Columbia University Finance Training

Training Guide: Creating, Approving, and Posting Internal Transfer Journal Entries in ARC

This Job Aid describes the process for entering an Internal Transfer Journal Entry in ARC.

Step 1 Step 2 Step 3
Create Joumnal Entry in ARC sends entrv Approve Journal Entry Navigate to Post Joumnal Eniry
ARC C e
to Approver Lines™ tab
> >
Imitiator Approver Approver

ARC

Online Journal Entry in ARC
1. From my.columbia.edu, click ARC and then Go To ARC.
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Faculty and Staff Enterprise Reporting  ER Testing«  FinSys

Hame Welcome to the ARC Porta

Welcome to the ARC Portal

This is your point of access to Accounting and Reporting at Columbia (ARC) as well as the Financial Data Store (FDS)

Please refer to Resources for tools, forms, training and additional help.
Scheduled Finance

FDS Refresh
Information

»)

Go to ARC
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Go to FDS Go to Columbia

Downtime for ARC, Announcements
FDS, and the
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2. Click the Journals tile.

Journals

Or, click the NavBar > Main Menu > Columbia Specific > General Ledger > Internal Transfer JournalEntry.

The CU Journal Internal Transfers appears. Business Unit (COLUM), Journal ID (NEXT) and Journal Date will be
prepopulated. Click Add.

CU Journal Internal Transfers

Find an Existing Value Add a New Value

Business Unit:| COLUM Q)
Journal ID:

Journal Date: [07/16/2012 |[3

Add

4. In the create Journal Entry Page, click the Header tab. Enter a Long Description and click on the Lines tab.
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Columbia University Finance Training ARC

Training Guide: Creating, Approving, and Posting Internal Transfer Journal Entries in ARC

@0 New Window 2 Help|

Unit: coLuM Journal ID: NEXT Date: 071162012

Long Description: | iz
“Ledger Group: ACTUALS @ Adjusting Entry

Ledger: Q Fiscal Year: 2013

*Source: Period:

Reference Number: ADB Date:

Journal Class: Q

Transaction Code: GENERAL @ [J Auto Generate Lines

[ save Journal Incomplete Status
SJE Type: v [ Autobalance on 0 Amount Line
Curmrency Defaults: USD /AVG / 1

Attachments (0) Commitment Control

Reversal Do Mot Generate Reversal

5. Enter the Journal Line information and click Save.

E=TNeW Y VInaT e [ CUSTIZE T aye e T
Header Totals Errors Approval
Unit: COLUM Journal ID1: NEXT Date: 07/16/2012
Template List Change Values
Inter/intraUnit *Process: Edit Journal 4 Process

EiE

Customize | Find | &4 | %

Select  Line Account  Dept PC Bus Unit Project Activity An Type Initiative Segment Site Fund  Functiol
o 1 Q| Q | Q | Q Q Q Q Q[ al @
2 Q| Q | Q | Q Q Q Q Q[ Ja [ &
< | 3
Matched pair to add : 2 =
Customize | Find | View All | B | B8 First K0 1 of 1 DY Last
Unit Total Lines Total Debits Total Credits | Journal Status Budget Status
COLUM |2 0.000. 0.000. N N
& save | [=] Notify = s Refresh 5+ Add | |7 Update/Display

Business Unit, Account, Department, PC Bus Unit, Project, Activity, Initiative, Segment, Site (if applicable) and
Amount. Speed Type, Fund and Function will be left blank.

Note: When an account number is entered, the matched pair account defaults on the second row.

Note: It is very important to remember that in ARC, credits must be entered as negative numbers. Therefore, if you
are crediting your ChartString for a recovery and want to debit another ChartString for the charge, you must enter
the recovery as a negative number and the charge as a positive number.
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Columbia University Finance Training ARC

Training Guide: Creating, Approving, and Posting Internal Transfer Journal Entries in ARC

6. Click the + button to create an additional Journal Entry line and populate the journal information in the additional
rows.

