Newwimduw IL/Cuamm\zePagE hrlp ]

Unit: COLUM Journal ID: Oo0DD04sD Date: /P10 2 i

Approval Status Fi
Unit: coLum

Approval Check Active:

A
Approval Status:

Approved to Post

Approval Action: Approve ~

Deny Comments:

Depattmental Approval

Dept: 0104102

~ BUSINESS_UNIT=COLUM, JOURNAL _ID=0000000450, JOURNAL_DATE=2012-03-21, BUSINESS_UNIT_LN=COLUM:Appro
Internal Xfer Dept Approval

Approved

v GL WF TEST 23
Department Lewel Approval
0321412 - 01:20 P

Dept: 7901101

Approved

o GL WF TEST 33
Department Level Approval
03/2142 - 01:20 PM

Campus Approval

= BUSINESS_UNIT=COLUM, JOURNAL _ID=0000000450, JOURNAL_DATE=2012-03-21, BUSINESS_UNIT_LN=COLUM:Appro
CUMC Controller's Approval

¢ Controller FREQ
CUMC Fund Transter

Done

| o]
[ Gwm

R

Step Action
16.

The status of the Controller FR&O Approval changed from 'Pending' to 'Approved'.

Notice that the Approval Status of the journal changed from 'Pending' to 'Approved

to Post'. This indicates that all approvers have approved the journal and the journal
entry is now ready to be posted to the General Ledger.
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ORACLE’

PEOPLESOFT ENTERPRISE
User ID: [CENTRAL_AFFRO Select a Language:
English Espafinl
Password: Dansk Deutsch
Francais Frangais du Canada
o ltaliano Magyar
Mederlands Morsk
Polski Portugués
Suomi Suenska
Cedting B%iE
2= PyCCkMA
Ty R
[ Sik:4 [
Set Trace Flags UK English
Copyright 12000, 2010, Oracle andor ts atfilites. Al ights reserved. Oracle s a registered trademark of Dracle
Corporation andior its affilistes. Other names may be trademarks of their respective owners. B
Done T T [epmteme [Fa = [®aw «

Step

Action

17.

You have successfully accessed a journal pending approval from the Worklist and
approved the journal entry. You can now select the next topic, Posting a Journal
where you will learn how to post a journal in ARC.

End of Procedure.
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ARC™

Posting a Journal

There is a batch post process that runs every two hours during business hours. This batch post
process will only pick up and post journals that have been approved by all approvers and have a
valid status (for edit and budget check). If an approver approves a journal after hours, there is also
a nightly batch post process that will pick up the approved journal.

In some cases, the journal initiator may want to post the journal entry right away instead of
waiting for batch to pick it up.

In this scenario you will learn how to manually post an internal transfer journal entry.

Estimated time to complete topic: 3 minutes

Journal has a Journal has a Journal has a Journal is
Valid Journal Valid Budget Valid eligible for
Status Status Approval Posting
Status

Please note that the process of posting an internal transfer journal entry and a general journal
entry is the same. The only difference is how you access the journal entry - Internal Transfer

Journal Entry page (Internal Transfers) versus Create/Update Journal Entries (General Journal
Entries).

Procedure

Welcome to the Posting a Journal topic. In this scenario you will learn how to post an internal
transfers journal that has been approved.
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opyright 2000, 2010, Oracle and/or s affiliates. Al fghts reserved. Oracl
orporation andior its affilistes. Other na

ORACLE’
PEOPLESOFT ENTERPRISE

Select a Language:

User ID:

English Espafio
Password: Dansk Deutsch
Francais Frangais du Canada
o ltaliano Magyar
Mederlands Morsk
Polski Portugués
Suomi Suenska
Cedting BEiE
2= PyCCkMA
Ty LT
L Lihe Loall
Sei Trace Flags UK English

istered trademark of Oracle

mes may be trademarks of their respective owner

=

[

€ tnternet

R

Step

Action

Click in the User ID field.

