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ARC™

Journal Entries
This is the Journal Entries 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

Journal Entries
1 hour, 10 minutes
After completing the Journal Entries course, you
( 3 will be able to:
1.Journal Entries . . X
Overview + Define the rules for journal entries
2. Crasting Online 15 minutes + Explainthe key differences between internal transfers
Journals for Internal \ / d li | .
Transfers and general journal entries
20 minutes 3. Creating Journals + Create and save new journals for internal transfers
—\ ‘j"athe Spreadshect + Create spreadsheet journals for internal transfers and
ournal Import Tool N
4. Reviewing 20 minutes uploadinto ARC
Journals * Run edit check and budget check for imported journals
5 minutes
—— ( ) * Route a journal for approval once it has passed
5. Knowledge budget check
Assessment
10 minutes + Accessthe Journal Approval Search page in ARC
-~/

Page 2



m Training Guide
Journal Entries (Internal Transfers)
Journal Entries Overview

o Differentiate between internal transfers and general journal entries
o List the key functions when processing journal entries in ARC
e Introduce the spreadsheet journal import as an alternative tool to entering journals

Estimated time to complete lesson: 15 minutes
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Journal Entries Defined
Journal Entries Defined

There are different types of journal entries, as you will see in the following section. But all
journal entries follow certain rules, no matter what type of entry they are.

These rules are as follow:

o All journal entries must have a debit and a credit side - and the total debits and the total
credits for any journal entry must equal each other

e When you are in ARC, you must enter credits as negative numbers - this is the only way
that ARC knows it is a credit

o Journal entries are transactions that impact financial balances and related reports, but do
not create transactions with third parties (unlike cash disbursement transactions such as
Accounts Payable, or cash receipt transactions such as the Cash Module)

e Journal entries are made in the General Ledger Module of ARC using valid ChartStrings

o Journal entries are subject to rules for Combo Edits, Budget Checking, and Approvals
(Workflow)
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Types of Journal Entries in ARC
In ARC, journals are established in a number of ways::

Internal transfers are the most common type of
Internal journal entries. They are used to allocate revenue
Transfers and expenses from one valid ChartString to
another.

General journal entries are less common and
generally executed by the Controller’s Office. They
are used for accruals of revenue or expense and to
record a change in balance that cannot be made
via the Internal Transfers page.

General Journal

Entries
(Controllers)

Interfaced journals are systematically generated
Interfaced when a subsystem (e.g., the Cash Module) feeds
Journals transaction information to the General Ledger
module.
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Entry Options
There are two entry options for entering internal transfer and general journal entries in ARC:

Spreadsheet Journal Import

SpreadsheetJournal
Import
* Enablesthe userto
create journals offline
using a customized
Excel template
* Journal Entries page * Allowsfor multiple
(for general journal spreadsheet journals to
entries) be imported into ARC
simultaneously

Online pages in ARC:

* InternalTransfers
page (for internal
transfers journal
entries)

Note: For interfaced journal entries the actual entry is made in the subsystem.
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Process Flow

Once the journal header and journal lines are entered, all journal entries must go through the
following system processes:

Internal
Transfer
Journal Entries

General Journal

Entries
(ontrallers)

O
=) Post
Journal

Note: Steps 1 and 2 happen
Account | simultaneously in ARC when the user
Wt = selects the ‘Edit Journal’ option from

£z Post) ]
Q [40000Q|prntoumal rysan the Process drop down menu.

Interfaced
Journal Entries

*Process: Edit Joumal =

M = (Sumitoumal
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Processes Defined

After creation, journal entries are ready for system processing and then posting to ARC's General
Ledger. Journal processing updates balance sheet and income statement accounts for reporting
purposes; therefore, it is necessary for the proper accounting of assets, liabilities, fund balance,
revenue, and expenses. Journal posting maintains the correct balance in the balance sheet
accounts with subsidiary ledgers so that they reconcile. Journal processing involves entering
journals and saving data to the header and line tables, editing journals, budget checking posting,
routing journals for approval and posting journals to the ledger.

All journal entries must go through the following four key processes:

S
P— ]
The Journal Edit process ensures that ChartField values are valid and
Edit debits equal credits.
Check
———
Ty
— The Budget Check process ensures commitments and expenditures are
controlled by checking the transaction against predefined, authorized
BLCIRES budgets.
Check
o
u The Approval process routes the journal to predefined authorizers
Route for through workflow. The journal may be routed to one or more approvers. A
journal can only be posted if all approvers approve the journal.
Approval
o
- _— Journal posting is the last step of journal entry processing. After journal
posting, a user can no longer edit the entry. A journal can only be posted
JOPD;’;‘ after it has been successfully edit checked, budget checked, and approved.
urr
——

We are focused on the accuracy of journal entries, because this process updates balances in each
of the ChartFields for reporting purposes and maintains the correct balance in the General Ledger
(which should reconcile with all subsystems).
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Benefits
Benefits

Transitioning to the ARC system will bring the following benefits:

e All internal transfers will be accessible through a single page in ARC called the Internal
Transfer Page

o Internal transfers and general journal entries can be entered via spreadsheet upload from
Excel, which reduces data entry, particularly for repetitive entries

o Entries can be flagged to automatically reverse, which reduces data entry relative to
accrual entries

e Expenditure corrections on an AP entry can be handled through AP journal vouchers —
NOT General Ledger journal entries
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Security and Workflow
Security and Workflow

In ARC, there are three components of transaction security and workflow. These are assigned
through the Security/Workflow application process:

1. System Security — you must have access to ARC and to the Internal Transfers and / or General
Journal Entries pages in order to create transactions in ARC

2. ChartField Security — there are two types of ChartField Security

e Security based on Department (which governs the departments you can approve for -
although you can create for any department)

e Security based on Natural Account — generally you will be able to select the natural
accounts you need, but certain natural accounts are restricted