Select |Line u Lodger SpeedType (Account Dept PC Bus Unit Project Activity An Type Ini
(=] 1 [coLum @ |acTuaLs [ @ (62015 | [0102102 < |[sSPONS | [[Gooo0001 < |[o1 @ |ote e |1
2 [GoLum @ |acTuaLs [ @ |[ooo7 | [0102102 |<a |[SPONS @ [GGo00001 < |[01 @ |[6lE e |[o
(] 3 [Cotum & ACTUALS [ R = [ = < [ =T =
“ [cotum @ |acTuaLs | al | |l | |l |l @ |
- | =
Matched pair to add : P = m

7. Click the Save button. The journal will be saved and you will notice the following updates:
e Journal ID will be changed from NEXT to the next Journal ID number available. This number will be
generated automatically by the system

e Journal Lines are updated with input data set

@ New Window 7 Help [& Customize Page ||
tesder (TR Touls | Emors | Approval
Unic coLum Journal ID1: 0000078209 Date: 0711672012
Template List Search Criteria Change Values
Interfintratinit “Process: Edit Journal 4 Process =) Line: e
Project Activity AnType Initiative Segment Site Fund  Function  Affliate ;"";‘I’ Currency
o i GGo0000T @ o1 @ [GLE @ [10001 (@ [01000009 @ 20 @ (260 Q Q [UsD ¢
2 GGo0000T @ (01 @ [GLE @ (00000 @y (00000000 @ 20 @ (250 Q Q usD
o 3 Geooo1 @ [0 @ (6D @ [oooeo @ (01000001 & 20 Q010 Q Q [usD
4 Goooooos | [0 /@ [6Lo @ [ooo1 [ [onooooon 20 @ 010 Q Q usp
< >
o Verify that total debits equals total credits
teacer (RN tows  Emos  Appeoal
Uit coLuM Journal 0V 0000078229 Date: 0TNa012
Interiraralnn "Process: Ean Joumal - Process 2 Une:
Select  Linw RateType  tichengefate > BaseComwnry  DaseAmount  Refersnce Journal Line Descreson
1 5012 |G Q 100000000 x> USD 105012 TRFODOGOOT ANIMAL HUSBANORY
2 1.050 12 | %G Q 1.000 00 8= ~1.080 12 TRFODOO0OY ANIMAL HUSBANORY
5 5 '
SRS = =
ot Total Lines Totsl Deits Totsl Cresita  Jowrmal Status gt Stases
LN 2 1.050 12 108012
Eseve  lwstty D Retresr Esads &) upcatnupiy

8. Select Edit Journal in the process dropdown menu. Click the Process button. The Edit Journal process performs
sets of data validations on the journal entry lines entered.
Header m Totals | Ermors  Approval G TR Csmae Page 1

Unit: COLUM Journal ID1: 0000078209 Date: 07162012 Errors Only

emplate List

Chany

“Process: Edt Journal - Process

—- i
Select Line  “Unit “Ladger SpeedType Account  Dept PC Bus Unit Project Activity AnType  Init
o | COLUM @ ACTUALS Q le2015 Q@ [o102102/Q [sPONS  Q [GGoo00D1 @ (o1 Q [ee @ e
2 COLUM @ ACTUALS Q [ps0o7 @ fo102102/@Q [sPONS @ [GGooooot @ o1 Q [ee @ oo
o 3 coLum Q@ ACTUALS Q 40000 @ 0103102/Q, |SPONS @ |GGOO10D1 @ (01 Q |elD @ joc
4 COLUM Q  ACTUALS Q ls0000 @ (0103102|Q [SPONS Q |GGO00004 Q@ 01 Q |60 Q@ |1c
< »
Matched pair to add : 2 F A B

Total Lines Total Debits

COLUM 4 500.00 500.0

@ Sae  [c] Netfy | 7 Refresh (Es Add 4| Update/Dsplay
lHeader | Lines | Totals | Eors | Approval

The option to wait for confirmation or proceed appears.

Message

iosdyou Ik 12 wal for Confmaton Bal i EAt procass Ras compited? (510,455

“our ey in ‘compistad,you Wi B retumed 1o i updated Journal. Ifyou £ho0sa a0 Wal pease check
e Frocess Mosilor 1o wedy al P Schedud rocess has compltid Bafre Bcceesing he Joumal

O .
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Columbia University Finance Training ARC

Training Guide: Creating, Approving, and Posting Internal Transfer Journal Entries in ARC

9. Clicking No allows you to work on something else while the process completes in the background. See the section
on Using the Process Monitor to view the Journal processing status. Click Yes to remain on this page to continue.