In this scenario you will log in to ARC with a generic Internal Transfers Initiator
UNI and Password.
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ORACLE’
PEOPLESOFT ENTERPRISE

User ID: ,‘— Select a Language:

English Espafinl
Password: Dansk Deutsch
Francais Frangais du Canada
ltaliano Magyar
Mederlands Morsk

SelTrace Flags

Copyright @12000, 2010, Oracle andor its affiliates. Al rights reserved. Oracle is a registered trademark of Oracle
Corporation andser its affiiates, Dther names may be trademarks of their respective owners.

=

Done T T [epmteme [Fa = [®aw «

Step Action

2. Enter the desired information into the User ID field. Enter "IT_INITIATOR".

ORACLE
PEOPLESOFT ENTERPRISE

User ID: [T_INITIATOR Select a Language:

English Espafinl
Password: | Dansk Deutsch
Francais Frangais du Canada
ltaliano Magyar
Mederlands Horsk

Portugués
Suenska

SetTrace Flags

Copyright @ 2000, 2010, Oracle andfor its affiliates. 4 rights reserved. Oracle is = registered trademark of Oracle
Corporation andser its affiiates, Dther names may be trademarks of their respective owners.

=

pone T T [epmteme [F5 = [®ao0w «
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Step Action

3. Enter the desired information into the Password field. Enter "TRAINING".

ORACLE’

PEOPLESOFT ENTERPRISE

User ID: |IT_INITIATOR

English
Password: W Dansk
Erancais
ltaliana
Mederlands
Polski
Suomi
Cedtina
2=
Ty
&R
Sei Trace Flags UK English

Copyright @ 2000, 2010, Orasle and/or its affiliates. A rights reserved. Oracle is a registered trademark of Oracle
Comporstion andsor its atfilistes. Dther names may be trademarics of their respactive oners

Select a Language:

Erancais du Canada

Magyal
Horsk
oriugué
Swenska
T
cl
i
il

:

:

m

i}

=

=
2
bal -

Done

1 o

7 - [ M io0w -

Step Action

4. Click the Sign In button.

[Sonn-
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Favorites  Main Meru

Personalize Content | Layout
‘Menu 2] (=) [x]

Search:

[ ®
[> Columbia Specific

[> eProcurement

> General Ledger

> Enterprise Components

[ Worklist

> PeopleTools

— Change My Password

Done T T [epmteme [Fa = [®aw «

Step Action

5. You are going to search for the internal transfer journal entry that was approved in
the previous two topics.

The Internal Transfer Journal Entry page is within the Columbia Specific navigation.
Click the Columbia Specific link.

i Columbia Specific]
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Favnvr\tes i MalnvMenu > Columbia Specific

Columbia Specific

ﬁ Columbia Specific
Columbia Specific

| Renorts = Internal Transfer JourtealEnt
§ Columbia Custom Reports Columbia Custom Page for the Internal Transfer Journal Entries

= Trisl Balance by Business Lnt

ittps: ffntstweb. cc columbia edu; 18443/pspffndL gnaz/EMPLOYEE/ERP/c/zcU_aL.zCU_JRML_ENTRY ITF.GeLporTalPar | | [ [ [ [ | mieme [% - [ -

Training Guide
General Ledger Approvals

Action

Click the Internal Transfer JournalEntry link.

!nternal Transfer JuurnaIEmQ

ORACLE"

Favarites : Man Menu > Co\umb\avSpecmc > GeneraLLedger > Internal Transfer JournalEntry

Home |
[_E’ Mew Window hitp

€U Journal Internal Transfers

e ————
Find an Existing Yalue

Business Unit: [coLUM @

«Journal ID: NEXT

Journal Date: |03/21/2012 |5

[

Find an Existing Value | Add a MNew Value

‘ | i

Jjavascript:submitaction_win0{document. wing, #1CSwitchiiode); [ T[T [ @ mneeme V5~ [Foms -
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Step Action

7.