3. Workflow controls the routing of a transaction to multiple people throughout a process.
Workflow is defined as the routing to roles based on rules. Workflow will be used in General
Ledger to obtain approvals for internal transfers and general journal entries. Workflow helps
transactions process more securely and efficiently.
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Prior to continuing to the next lesson, we encourage you to review the definitions of ARC's

eleven ChartFields:

Chart

5

Business Unit

(e.g. COLUM - Columbia
University)

Account 5

(e.g. 40000 - TUITION)

Department 7
(e.g. 0102102 - PRE Office of
the President)

PC Business Unit 5
(e.g. CAPTL — Capital
Projects)

Project 8
(e.5. CPOO1005 - AR
AUDITORIUMY)

Activity 2
(e.8. 01 — AR AUDITORIUM)

Initiative 5
(2.2 41116 - BUS Master of
Business Adimin)

Segment Max 8%
*UNIs can be fewer than 8
characters

(e.g. atj510 - Dr. Albert
Jones; 51000105 - BUS Londan
Intl Seminar

Site 4
(e.g. 1002 - BROADWAY
RESIDENCE HALL)

Fund 2
(e.g. 01 — General
Unrestricted Fund)

Function 3
(e.g. 010 — TUITION)

Legal entity for which
financial statements are
produced.

Used to capture the natural
classification of the
transaction. Accounts begin
with numbers 1-7:

9-Ledger

FAS Subcode /
Account Control

= Assets

= Liabilities

= Fund Balances

= Revenue

= salaries and Fringe
= OTPS

= Internal Transfers

NODOAWNR

Hierarchical breakdown to
traclk financial activity within
the organizational structure.
High level project type. There
are three PC Business Units
to select from:

- capital

- sSponsored Project

- General

FAS BU/MU,
Dept, some SLs

Associates expenses with a GL Acct
specific funding source.
Projects are set up for the
following reasons:
= Fundingis externally
restricted in purpose or
time
-  Fundingis unrestricted or
internally restricted and is
of a significant nature
(e.g., used to fund several
uses) and for which fund
balance is carried forward
= Projectto date reperting
is required and is
different from fiscal year
reporting
= Project has a defined
beginning and end
Work break down structure N/A

for the associated Project.

FAS Account
Title; many SLs

Used track financial activity
related to Academic Programs or
Business Activities,

Used to track components of
Academic Programs or Business
Activities, usually a person or
thing.

FAS Account
Title; many SLs

Building Number or Country
Code

FAS Building
Attribute

Fund Type FAS Ledger #

Categorization of revenues,
expenses, and internal
transfers for all Profit and
Loss (P&L) transactions. This
isthe COB line and the
categorization of functional
expense on the Financial
Statements.

FAS Expense
Function

If you would like to print the table of ChartFields click here

De ion Replaces Required on
transaction

Required on all
transactions

Required on all
transactions

Required on all
transactions

Required on all
transactions

Required on all
transactions

Required on all
transactions

Note: For fiscal year projects
the activity will always be O1.
Only required for
revenue, expense, and
internal transfer
transactions

*If the transaction
dees not call for a
specific initiative, use
the undefined initiative
value: 00000

Only required for
revenue, expense, and
internal transfer
transactions

*If the transaction
does not call for a
specific segment, use
the undefined segment
value: 00000000
Only required for
Capital projects but
should be used when
applicable

This ChartField will
default from other
ChartFields

This ChartField will
default from other
ChartFields
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Creating Online Journals for Internal Transfers

Identify the accounts that correspond to internal transfers

Navigate to the internal transfers page in ARC

Enter internal transfer journals and carry out the standard journal processes
Handle journal edit errors when applicable

Approve and post internal transfer journals to the General Ledger

Estimated time to complete lesson: 20 minutes

Entry option: ARC’s online
Internal Transfers page

Internal
Transfers
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Introduction to Internal Transfers
Internal Transfers Journal Entries

Internal Transfers are used for several reasons, including to allocate revenue and expenses from
one valid ChartString to another and to execute fund transfers from one valid ChartString to
another. (Note, however, that expenditure corrections on an AP entry should be handled through
AP journal vouchers — NOT internal transfers and salary corrections should be handled through
Labor Accounting).

Unlike general journal entries, internal transfers are limited to a narrower range of options to
ensure transfers are easily identifiable for reporting purposes and are one to one and equal in
amounts.

In Columbia University's Chart of Accounts, the ranges of accounts number that can be selected
for internal transfers are as follows:

4 series: Direct revenue
6 series: Direct expenses
7 series: Indirect transfers

For a complete listing of all transfer types and their corresponding definitions and examples click
here.
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When to use Internal Transfers
Internal transfers are the most common type of journal entries.

They are used in the following situations:

o Toallocate revenue / expenses from one valid ChartString to another. For example, if a
department allocates space charges to other departments, an internal transfer journal entry
can be used for the allocation.

o If one department charges other departments for services performed as a valid Recharge
Center (e.g., Print Services).

e To execute a fund transfer from one valid ChartString to another. For example, if a
department needs to fund a Capital Project from an Unrestricted Project. However,
expenditure corrections on an AP entry should be handled through AP journal vouchers —
NOT internal transfers.
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Rules for Entering Internal Transfers
When creating internal transfers in ARC it is important to keep the following rules in mind:

o Internal transfers are made using the “Internal Transfers Page” in ARC
o All transfer debits must have one matching transfer credit, with the same dollar amount
o Certain ChartField values will be defaulted upon save, as follows:

Fund — this will default on save, but can be overwritten

Function — this will default on save, and any values entered will be overwritten by
the default logic once the page is saved.