The Journal Status and Budget Status are changed from N to V. “V” stands for valid entry, meaning no journal
header or no journal line is marked in error and for budget, no journal entry Budget Checking Exceptions.

If the Journal Status or Budget Status displays an “E” it means that there is an error in the journal entry. Click on the
Errors tab to find the detail on the error in order to correct the journal and then repeat step 8.

Customize | Find | View A1 BV B First g org O Lag

Unit Total Lines Total Debits Total Credits | Journal Status Budget Status

coLuM 8 82,957 16 82,957.16 N
Header || Lines | Totals ) Approval

Unit: COLUM Journal ID: 0000079078 Date: 07M712012

~ Header Errors Customize | Find | B | 3

Fist K1 4 or 4 I Last

Unit Field Hame Field Long Name Set Msg  Message Text

COLUM JRNL_HDR_STATUS Journal Header Status | 5860 53

Journal line errors exist for this header.

Customize | Find | B | 2 First 40 4 0f 4 1 Last

Line # Field Name Field Long Name Set Msg Message Text

1 5860 81 Invalid PC Business Unit, Project ID, and Activity ID combination

10. From the Lines tab, go to the Process dropdown menu and select Submit Journal. Click the Process button.

(@ 1veenal Trersfer JounsEnry

Xpv E) L0 dm - Page~ Sefety- Toose |
- Home | Wordist | AddtoFavortes | Sig)
Favortes  Main Menu > Combia Specifc > Generalledger > Intemal Transfer JournalEntry
@ NewWindow ? Help [& Customize Page B h
Header m Totals | Emors | Approval
Unit: coLuM Journal ID1: 0000078209 Date: 0711612012 Errors Only
Template List Search Criteria

Change Vaives
Inter/intraUna. “Process: Edit Journal v Process
Budget Check Joumal

Delete Journal

= 2] Line: 19 @ [=

Select  Line *Unit “Ledger | Edt Chartfield Dept PC Bus Unit Project Activity An Type Init
Edt Joumal
o COLUM @ ACTUALS |Post Joumal 0102102/Q SPONS @ |GGooooot @ [[o1 Q GE @ [[ic
Print Journal (Crystal)
2 COLUM @ ACTUALS_|Print Journal (XMLP) 102102/ @Q [SPONS @ [GGooooot '@ (o1 Q lGLE @ [oc
TRefresh Journal
o 3 colum @ actuaLs| EXINEVEEINNNNIEN o2 @ sPons Q@ [Goootoor @ o1 Q oo @ o
4 ICOLUM Q ACTUALS Q740000 | 0103102 Q [SPONS Q@ [GGO000DD4 Q@ |[o1 Q 60 Q 1C
< >
Matched pair to add : 2 = = @A

Unit Total Lines Total Debits Total Credits  Journal Status Budget Status
coLum 4 50000 500.00 s

@ Sawe | [Z] Notdy ||/ Refresh [E» Add 5] UpdateiDispiay

Header | Lines | Totals | Ervors | Approval

11. Click the Approval tab. The Approval page appears on the screen. The Approval Action will say Approve which
means that the journal has been submitted and is in the approval queue.

Home | Worklist | Addto Favorites

Favortes ~ ManMenu > Columbia Specfic > General Ledger > Internal Transfer JournalEntry

ENew Window 7 Help  [& Customize Page B nitp
Header || Lines || Totals || Errorg]
L 1

Unit: coLum Journal ID: 0000078209 Date: 0711612012 bl

Approval Status

Unit coLum

Approval Gheck Active: Y

Approval Status: Pending Approval

Approval Action:

E1]
Deny Comments: ‘ r>

Departmental Approval

~ BUSINESS_UNIT=COLUM, JOURNAL _ID=0000078209, JOURNAL_DATE=2012-07-16, BUSINESS_UNIT_LN=COLUM:Pendin|(

Internal Xfer Dept Approval

Dept: 0102102
Pending

o Multiple Approvers
Department Level Approval

Dept: 0103102

Pending
GMU\U le Approvers
Department Level Approval

Note: There may be a number of Department Approvers for this transaction as well Central Approvers.
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Columbia University Finance Training
Training Guide: Creating, Approving, and Posting Internal Transfer Journal Entries in ARC

Approving the Journal Entry
1. Click the Approvals tile on the ARC home screen.