This page gives you the option of searching for an existing journal or adding a new
journal.

In this scenario you will search for an existing journal with the following criteria:

Business Unit: COLUM
Journal ID contains '450'

Favnvr\tes’MainvMenu » Columbia Specific > General Ledger > Internal Transfer JournalEntry

(D Mew window hitp

CU Journal Internal Transfers

( Eind an Existing Value \ﬂiﬂiwﬂ

Business Unit: [CoLUM Q
Journal ID: NEXT
Journal Date: |03/21/2012 Eﬂ

Add

Find an Existing Yalue |Add a MNews Value

4

iavascript:submitAction _winD{document. wind, #1CSwitchMade);

| B
[ @wm

ERERIRY

Step

Action

Click the Find an Existing Value tab.

|f Find an Existing “alue §
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Favnvr\tes'MalnvMenu » Columbia Specific > General Ledger > Internal Transfer JournalEntry

CU Journal Internal Transfers

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

Add a New Value

Limnit the number of results to (up to 300y (300

Business Unit: IE ot @

Journal ID: |hegms with ﬂ|

Journal Date: [= = el
Document Sequence Number: | begins with j|

Line Business Unit: ’;’ [ TTa

Journal Header Status: = j |Nu Stalus - Needs to be Edited j
Budget Checking Header Status:|= j | j
Source: begins with ﬂ| Q

User ID: begins with x| [GL_TEST_03 Q
Attachment Exist: [= = =1

I” Case Sensitive

[ gearch || Glear |pasic Search [ Save Search Criteria

Find an Existing Walue |Add a Mew Walue

Training Guide

General Ledger Approvals

(B e window httn

neen

| 3

Done

RN

Action

Click the Clear button to clear the pre-populated search values.

FavnvmtasEMainvMEnu » Colurmbia Specific > General Ledger > Internal Transfer JournalEntry

CU Journal Internal Transfers

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

Add a New Value

Litnit the number of results to (up to 300y (200

Business Unit: l:, ’|7©\

Journal ID: |hegms with ﬂ|

Journal Date: [= = 1]
Document Sequence Number: | begins with j|

Line Business Unit: ’E ,70‘

Journal Header Status: = =l =l
Budget Checking Header Status:|= j | j
Source: begins with ﬂ| Q

User ID: hegins wnhﬂ| aQ
ittachment Exist: [= = =l

I” Case Sensitive

[ gearch || Glear |pasic Search [ Save Search Criteria

Find an Existing Walug |Add a Mew Yalue

(D Mew window hitp

| 3

Done

RS
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Step Action

10. Enter the desired information into the Business Unit field. Enter "COLUM".

Favorites -~ MainMenu > Columbia Specific > General Ledger >  Intemal Transfer JournalEntry
(B e window httn

CU Journal Internal Transfers

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

Add a MNew Walue

Litnit the number of results to (up to 300y (200

Businass Unit: = coLum Q,

Journal ID: |hegms with ﬂ|

Journal Date: [= = El

Document Sequence Number: | begins with j|

Line Business Unit; == aQ

Journal Header Status: = j | j

Budget Checking Header Status:|= j | j

Source: begins with ﬂ| Q

User ID: begins wnhﬂ| Q

Attachment Exist: [= = =l

I” Case Sensitive

[ search || Glear |masic search [F) Save Search Criteria
Find an Existing Walue | Add a Mew Value

‘ | i
pone T |pmteme [Fa = [®aow <

Step Action

11. Click the Journal ID list.

hegins with =
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Favnvr\tes'MalnvMenu » Columbia Specific > General Ledger > Internal Transfer JournalEntry

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

Add & Mew Value

Limitthe number of results to (up 1o 3003 [200 |

Business Unit: E [com @
Journal ID: hegins with ﬂ|

Journal Date: %,7@
Document Sequence Number: |- ,7

Line Business Unit: ':”t: Q
Journal Header Status: == | j
Budget Checking Header Status: :: | j
Source: hetween Q
User ID: I—Ingmwm:l Q
Attachment Exist: [= = =

I” Case Sensitive

[ gearch || Glear |pasic Search [ Save Search Criteria

Find an Existing Walug |Add a Mew Yalue

Training Guide
General Ledger Approvals

(B e window httn

\ i

Done

[

|| |6 mtemet R

Step

Action

12.