(Only select users within the Controller's office will have access to override the
defaulted values for function)

e  Only certain account numbers will be available for use in the internal transfers page in
ARC
e Credits must be entered as negative numbers

Additionally, if you are creating a sponsored project cost transfer please review the policy listed
below:

Policy: Sponsored Project Cost Transfers (http://policylibrary.columbia.edu/sponsored-project-
cost-transfers)
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Journal Header

The first step in the journal entry process is entering the journal header information (for
interfaced journals this will happen in the subsystem where the entry was originally created i.e.
Accounts Payable).

On the Journal Header page the system required fields will default :

o Ledger Group - will default to Actuals. This field is grayed out meaning that it can not be
changed.

e Source - will default to ITF for Internal Transfer Journal Entries. This field is grayed out
meaning that it can not be changed.

e Transaction Code - will default to GENERAL. This field is not grayed out and therefore
can be changed.

Long Description and Journal Class are also required fields from a business process perspective
(that is, the system will not stop the transaction if these fields are not populated but it’s best
practice that all users populate these fields with accurate information).

The Long Description is a simple text field where you can enter a description of the journal
being entered. This will give the journal approver context as to what the journal entry is (e.g. a7
series fund transfer).

The Journal Class field is a three digit code that represents the department that initiated the
transaction. It is important that the initiator of the transaction populates this field with the correct
information since this will also be used for reporting purposes.

Below is an image of the Journal Header page and a list of what some of the Journal Class values
will look like in ARC:

Entera description of
the journal entry.

%

Favortes  Main Menu >

= s o) o (oo
Defaulted Fields:

unit: coLun Journal 10: NEXT Date: 08112012
*+ LedgerGroup (Actuats)

M | L’1 * Source (ITF for Internal Transfer
Grou

n
Journal Entries)

“Ledger Group: ‘Adjusting Ent Non-Adjusting Entr -

_ st Entey ! ! * Transaction Code: GENERAL

Ledger Fiscal Year: 012

Reference Number: ADB Dete: [ Look up

e @

Columbis Specfic > General Ledger > Intemal Transfer JoumaEntry

Look Up Journal Class

SetiD: begins with ~
Journal Class: begins with

SUE Type:

Look Ui Clear |[ Cancel |Basic Lookun
Commiment CoMeg i fasic Lookup

;Search Results
View 100 First [4] 1-10 of 10 [3] Last

For example, if the Finance
Department initiated the
transaction then the
journalinitiator will
populate the Journal Class
field with the three digit
code ‘FIN’.

@ Seve | |[E] Notity | | Refresh

Header | Lines | Totals | Exrors | Approval
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Entering the Journal Header for an Internal Transfer Journal

Throughout the Entering the Journal Header for an Internal Transfer Journal topic you will
learn how to:

o Navigate to the Internal Transfers page in ARC
o Identify the fields in the Journal Header page that require data input
e Save the journal header information

Estimated time to complete topic: 3 minutes

Procedure

Welcome to the Entering the Journal Header for an Internal Transfer Journal topic. In this
scenario you will learn how to enter the journal header information for a an internal transfer.

Favorites  Main Meru
Personalize Content | Layout ? Help
‘Menu ==X
Search:
[> Calumbia Specific
[> eProcurernent
> General Ledger
> Enterprise Components
[ Worklist
> PeopleTools
— Change My Password
pone T T [epmteme [Fa = [®aow «

Step Action

1. When you log in to ARC, you will be taken to the home page. The links available
within the menu on the left hand side will differ per user based on role. The internal
transfers page is within the Columbia Specific navigation.
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ARC

Favorites  Main Meru

Personalize Content | Layout

Menu

[2] (=] %]

Search:

&

[> Columbia Specific

[> eProcurement

> General Ledger

> Enterprise Components
[ Worklist

> PeopleTools

— Change My Passward

? Help

=

Done

[

€ tnternet

RN

Step Action

2. Click the Columbia Specific link.
[l Columbia Specifig]

Favarites

Main Menu > Co\umb\avSpecmc

Columbia Specific

ﬁ Columbia Specific

Columhia Specific

Internal Transfer JournalEnt,

Calumbia Custam Page for the Internal Transfer Journal Entries

It fFntstwseb. cc, columbia, &du: 17080/ psp{fria L trd|EMPLOYEE/ERP]c/ZCU_GL.ZCL_JRML_ENTRY_ITF,GBLPFORTALPARAN [

@ mntemet

7 - [Hio0w -
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Step Action

3. Within the Columbia Specific folder you will see a link to the Internal

Transfer Journal Entry page.

Click the Internal Transfer JournalEntry link.

!nternal Transfer JuurnaIEmQ

Favarites | Main Menu > Co\umb\avSpecwﬁc > Genera\v\_edger > Internal Transfer JournalEntry

CU Journal Internal Transfers

Eind an Existing Yalue

Business Unit: [COLUM C,
Journal ID: NEXT
Journal Date: |03/18/2012

Add

Find an Existing Value | Add a MNew Value

ome | wWorkist | Addio Favortes |

Eewwindow 7 Help B hitp

| )
Done [T [T [ [ neemet Vo~ [Fiom -
Step Action
4. This page gives you the option of searching for an existing journal or adding a new

journal.

In this scenario you will add a new internal transfer journal entry.
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Favnvr\tes'MalnvMenu » Columbia Specific > General Ledger > Internal Transfer JournalEntry

CU Journal Internal Transfers

Find an Existing Yalue

Business Unit: [ZoLUM Q
Journal ID: NERT
Journal Date: |03/13/2012 Eﬂ

Find an Existing Yalue |Add a Mews Value

Erewwindow 7 Help B np

. \ o
Done T | mteme [Fa = [®aew -« )
Step Action
5. The Journal ID defaults to NEXT. Do not change this. The system automatically

assigns the next Journal 1D to the journal after it is saved.

The Journal Date defaults to the current date. This date determines the period to
which the journal will post. Change the date when necessary.