Approvals

=

2. Click the Worklist tab.

\ 3 < Welcome to ARC

ViewBy | Type v

@ m
@ Worklist
fiii cha

3. Inthe Worklist, click the Link that displays the Journal ID to approve.

Wiocktist
Favottes  Man Meny » Viordt 5 Workist
Workkst for GL_TEST_03: Intemal Transfer Entry
Work List Filters: ol Feed
from Ouiefrom Morkem  Vached Re Ay Brgaty
Transaction
ALE SCOTTA 27201, A wal Work 24 m 2
YALE SCOTT 04i2712012 Assroved \pproval Workflow Madlus Mark Workea Reasugn
SCO mgyy Transadion
SCOTY 2712012 Agprons Worl 2 m 3
YALE.SCOTTA 04272012 0o cprons Worklow Mediu: Reassign
GLEASON AUCE 1 oo oo Trmeaction  uoo oo e
. 04272012 |, =00 \pproval Workflow 2-Mediur Mare Weerea Reassign
GL_WE_TEST 33 04302012 [>53C0"  appeoat wortiow 2Medum ek Wornsa Resssign
ANGLPAGeSs a0 oo o000, Transaction vl Workflow 2-Medium .
W Rt 05072012, R Aperoval Worklo 2-Megium Mark Workaa Reaasign

4. Click the Approval tab. Make sure that the Approval Action dropdown menu is set to Approve. Click on the
Submit button to approve the journal.

_ Home | Workist | A
Favortes ~ Man Menu > Wm"kist > Worklst

[Zl"lev.“.\’wndow ? Help 1‘

o

Header | Lines | Totals = Emors

Unit: COLUM Journal ID: 0000078206 Date: 071372012

Approval Status

Unit: COLUM

Approval Check Active: S ¢

Approval Status: Not Submitted

Approval Action: Approve | -
Deny Comments: &

e When the journal is approved, the section showing approvals appears green.
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Columbia University Finance Training

Training Guide: Creating, Approving, and Posting Internal Transfer Journal Entries in ARC

Deparimental Approval

Central Approval

BUSINESS_UNIT-COLUM, JOURNAL_|0=0000078223, JOURNAL_DATE =2012-07-17, BUSINESS_UNIT_LN=COLUM:Apsrcved

[t

o If there are additional approvals required, the entry will be routed to the appropriate Worklists.
e If you are the final approver, see the Posting the Journal Entry section for instructions.
Note: You are the final approver if you are the listed last on the approval screen. In the screenshot above, the
Central Approval is the final approver and will need to post this entry.
Posting the Journal Entry

1. After you approve the journal, click the Lines tab. Select the Post Journal option from the Process dropdown
menu and click the Process button.

w
m Home | Workist | AddtoFmortes | Sig
Favortes ManMenu > Colmba Specfic > Generalledger > Intemal Transfer Joumakntry (o)
@I NewWindow ? Help  [¥ Customize Page S+
Header Totals | Emors | Approval %
Unit: COLUM Journal ID1: 0000075015 ate: 04/24j2012 ) Errors Only
Template List Search Critenia
Inter/intralot “Process: Edit Joumal / 2) @ Line: 0 3 E
Budget Check Journal _
Delete Journal
Select Line  Unit Ledger Edit Chartfield Dept PC Bus Unit Project Activity AnTypea  lnit
Edit Journal
3 COoLUM ACTUALS 2510102 SPONS INTRUNIT
Print Journal (Crysta)
4 coLuM ACTUALS |Print Journal (XMLP) 2510102 GENRL INTRUNIT
Refresh Journal
100 COLUM QU ACTUALS |Submit Journal ey (6061701 £ ISPONS Q 'PG003063 Q4 (01 Q [Gle Q l4¢
2 COLUM Q@ |ACTUALS Q 63430 Q 16002401 @ |GENRL Q UR00s862 Q|01 Q [l Q [4¢
L L
Matched pair to add ; 2 EF = M
Unit Total Lines Total Debits Total Credits ~ Journal Status Budget Status
colum |4 512.00 512,00 £
@ Sae | L\ RetumtoSearch |4 &F NextinList = (=] Notify | Refresh [Ey Add
Header | Lines | Totals | Emors | Approval