Click the contains list item.

i

Favarites : Man Menu > Co\umb\avSpecmc > GeneraLLedger > Internal Transfer JournalEntry

€U Journal Internal Transfers

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

Add a New Walue

Limit the number of results to (up to 3003 [300

Business Unit: - = COLUM aQ

Journal ID:

Journal Date: [= =l
Document Sequence Number: [ begins with 7|

Line Business Unit: IE ’70\

Journal Header Status: = = =l
Budget Checking Header Status: | = j | j
Source: begins with ﬂ| aQ

User ID: |hegms withj| Q
Attachment Exist: [= = |

™ Case Sensitive

| Search || Clear |pasic Gearch [E) Save Search Critsria

Find an Existing Walue |Add A Mew Walue

[_E’ Mew Window hitp

| »

Done

L

| [ meermet 5~ [Foms -
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Step Action

13. Click in the Journal ID field.

Home

Favorites | Main Menu > Columbia Specific > General Ledger > Internal Transfer JournalEntry

[_E’ Mew Window: hitp
CU Journal Internal Transfers
Enter any infarmation vou have and click Search. Leave fields blank far a list of all values.
Add a New Walue

Lirnit the nurmber of results 1o (up to 300y |300

Business Unit: = = COLUM aQ

Journal ID: contains j M

Journal Date: = =l |

Document Sequence Number: [ bedins with = |

Line Business Unit: - = Q

Journal Header Status: = = =l

Budget Checking Header Status:|= j | j

Source: begins with j| aQ

User ID: begins withj| Q

Attachment Exist: = = =l

I” case Sensitive

Search Clear |pasic Search [E) Save Search Criteria

Find an Existing Walue | Add a Mew Walue

‘ | i
Done [T [T [ [ neemet Vo~ [Hiom -

Step Action

14, Enter the desired information into the Journal ID field. Enter "450".
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Favnvr\tes i MalnvMenu » Columbia Specific >  General Ledger Internal Transfer JournalEntry

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

Add & Mew Value

Limnit the number of results to (up to 300y (300
- - COLUM a
[contains =] [450]

Journal Date: [= = [

Document Sequence Number: | begins with j|

Line Business Unit: = Q

Journal Header Status: = j |

— |

Business Unit:

Journal ID:

Budget Checking Header Status:|=

[E1{EY

Source: begins with ﬂ| Q
User ID: hegins wnhﬂ| aQ
ittachment Exist: [= = =]

I” Case Sensitive

[ gearch || Glear |pasic Search [ Save Search Criteria

Find an Existing Walug |Add a Mew Yalue

Training Guide
General Ledger Approvals

(B e window httn

\ i

Done

[

|| |6 mtemet

RN

Step Action

15. Click the Sgarch button.

Favnvmtas i MainvMEnu » Colurmbia Specific > General Ledger Internal Transfer JournalEntry Sl

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

Add a MNew Walue

Litnit the number of results to (up to 300y (200

==

|cnnlams

Business Unit:

COLUM Q
=][450

= 5

Document Sequence Number: | begins with j|

Line Business Unit: = Q

Journal Header Status: =

Journal ID:

Journal Date: [=

[Kil{EY

Budget Checking Header Status:|=

Source: begins withj| Q

User ID: hegins wnhﬂ| aQ
Attachment Exist: [= = =1
I” Case Sensitive

[ gearch || Glear |Basic Search [ Save Search Criteria

Search Results

(D Mew window http =4

Mg All First [4] 1 of
- Budget Journal
DocumentlLine  Journal 1 Journal Journal
;::‘ﬂ tnPost iness fleader chookinoLeduer g, o Cullency o 7y let Description User ID &
e Header Group Code - 2 cal B
Humber Unit Status Lines Debits
Humber  Unit S (gratus Lines DEDEE ynitg
LOLUR pooo000450 03212012 0 Wlank | valid valid ACTUALSITE UsD 2 00 o Interrial transfer journal entr GL TEST 03 N
Find an Existing Walug | Add a Mew Yalue
< |
iavascript:submitéction_winD{document wind, #ICRoWD'); T T | meemet ERErER
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Step Action

16.