Click Add t_o continue.
Add
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Favnvr\tes'MalnvMenu » Columbia Specific > General Ledger > Internal Transfer JournalEntry

[_E’NEWW\TMDW “? Help IL/Cuamm\zePagE hrlp

currency Defaults: USD IAVG I
Atachments (0

Reversal Do Mot Generate Reversal

5 save [=] Notify 7 Refresh
1

Header | Lines | Totals | Erro

S | Approval

Commitrment Cantral

Lineg Totals Errars Approval
Unit: coLum Journal ID: MEXT Date: 039z
Long Description: ||
“Ladyer Group: WC\ Adjusting Entry: W
Ledger: yiq Fiscal Year: 2012
“Source: ITF Period: l—B
Reference Number: ] ADB Date: [oararzoiz|
Journal Class: ’—Q
Transaction Code: [GEMERAL Q@ I™ Auto Generate Lines
¥ Save Journal Incomplete Status
SJE Type: [ =1 I™ Autobalance on 0 Amount Line

[E add | |5 UpdateDisplay |

| i

Done

I o

€ tnternet

RSN

Step

Action

This is the Journal Header page.

Values for Ledger Group, Source, and Transaction Code will default. The only
fields you will need to populate are Long Description and Journal Class.
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Favnvr\tes'MalnvMenu » Columbia Specific > General Ledger > Internal Transfer JournalEntry

[_E’NEWW\TMDW “? Help BCUETD!’H\ZEF‘EQE hrlp

Lines || Totals | Erors | Approval |
Unit: coLum Journal ID: MEXT Date: 039z
Long Description: ||
“Ladyer Group: ACTUALS Q Adjusting Entry: Mon-Adjusting Entry hd
Ledger: aQ Fiscal Year: 2012
“Source: ITF Period: 9
ADB Date: 03711872012

Reference Number:
Journal Class:

Transaction Code:

SJE Type:

currency Defaults: USD IAVG I
Atachments (0

Reversal Do Mot Generate Reversal

|E save [] Notify | |7 Refresh |

Header | Lines | Totals | Errors | Aporoval

GEMERAL QU

|

Commitrment Cantral

™ Auto Generate Lines
¥ Save Journal Incomplete Status

I” Autobalance on 0 Amount Line

|[Es acd | |7 UpdateiDisplay |

3

Done

[ @wm

RSN

Action

Enter the desired information into the Long Description field. Enter "Internal
Transfers Journal Entry".

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

ENewwindow  ? Help  [F Customize Page hrlp

Currency Defaults: USD/AVG i 1
Altachments (0

Reversal: Do Mot Generate Reversal

|B sawe | |[Z] Metity | | Refresh |

Header | Lines | Totals | Errors | Approval

Commitrment Contral

Lines Totals Errors Approval
Unit: CoLuUm Journal ID: MEXT Date: 03192012
Long Description: Ilntema\ Transfers Jaurnal Entn =
*Ledger Group: ’m Q. Adjusting Entry: Mon-Adjusting Entry =
Ledger: ’7 Q Fiscal Year: 2012
*Source: ITF Period: l—g
Reference Number: ’7 ADB Date: M
Journal Class: ’70,
Transaction Code: MO\ ™ Auto Generate Lines

I” save Journal Incomplete Status

SJE Type: | j ™ Autobalance on 0 Amount Line

|Br add |

Update/Display

| »
7 - [Hio0w -

1 o o

@ mntemer
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Action

Click the Look up Journal Class (Alt+5) button.

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

|pone

Look Up

Look Up Journal Class

SetiD: [negmswnhﬁ[
Journal Class:l begins with ﬁl

Look up Journl Class (AIEFS)
T Clear ]| Cancel |Basic Lookup

Search Results

AES Core General |

CCO Calumb

GC Office Global Intiatives
Fin Finance

FPO Faculty Practice Org
LAWY School of Law

LIB Libraries & Info Srvs
Fas

PAT Patholo

[T [T [ [ mneeme

[~ o |

Step

Action

Click the FIN link.
Fll)
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ARC

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

Lineg Totals Errars Approval

[_E’NEWW\TMDW “? Help IL/Cuamm\zePagE hrlp

Unit: coLum Journal ID: MEXT Date: 039z

Long Description: I\mernal Transfers Joumal Entry|
“Ladyer Group: WC\ Adjusting Entry: W
Ledger: yiq Fiscal Year: 2012

“Source: ITF Period: l—B

Reference Number: ] ADB Date: [oararzoiz|

Journal Class: Tl

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 | |[= natify | |2 Refresh Es sdd | |5 UpdateDisplay |
r

Header | Lines | Totals | Errors | Aporoval

. | i

Done T epmteme [Fa = [®ae «

Step Action

10. When you save the journal header page you will be taken to the journal lines page.

Please note that if a required field is not populated you will receive a message
prompting you to enter a valid value for the required field.

Click the Save button.
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Favnvr\tes'MalnvMenu » Columbia Specific > General Ledger > Internal Transfer JournalEntry

Message

Accountis a reguired field in line 1. (5010,134)

Account is a reguired field. The specified line does not have an account value.
Please enter an accountvalue

@ Ksmene |

|pone

[ ([ [ Gwm o~ [

Step

Action

11.

You have successfully entered the journal header information for an internal
transfer journal entry. You can now select the next topic, Entering the Journal Lines
for an Internal Transfer Journal where you will learn how to enter the journal lines
information for an internal transfer journal.

End of Procedure.
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Journal Lines

Once the journal header information has been entered and saved, you will be taken to the journal
lines page.

The journal lines page is where you enter the ChartStrings for your transaction. This is where
amounts are entered (debits must equal credits) and where journal processing is initiated.

Journal processing involves edit checking, budget checking, routing a journal for approval, and
posting a journal to the general ledger. These processing options are within the Process menu
towards the top of the journal lines page.