A confirmation message appears.
2. Click OK. The Journal is now posted and the Journal Status is P and the Budget Status is V.

eades mldals Enmis | Approva

Unit: COLUM ot rrl IO 000M)TRIT) Dates [ EL -y )

Errars Only
Temngiaia Lisi Seaech Crilerka Vigs Aucl Logs
[ e Eal Jumal - —— %] (5 Limec 10 =

Select  Lings U Lesgesr SpsedType Acgoun Depr PC Bus Uit Progeit Aatheiny AN Tygea  initiatis
1 CoLUM ACTUALS 6560 TENSE  SPONS GEOMITT o GLE TON03
2 COLUM ATUALS Q| #5e TEINEXT  SPORS GEONE [ GLE Ton03

. a

e Total Lines. Toaal Debits

CoLuW 2 105012

W Saes Gk Retam e Seaich [ holte 7 Rabesh

Haagar | Lines | Tetals | Eoos | Aegnrld
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Training Guide: Creating, Approving, and Posting Internal Transfer Journal Entries in ARC

Using the Process Monitor
ARC verifies that Journals are balanced (i.e., debits equal credits) and ChartField values are valid.

Only successfully validated journals are eligible for posting. The Process Monitor allows you view the Run Status and
Details of Journals.

1. Click the NavBar > PeopleTools > Process Scheduler > Process Monitor.

Fome | Wokizl | AJD I Fmoiee | signou

Process List

Naigaior = sem

‘Servee List

Aarced Soaren [ Lial Search Readls

View Process Request For

Now i | Hew | Faronals Fags

userin netdis Qe R & 1 Dy | Ratresh
Server J o weme &,| instance From natance T B
Run Status o] ostrivution st B Save On Refresh

2. Search by User ID or Process Instance ID referenced in the Process Confirmation message.
3. Click Refresh. The Process List appears.

IProcess List

5 a mmj | Views All
Select  Instanca  Seq. Procass Type Process Name  User Run Dato/Tima RunStatus  gotroution Dotails

Appication Engina GLUEDIT O mofd  OTDN2020 85303AM EST

If there are Journal errors, the Run Status displays ‘Warning’.

Frocess List

B Q 12062 - Wi Al
Swlect  Instance  Swq Process Type Process Name  User Run DatelTime Run Status latmsiee Details
L et Application Engine GL JEDIT O Mmool NZORD Sl 21AM EST Pasted .L]C“ﬂlld
4225381 Aplicaticn Engire GLJEDIT 0 med003  01AMZ020 LS003AM ST Succass Posted Details

4. To view errors, navigate back to General Ledger > Journals > Journal Entry > Create/Update Journal Entries,
search for your Journal 1D, and click the Errors tab.

Favorles - MainMeraw 5 Geoswl Ledgers o Joumds e+ Joumal Caliy » 5 Cresle/Updale Jooral Enlies.
Horm
m Navigator ~ | Searcn " | Advancec Sesrch - Last Sesrch Results
Heatder || Lnes | Totl] | Emors  Agecoval
Unit COLUM Journal ID Q031817002 Date 12001/2018

Header Errors Personalize | Find | 2] B mAret 4 1011 & Lamt

Unit Fiald Nama Fiald Lang Name Sat @ Taxt
EDOLJM JRNL_HDR_STATUS Joumad Haader Status - S860 48 Joumnal is not balancad on journal totals or balancng CharFleld totals

Line Errors

Poraonsiize | Find | & | Il FArst * 1011 * Last

Fleld Long Name Message Toxt

No journal line batwern lire 1 and line 2 is marked in arar.

Getting Help
Please contact the Finance Service Center
http://finance.columbia.edu/content/finance-service-center

You can log an incident or request a service via Service Now
https://columbia.service-now.com
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