Click the COLUM link.

Favarites : Man Menu > Co\umb\avSpecmc > GeneraLLedger > Internal Transfer JournalEntry [5]

worklist | Addto Favorites |

(B Mew Window E,/Custum\zePage hrlp

Lines Totals Errors Approval
Unit: COoLUM Journal ID: 0naoona4sn Date: 0312142012
Long Description: ||mema| transfer journal entry - approval
*Ledger Group: W Adjusting Entry: IW
Ledger: l— Fiscal Year: 2012
“Source: | | Period: 4
Reference Number: ’— ADB Date: M
Journal Class: ’7Q
Transaction Code: WQ I~ Auto Generate Lines
I” save Journal Incomplete Status
SJE Type: | = I” Autobalance on 0 Amount Line

Currency Defaults: USD/AVG i 1
Altachments (0

Reversal: Do Mot Generate Reversal

B save

Header | Lines | Totals | Errors | Approval

Commitrment Contral

£ Returnto Search | [Z] Natity | | s Refresh

B Add Updte/Display

3

Done

1 o

@ mntemet

[“5 - [ % 100%

T 4

Step Action

17.

This is the Journal Header page.

Before proceeding to the Journal Lines page where you will post the journal, check
the Approval Status to make sure all approvers have approved the journal.
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Favnvr\tes i MalnvMenu > Columbia Specific > General Ledger > Intemnal Transfer JournalEntry (5l

Totals Errars

Approval

Unit: coLum

Long Description:

“Ladyer Group:
Ledger:

*Source:

Reference Number:
Journal Class:

Transaction Code:

SJE Type:
currency Defaults: USD IAVG I

Atachments (0

Reversal Do Mot Generate Reversal

5 save

L Returnto Search

Header | Lines | Totals | Errors | Aporoval

=] Natity |

Journal ID: 0nooooo4so

Date:

03219202

Home

|_E’ Mewy Window IL/ Customize Page

Ilmernal transfer journal entry - approval

02

9
0372172012

I~ Auto Generate Lines

Mon-Adjusting Entry

™ Save Journal Incomplete Status

[rcToas Adjusting Entry:
l— Fiscal Year:

ITF Period:
] ADB Date:
[ Tl

[GEMERAL Q@

I H

Commitrment Cantral

|7 Refresh |

Add |

I” Autobalance on 0 Amount Line

[ UpateDisplay. |

-
Hittp

3

Done

[

| € mtemet

RN

Step Action

18.
Approval

Click the Approval tab.

Favnvr\tes MalnvMenu > Cu\umh\avSpemﬁ[ >

Genera\'Ledger > Internal Transfer JournalEntry  [2]

Depattmental Approval

|_E’ Mewy Window IL/ Customize Page

Header Lineg Totals Errars
Unit: COLUM Journal I0: 0000000450 Date: 0312012 =
Approval Status
Unit: COoLUM
Approval Check Active: Y
Approval Status: Approved to Post
Appraval Action: Approve
Deny Comiments:

= -
Bhtp =

= BUSINESS_UNIT=COLUM, JOURNAL _ID=0000000450, JOURNAL _DATE=2012-03-21, BUSINESS_UNIT_LN=COLUM:Appro

Internal Xfer Dept Approval

Dept: 0104102

Approved
wGL WE TEST 22

Department Level Appraval
03/2142 - 01:20 P

Dept: 7901104

Approved
GL WF TEST 33
Department Level Approval
03/2142 - 01:20 PM

Campus Approval

~ BUSINESS_UNIT=COLUM, JOURNAL _ID=0000000450, JOURNAL _DATE=2012-03-21, BUSINESS_UNIT_LN=COLUM:Appro

CUMC Controller's Approval

¢ Controller FREQ
CUMC Fund Transter

Done

L

| Inkernet

o [ne -
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Step

Action

19.