The image below shows certain features of the journal lines page in ARC:

Journal Header page | | Click on the Totals tab to view Click the Errors tab Click on the Approval tab to view
required field: Long | | the contral and actuals totals and || to reviewthe errors | | the journal approvers) for your
Description the differances for your entry. if status internal transfer journal entry.
\ Journal pracessing involves edit
o and budget checking journals,
submitting a journal for approval,
and posting  journal to a ledger.
unt coum Journaic: e oot w2s202 Select process from drop down
The Look Up o 28 menu then click the Process
function allows nieriaaine procass T E— - Process button
you'to locate TEILIN
o o, ot _tee e o [oT T —— Acomy  AnTe e Segmew S fums fem | Ugathe scroll bar toviewall of
1 e[ a a X 3 a a - - the fields on the journal lines
z A 3 y 3 Yy 3 2 3 1 I page.
Click + to add 2 . z T
morematched [ S . n Journal Status Codes:
pair fines. Click - N = No status; needs to be edited
1o delete. - Total Uines Tots Debis Total Credes. | sowrmal Seatus V= Valid journal; edits are
coum 2 000 0 000) I’ » complete
E = Journal or Budget has errors
Ty e Y
aher| Lnws | Ll ool Budget Status Codes:
N = No Status; needs to be edited
V= Entry passed budget checking
Click the Save buttan, when the All journal enries must have a debit (+] After running a process the )
journal s saved the Journal ID and a credt side(-). The total debits and status will change here. (See with or without warnings
changes from NEXT to a number. the total credits must equal each other. status codes to the right.) E: “:""3' failed to pass budget
checking

For a printable version of this image click here.
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Entering the Journal Lines for an Internal Transfer Journal

Throughout the Entering the Journal Lines for an Internal Transfer Journal topic you will learn
how to:

o Identify the fields in the Journal Lines page that require data input
o Use the look up glass functionality to search for ChartField values
e Save the journal

Click here to access a job aid to familiarize yourself with the fields on the Journal Lines page.

Estimated time to complete topic: 10 minutes
Procedure

Welcome to the Entering the Journal Lines for an Internal Transfer Journal topic. In this
scenario you will learn how to enter the journal lines for a 7-series fund transfer.

Favarites | Main Menu > Co\umb\avSpecwﬁc > Genera\v\_edger > Internal Transfer JournalEntry

Message

Accountis a required field in line 1. (5010,134)

Accountis a reguired field. The specified line does not have an account value,
Please enter an accountvalue.

|pane [ T[T [ [ neemet [Fa - [Haon -

Step Action

1. When the journal header information is saved, the following message will appear
indicating that the Account field is required in line 1.

Simply cIick the OK button to continue to the journal lines page.
-
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Favnvr\tes'MalnvMenu » Columbia Specific > General Ledger > Internal Transfer JournalEntry

[_E’NEWW\TMDW “? Help IL/Cuamm\zePagE hrlp

Select  Line “Unit Account  Dept
| 1 CoLuUM Q ACTUALS
2 CoLum Q. ACTUALS

4 I

: @ E HE

*Ledger SpeedType

Matched pair to add :

Total Debits

Total Lines

CoLumM - 2 10.00

B save [ Notity

Header | Lines | Totals | Errors | Approval

i Refresh

4

Header Totals Errars Approval

Unit: COLUM Journal ID: anpnant 346 Date: 03182012

Template List Search Criteria Change Values
Interintralnit *Process: Edit Joumnal =l Process

=] = Line:

PC Bus Unit Project Activity

—lal_ @l _R_l__ &l @l alkoal
e Y Y —C Y — Y

B
customize | Fing | view &1 | BV 88 ot Kl qora O Lot
Total Credits  Journal Status Budget Status
10.00 I i

B Add UpdsteDisplay

3

iavascript:pAction_winO(document. wind, ACCOUNT§prompt$0;

T T e meeme |45 - [® 100%

M7

Step Action

This is the Journal Lines page.

correct information.

You will need to enter a valid value for each ChartField.

You can either enter the ChartField value directly on each cell or you can click on
the look up glass to search for existing values.

The "Look Up" function is indicated by a magnifying glass next to a field, and it
allows you to locate information through a variety of search methods. For example,
you can search for an account by specifying the account number(s) and/or
description it begins with. The "Look Up" function is available throughout all
modules on a variety of fields and is a good short cut when you are uncertain of the
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Totals \” Errars A

Header A

—
| Approval

Training Guide
Journal Entries (Internal Transfers)

General Ledger > Internal Transfer JournalEntry

D ewwWindow P Help  [# Customize Page e, http

Unit: CoLUM Journal ID:

Template List

Interintralnit |

"Process:

Search Criteria

anpnant 346 Date: 03182012
Change Values
Edit Journal =l Frocess | = & Line: 1 @&

CoLumM - 2

Select  Line Unit *Ledger SpeedType Account Dept PC Bus Unit Project Activity An Type
o COLUM @ ACTUALS Q| Q Q Q Q Q [slo a
2 CoLUM |G ACTUALS Q Q Q Q Q Q oo @
4 | »
Matched pair to add : 2 =

First 10f1 Last

Total Debits Total Credits ~ Journal Status Budget Status

10.00 10.00 I N

& save =] holity | | Refresh |

Header | Lines | Totals | Errors | Approval

4

G Auu_\ Updste/Display |

3

iavascript:pAction_winO(document. wind, ACCOUNT§prompt$0;

|
R | |gh meemet [ - [ -

Action

Click the Look up Account (Alt+5) button.

Favarites © Man Menu > Co\umb\avSpecmc >

GeneraLLedger > Internal Transfer JournalEntry

Look Up

Look Up Account

CUSET
|b9g|n5 W\IhE‘
Description: I hegins with a [
Account Type:lbegma with E‘

SetiD:
Account:

I |

i
L |

Basic Lookup

Search Results
Only the first 300 results of 8 possible 628 can he dizplaye:

Ini Recelvable/Pay
Inter Entity Receivable/P ayahl
TUMON
TUMON - NONDEGREE
SCHOOL FEES

3100 o

| mnemer [75 - [®1o0m -

1 o o
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Step

Action

4.

You can search for an account by listing the account number, description, and/or
account type it begins with.

In this example you will search for an account that begins with '704'

Favnvr\tes:MalnvMenu > Cu\umh\avSpemﬁ[ > Genera\'Ledger > Internal Transfer JournalEntry

Look Up

Look Up Account

SetiD: CUSET

account:  [oegnswin =]
Description: lbegmswwthﬂ{
nctnumType:lheginswwthﬂ‘

| LookUp | Clear | Cancel |Basiclaookup

Search Results

Only the first 300 results of 3 possible 628 can be displayed.

Intra Fund Receivable/Payabls
Intra Entity R blefPavabl

1[0 0 [0 = 2=

T T e nternet a0 -

Action

Click in the Account field.

| i
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Favnvr\tes'MalnvMenu » Columbia Specific > General Ledger > Internal Transfer JournalEntry

Look Up

Look Up Account

SetlD: CUSET
Account: [beging with ﬁ H
Description: I hegins with ﬁ‘
Account Type: [begins with =] |

\r_. kUp | Clear | Basic Laokup

Search Results
Only the first 300 results of 3 possible 628 can be displayed.

Account Typ
Inira Fund Receivable/Payabls

Inira Enfly ReceivablaiPayanl

TUMon 1
TUMON - NONDEGREE
SCHOOL FEES

»
| [ Gmm Fa~ [ )

Action

Enter the desired information into the Account field. Enter "704".

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

Look Up

Look Up Account

SetiD: CUSET
Account:

Description: I hegins with @‘
Account Type: [begins with =] |

\r_. kUp | Clear | |Basic Lookup

Search Results
Only the first 300 results of 2 possible 628 can be displayed.

Description
Inira Fund Receivable/Payabls
bl

Inter Entity Receivable/Payabl

1[0 [0 [0 = 1= =

»
| [ - Fa~ [ )
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Step

Action

7.

Click the Look Up button.

Favgrites - Main Menu > Cu\umh\avSpemﬁc > Genera\'\_edger > Internal Transfer JournalEntry

|pone

Look Up

Look Up Account

SetiD: CUSET
Account: |b9g|n5 wwthE‘?M

Description: I hegins with a

Account Type: |beg|n5 with B‘

 LogkUp || Clear | Cancel Basiclookup

5-PLANNED OPERATING SUPPORT
-SURPLUS TRANSFE
15-0D COVERAGE-OPERATING OO
-0D COVERAGE-SPON PROJ 0D
TFUNDING
AIGN TRANSFER
=

[T [ [ [ neemet [¥5 ~ [# 100%

|

Step

Action

All of the accounts that begin with 704" will appear in the search results.
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Favnvr\tes'MalnvMenu » Columbia Specific > General Ledger > Internal Transfer JournalEntry

Look Up

Look Up Account

SetiD:
Account:

CUSET
[begin win =] [ra4
Description: I hegins with E‘

Account Type: [begins with =] |

8 J|

ncel | Basic Lookup

________ dccountTvpe
RAL FUND TRANSFER
IED OPERATING SUPPORT|

110 o

RANS)
D COVERAGE-QFERATING 0D
0D COVERAGE-SPON PRO.J OO
|1E-RECRUITMENT FUNDING
I5-CAPITAL CAMPAIGH TRANSFER

e AAE ToAMECED

[EE =

»
[ - - [

Action

70400

Click the 70400 link.

[ Header )

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

e e ——

Totals || Errors I Approval |

ENewwindow  ? Help  [E Customize Page hrlp

Unit: COLUM

Template List

Inter/Intralnit \

Select  Line “Unit

4

Journal ID:

*Process:

*Ledger

CoLum Q ACTUALS
2 coLum @ ACTUALS

MEXT Date: o3nerzmz

Chanoe Yalues

Process |

Edit Journal j

SpeedType PC Bus Unit

S Qo [ @l @&l @&l @apo @
’7 Q‘I:I:?qrﬂgtwn%va\ueswaelrund a ’7Q ,7(1 ’WO‘

| »

Account  Dept Project Activity AnType

Matched pair to add : 2 =
First S 10f1
Unit Total Lines Total Debits Total Credits  Journal Status Budget Status
CoLUM 2 0.00 oaon T N
[E save |[=] hotify | | Refresh | [Ee Acd | UpdateiDisplay |
Header | Lines | Totals | Errors | Approval
4 | »
[T [ [ @ neeme 5~ [Foms -
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ARC™

Step Action

10.

The matched pair will default.

Account '75400' defaulted on line 2 when Account '70400' was selected in line 1.

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

ENewwindow  ? Help  [E Customize Page hrlp

*Process:

“Unit SpeedType Account  Dept

(mf 1 CoLum Q ACTUALS
2 coLum @ ACTUALS

4

Select  Line *Ledger

Mo matching walues were found.
Q froaud )

: @ E

Matched pair to add :

Unit Total Lines Total Debits

CoLUM 2 0.00

/@ save | [=] matify | | Refresh |

Header | Lines | Totals | Errors | Approval

Header Totals Errors Approval

Unit: COLUM Journal ID: MEXT Date: o3nerzmz
Template List Chanoe Yalues

| Interfntralnit | Edit Journal =l | Process |

PC Bus Unit

T ada &l @l @l @& al

Total Credits ~ Journal Status

Project Activity AnType

CY — Y
»l

.
| i

Customize | Find | e First Kl 1 oF 1 O Last
Budget Status

000 T N

[Ban [ vpitomies

| i
7 - [Hio0w -

[

| [ meermet

Step Action

11. Click the Look up Dept (Alt+5) button.
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Favnvr\tes'MalnvMenu » Columbia Specific > General Ledger > Internal Transfer JournalEntry

Look Up

Look Up Dept

SetiD: CUSET
Depanmem:l begins with gl
Description: I begins with §|

Basic Lookup

Search Results
Only the first 300 results of a possible 2369 can be displayed.