Use the scroll bar to view the rest of the Approval page and verify that all approvers
have approved the journal.

Favarites : Man Menu > Co\umb\avSpecmc > GeneraLLedger > Internal Transfer JournalEntry [5]
Approval Status: Approved to Post B
Approval Action: Approve ~
Deny Comments:

Depattmental Approval

~ BUSINESS_UNIT=COLUM, JOURNAL _ID=0000000450, JOURNAL_DATE=2012-03-21, BUSINESS_UNIT_LN=COLUM:Appro

Internal Xfer Dept Approval
Dept: 0104102

Approved

v GL WF TEST 23
Department Lewel Approval
0321412 - 01:20 P

Dept: 7901104

Approved

o GL WF TEST 33
Department Level Approval
03/2142 - 01:20 PM

Cam

pus Approval

~ BUSINESS_UNIT=COLUM, JOURNAL _ID=0000000450, JOURNAL _DATE=2012-03-21, BUSINESS_UNIT_LN=COLUM:Appro

CUMC Controller's Approval

Approved

¢ Controller FREQ
CUMC Fund Transter
032112 - 01:26 PM

B save

4

* Approval History

Header | Lines | Totals | Errors | Approval

£ Returnto Search | [Z] Natify | | s Refresh Bk 4

[T [T [ @ mneeme [7a - [Fomm -

Step

Action

20.

All approvers have approved the journal.
The Approval Status ="'Approved to Post'

The journal is ready to be posted.
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Training Guide
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=

@Newwimduw E,-/Cuamm\ze Page hitp

Approval Status: Approved to Post

Approval Action: Approve

Header |[ Lines | Totalz | Emors

Unit: COLUM Journal ID: 000ooo04an Date: 037212012
Approval Status
Unit: COoLUM
Approval Check Active: Y

Fil

Deny Comments:

Depattmental Approval

~ BUSINESS_UNIT=COLUM, JOURNAL _1D=0000000450, JOURNAL_DATE=2012-03-21, BUSINESS_UNIT_LN=COLUM:Appro

Internal Xfer Dept Approval

Dept: 0104102

Approved
wGL WE TEST 22

Department Level Appraval
032112 - 01:20 P

Dept: 7901104

Approved
GL WF TEST 33
o SLWIE TEST 33

Departmert Level Appravel
0321412 - 01:20 M

Campus Approval

~ BUSINESS_UNIT=COLUM, JOURNAL _ID=0000000450, JOURNAL _DATE=2012-03-21, BUSINESS_UNIT_LN=COLUM:Appro

CUMC Controller's Approval

¢ Controller FREQ
CUMC Fund Transter

| »

0 ] o [a - [Swee - 4

€ tnternet

Step

Action

21.

Click the Lines tab.

Select  Line “Unit *Ledger SpeedType Account  Dept
O 3 feoluM Q@ ACTUALS
4 [COLUM | @ |ACTUALS
4 |
Matched pair to add : 9 = =

@Nemeduw E,-/Cuamm\zef—‘age hrlp
Header " Totals || Errors || Approval |
Unit: COLUM Journal ID: 0000000440 Date: 032112012 I™ Errors Only
Template List Search Criteria Change Yalues Wiew AuditLogs
| Interfintrallnit ] Process: Edit Journal =] | Frocess | 10 5 =

PC Bus Unit

Q75400 @ [0104102CQ, [ENRL @ [GTOD1008 Q@ [0 Q [6lo @ [oog
Q 70400 @ [Faoi101@ [GEMRL @ [GTOO1008 @ (01 a [6l0 | [ood