PRE Office of the President
COM EVP Comm & Public Affairs
COM Corm & Public Aairs Adm
COM Publications

PE University Prams & Events
BDS Ombuds Office

TRl Trictacs

»
| [ - - [

Step Action

12. You will search for a department that begins with '7901".

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

Look Up

Look Up Dept

SetiD: CUSET
Depanmem:l begins with xl
Description: I begins with §|

Basic Lookup

Search Results
Only the first 300 results of a possible 2369 can be displayed.

PRE Office ofthe President
COM EVP Comm & Public Affairs

COM Corm & Public Aairs Adm
COM Publications

= & Events
BDE Ormbuds Office

AINRING  TEI Trictase

»
| [ ([ Gmm - [
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Step Action

13. Enter the desired information into the Department field. Enter "7901".

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

Look Up

Look Up Dept

SetiD: CUSET
Depanmem:l hegins with iﬁhgm
Description: I bedgins with ;;zJ |

| Lookup | cl Il || Basic Lookup

Search Results
Onlythe first 300 results of a possible 2368 can be displayed

Department

0102102 | PRE Office ofthe President

COM EVP Comm & Public Affairs

COM Comm & Public Affairs Adm

COM Publications

UPE University Prams & Events
|BDS Ombuds Office

TRE

[ L[ e [~ o |

Step Action

14. Click the Look Up button.
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Favnvr\tes'MalnvMenu » Columbia Specific > General Ledger > Internal Transfer JournalEntry

Look Up

Look Up Dept

SetiD: CUSET

7901101 |CDM General
7801102 COM Continuing Education (lank

»
| [ Gmm - [

Step Action

15. All of the departments that begin with 7901 will appear in the search results.

vMEshu > Columt ecific > Generd Ledger > Internal Transfer JournalEntry

Look Up

Look Up Dept

SetiD: CUSET

Basic Lookup

7901101 |CDM General

7901102 |CDM Continuing Education| (bl

»
| [ - - [
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Step Action

16. Click the 7901101 link.
7901101

Favnvr\tes ! MainvMenu » Columbia Specific > General Ledger > Internal Transfer JournalEntry
[_E’NEWW\TMDW “? Help BCUETD!’H\ZEF‘EQE hrlp

Totals || Emors || Approval |

Header
Unit: COLUM Journal ID: MEXT Date: 0318/2012
Template List Change Values

Edit Journal =l Frocess |

[ remUnt | process: ‘
omize | Find | B | %

PC Bus Unit Project Activity AnType

Select Line  ‘“Unit *Ledger SpeedType Account  Dept

o COLUM (@ ACTUALS Q70400 @ FO0T101|Q Q Q Q 6o @ |
2 COLUM  |@ |ACTUALS Q [rsanajq |[NOmaEgaElieswere fone. Q Q s @ |

< | B
Matched pair to add : 9 = =
Unit Total Lines Total Debits. Total Credits  Journal Status Budget Status
coLum 2 0.00 000 I N

fdd | | 7 UpdateiDisplay

B Sawe [] Wotity | |7 Retresh |

Header | Lines | Totals | Errors | Approval

o

1 |
T T e meeme YR

Step Action

17. Click the Look up PC Bus Unit (Alt+5) button.
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Favnvr\tes'MalnvMenu » Columbia Specific > General Ledger > Internal Transfer JournalEntry

Look Up

Look Up PC Bus Unit

Business Unil:[hegms with EI

. LookUp | Clear | Cancel |Basiclookup

Sponsored Projects |

Jjavascript:ptCommonGhj.updatePrompt(dacument. wind, #ICRowD'};

T T e meeme |45 - [*® 100%

* A

Step Action

18. There are three options for PC Business Unit:
- Capital Projects
- General Projects

- Sponsored Projects and Sponsored Projects.

In this scenario you will select 'GENRL' for General Projects.
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Favnvr\tes MalnvMenu > Cu\umh\avSpemﬁ[ > Genera\}edger > Internal Transfer JournalEntry

Look Up

Look Up PC Bus Unit

Business Unil:[hegms with gl

..... ~ Cancel  pasic Logkup

Capital Projects
General Projects
Sponsored Projects

»
iavascript:puCommenGij.updatePromptidocment. vind, #1CRoWD'Y; T T e meeme o~ s -

Step Action

19. Click the GENRL link.

Favarites © Man Menu > Co\umb\avSpecmc > GeneraLLedger > Internal Transfer JournalEntry
ENewwindow  ? Help  [F Customize Page B hitp

P =)
Header

e e ——

Totals || Errors I Approval |

Unit: COLUM Journal ID: MEXT Date: o3nerzmz
Template List Chanoe Yalues
Interfintralnit \ *Process: Edit Journal j Frocess |

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

o COLUM [ ACTUALS Q [foa0 @ [Fao1mQ [GENRL G a Q [slo @

2 CoLUM  |@ ACTUALS Q [75400 O Q il Q 6o Q@

< | »
Matched pair to add : 2 =
unit Total Lines Total Debits Total Credits  Journal Status Budget Status
CoLumM - 2 0.00 0.00 T N

[E save |[=] hotify | | Refresh | [Ee Acd | UpdateiDisplay |

Header | Lines | Totals | Errors | Approval

4 | »
[javascript:paction_wino(document. wind, PROJECT_ID$promptso’); [T [ [ @ neeme 5~ [Foms -
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Step

Action

20.

Click the Look up Project (Alt+5) button.