Project Activity

B

unit Total Lines Total Debits Total Credits  Journal Status Budget Status
coLum 2 100.00 100.00 v v
|E) save | [&4 Retuntosearch | [=] Notify | |72 Reiresh | Acd| [ UpdateDisplay,
Header | Lines | Totals | Errors | Approval
4 | 3
Done T T e meeme 5 v [mm -
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Step Action

22. Click the Process list.

IEdit._luurnaI

ORACLE"

Favnvmtas i MainvMEnu > Columbia Specific > General Ledger > Internal Transfer JournalEntry 5]

@Newwindnw E{Custnm\ze?age htm
Header - Totals Errors Approval
Unit: CoLUmM Journal ID: 0000000450 Date: 032112012 I~ Errors Only
Template List Search Criteria Chanoe Yalues Wiew Audit Logs
Interfintralnit *Process: Edit Journal =l I Frocess E & Line: 10 B =
Budget Check Journal
CapyJaurnal & ize | Eind | BT
N _ Delete Joumnal ; _ N e :
Select Line  ‘Unit ‘Ledger oAbt Dept PC Bus Unit Project Activity AnType  Ini
-3 COLUM @ ACTUALS ESS‘JJ”DL'J:?;‘ 01041023, [GENRL @ [6To01008 G 01 Q [olo @ [ooo
4 COLUM  |@ ACTUALS E;:Q:jg:m:}&gﬁ:‘) 7a01101Q [GENRL @ [eTootooe @ [of @ [6l0 (@ [oog
Il Refresh.Journal o
Submit Journal
Matched pair to add : 9 = =

unit Total Lines Total Debits Total Credits  Journal Status Budget Status
coLum 2 100.00 100.00 Y Y
B save | | Retuntosesrch | [ Notity | | Refresh | [Beada| [ Upateibispiay,
Header | Lines | Totals | Errors | Approval
4 | 3
Done T T e meeme 5 - [Hm -

Step Action

23. Click the Post Journal list item.

[Post Joumal |
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; (e
@Nemeduw Igcuamm\zePagE hrlp

*Process:

Interfintralnit

| Header Bl Lin Totals | Errors
Unit: COLUM Journal ID: 0000000440 Date: 032112012 I~ Errors Only
Template List Search Criteria Change Yalues Wiew Audit Logs

[Z [ Line:

Select “Unit
ro [CoLum Q@ ACTUALS Q [0104102Q [GENRL @ [GTODT00E [y

Q H?auﬂml& i|GENRL @ HGTumua @

‘4 ‘Q |ACTUALS
l

]

Unit Total Lines Total Debits Total Credits  Journal Status Budget Status
coLum 2 100.00 100.00 Y Y

[E Ssve] [Q Returnto Sesmh] [El Ntity ] [r:, Refresh UpateiDisplay.
Header | Lines | Totals | Errors | Approval

4 | 3
Done R | |gh meemet e

Step Action

Click the Process button.
| Frocess |

24.

Favnvmtas i MainvMEnu > Columbia Specific > General Ledger > Internal Transfer JournalEntry Sl

Message

Are you sure that you want to postthis journal? (5010,45)

»
[Fa - B -

|pone

| e mtemet

L
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Step

Action

25.

Click the OK button.

ORACLE"

Header Totals Errors Approval

Favnvmtas i MainvMEnu > Columbia Specific > General Ledger > Internal Transfer JournalEntry 5]

@Newwindnw E{Custnm\ze?age htm

Date: 032112012 I~ Errors Only

Unit: COLUM Journal ID: 0000000450
Template List Search Criteria
Edit Journal

*Process:

] |

Unit Total Lines Total Debits

CoLUM 2 100.00

[5) sewe [\ ReturntoSearch [T Notify 4, Refresh
“

Header | Lines | Totals | Errors | Approval

Select Line  Unit Ledger SpeedType Account
] 9 COLUM ACTUALS Q75400
- 4 COLUM ACTUALE Q|70400

EE e [0 BE

& ) HE
PCBusUnit  Project Activity  AnType Initiative
GENRL GT001008 m GLD 00000
GEMRL GTOO01008 o1 GLD ooono

Budget Status

Total Credits ~ Journal Status

100,00 P y

|Betad | | F] Updatemisplay

o

Done

RS

T T | meemet

Step

Action

26.

The journal successfully posted.

The Journal Status changed from V' to 'P' (Valid to Posted).
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ORACLE’
PEOPLESOFT ENTERPRISE

User ID: [T_INITIATOR Select a Language:

English Espafinl
Password: Dansk Deutsch
Francais Frangais du Canada
o ltaliano Magyar
Mederlands Morsk
Polski Portugués
Suomi Suenska
Cedting B%iE
2= PyCCkMA
Ty b
[ Sik:4 [
Set Trace Flags UK English
Copyright 12000, 2010, Oracle andor s atfilites. Al ights reserved. Oracl istered trademark of Oracle
Corporation andiar its affilistes. Cther names may be trademarks of their respective owne B
Done T T [epmteme [Fa = [®aw «

Step

Action

27.

You have successfully posted an internal transfers journal in ARC.
End of Procedure.
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Course References

Please find links to all of the Job Aids, Policies, and Procedures that were referenced throughout
this course:

Job-Aid: Web-Based Training Tool Quick Reference Guide
Job-Aid: Stages of Approval
General Ledger Approvals Training Guide
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Knowledge Assessment

If you are taking this course to obtain security access to one of Columbia University’s Financial
Systems, please ensure you have completed the following:

1. Security Application Request: All security roles must be requested by the user through
the Columbia University Financial Systems Security Application which can be found in
the Service Catalog of ServiceNow (https://columbiadev.service-now.com/navpage.do
(https://columbiadev.service-now.com/navpage.do)). Note: All security roles must be
approved by both the user’s manager and Department Security Administrator (DSA) for
the School/Admin Unit to which access is being requested.

2. Training Requirements: Security access will only be granted once all training
requirements have been fulfilled. After a user has reviewed all of the applicable training
material for a particular role, users must complete the Knowledge Assessment associated
with that training course with a score of 90% or higher. The Knowledge Assessments
can be found in New CourseWorks,
(https://newcourseworks.columbia.edu/portal/site/Finance_Training
(https://newcourseworks.columbia.edu/portal/site/Finance_Training)). If you have any
guestions about the training required for any security role, click here (http://gateway-
7.webservices.lamptest.columbia.edu/files/gateway/content/training/job_aids/Job_Aid_R
ole_to_Course_Directory.pdf)for the Role to Course Directory job aid.

If you are taking this course for information purposes only, i.e., you are not requesting a security
role, no Knowledge Assessment is required.
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Glossary

ARC
Budget Check

Field
General Ledger

Internal
Transfer
Journal Entry

Journal Header

Security

SPF
Workflow

Accounting and Reporting at Columbia. Columbia University's new financial
system.

In Commitment Control, the processing of source transactions against control
budget ledgers, to see if they pass, fail, or pass with a warning.

An area on a page that displays or requires data.

The ‘Book of Record’ which holds all financial transactions in detail or
summary and is used for financial reporting and financial management.

To allocate revenue and expenses from one valid ChartString to another and
to execute fund transfers from one valid ChartString to another.

The recording of financial data pertaining to business transactions in a journal
such that the debits equal credits.

Contains information that uniquely identifies a journal, such as business unit,
journal ID, and journal date.

Controls what level of access a user can have to pages, dollar thresholds,
data, and allowable actions in the system. Security ensures that users have the
appropriate page access and access to data required to perform their job
functions.

Sponsored Projects Finance (formerly Restricted Funds).

Automatic, rule-based routing to pre-determined users based on criteria such
as role, department, commaodity, account and dollar amount. Workflow
manages and tracks the flow of work.
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