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

Look Up

Look Up Project

Project:  [hegins with _"]||

LookUp | Clear | Cancel pasiclookup

Search Results

can he displayed

Ars Career Services Fee
AGOD1006(T Fellows App Fee
AGO01007 |Film Festival Ticket Sales
/AGOO1008 China

[T [T [ [ mneeme [Fa - R -

Step

Action

21.

You will only be able to search for Projects that belong in the 'General Projects' PC
Business Unit. In this scenario you will search for projects that begin with 'GT001'
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Favnvr\tes'MalnvMenu » Columbia Specific > General Ledger > Internal Transfer JournalEntry

Look Up

Look Up Project

Project: I begins with @“
Des:npliun:l begins with §|

asic Lookup

Search Results

/AGO01000 Trading Flaces Graup
G001001 Architecture Student Associati

AGO01002|STUD GOVT ACTVT FEE

GD Alumni

Wisual Arts Studio Deposits

AGOD1005|Ars Career Services Fee

AGO01007 Film Festival Ticket Sales
(AGOO1008 China

[

€ Internet

»
o~ s -

Step

Action

22.

Click in the Project field.

Favarites | Main Menu > Co\umb\avSpecwﬁc > Genera\v\_edger > Internal Transfer JournalEntry

Look Up

Look Up Project

Project:  [heains with Rﬂ
Des[:ripliun:l begins with wl

 LogkUp | CI || Cancel |Basic Lookup

Search Results
Only the first 300 results of a possible 15401 can be displayed

AGO01004 Visual Arts Studio Deposits
1005 |Ars Career Services Fee

/AGOO006 T Fellows App Fes

Al Film Festival Tickel Sales

L

@ mntemet

»
RESTCARE |




M Training Guide
Journal Entries (Internal Transfers)

Step Action

23. Enter the desired information into the Project field. Enter "GT001".

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

Look Up

Look Up Project

Project:
Des:npliun:l begins with §|

[ Loskup [ clear || Gancel gasic Lookun

Search Results
Only the first 300 results of a possible 15401 can be displayed.

000 Trading Places Groug

001 Architecture Student Associati
002/ 3TUD GOVT ACTWT FEE
lumni

| T T e meme |45 - [ 100%

* A

Step Action

24. Click the Look Up button.
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Favnvr\tes MalnvMenu > Cu\umh\avSpemﬁ[ > Genera\}edger > Internal Transfer JournalEntry

Look Up

Look Up Project

Project:
Des:npliun:l begins with §|

[Loskup | clear || Gancel gasic Lookun

[ook up (A1)

Search Results
Only the first 300 results of a possible 891 can be displayed.

OMNORICO RAYEL

L TANGE, WL PINGCHL
HARMACY ALUMMI
OFFhAN FAMILY FUND
THLETICS CAMPAGN

»
| [ Gmm T [

Step Action

25. Click the GT001008 link.
ET001008

Favarites © Man Menu > Co\umb\avSpecmc > GeneraLLedger > Internal Transfer JournalEntry
ENewwindow  ? Help  [F Customize Page hrlp

e e ——

Header ) Totals || Errors I Approval |

Unit: COLUM Journal ID: MEXT Date: o3nerzmz
Template List Chanoe Yalues
Interfintralnit \ *Process: Edit Journal j Frocess |

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

o COLUM Q. ACTUALS Q [foan0 @ [Fao1mQ |eEnRL G [GTootoodl @ | 00 @ lelo @
2 COLUM G ACTUALS ’7 qu ’7(1 liq ‘Nnmalnh\ngva\ue&wTrefnundQ WO‘

< | »
Matched pair to add : 2 =
unit Total Lines Total Debits Total Credits  Journal Status Budget Status
CoLumM - 2 0.00 0.00 T N

[E save |[=] hotify | | Refresh | [Ee Acd | UpdateiDisplay |

Header | Lines | Totals | Errors | Approval

4 | »

[T [ [ @ neeme 5~ [Foms -
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Step Action

26. Click the Look up Activity (Alt+5) button.

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

Look Up

Look Up Activity

activity: [begins wnh@\
WBS ID: [ begins with 7|

~LookUp || Clear | Cancel |Basic Lookup

Search Results

[T [T [ [ meeme [¥5 ~ [#100%

|

Step Action

217. The only activity available to choose from is the default activity from the GT001008

(Pharmacy Alumni) project.
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Favnvr\tes'MalnvMenu » Columbia Specific > General Ledger > Internal Transfer JournalEntry

Look Up

Look Up Activity

WBS ID: [begins wnh@‘

[ Loskup [ clear || Gancel gasic Lookun

Search Results

01 PHARMACY ALUMNI

»
| [ Gmm [ )

Step

Action

28.

Click the PHARMACY ALUMNI link.
[PHARMACY ALLIMMNI

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

ENewwindow  ? Help  [F Customize Page hrlp

[ Header \. Totals \” Errors \” Approval \‘

Unit: COLUM Journal ID: MEXT Date: o3nerzmz
Template List Chanoe Yalues

Interfintralnit \ *Process: Edit Journal j Frocess |

o
ize | Fina | BV

Account PC Bus Unit Project Activity AnType

Line “Unit SpeedType Dept

o COLUM [ ACTUALS Q [fo400 @ [Fe01101Q [GENRL G [GTO01008 a | @ [sio a
2 ’WQ ACTUALS ’7 O.MQ ’7(1 ,7Q fiil Row Humber WBS ID Activity Descriptic|

Select *Ledger

1 | o
Matched pair to add : 2 =
unit Total Lines Total Debits Total Credits  Journal Status Budget Status
CoLumM - 2 0.00 0.00 T N

[E save |[=] hotify | | Refresh | [Ee Acd | UpdateiDisplay |

Header | Lines | Totals | Errors | Approval

4 | »

[T [ [ @ neeme 5~ [Foms -
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Step

Action

29.

To view the rest of the ChartFields scroll to the right.

Click on the scrollbar.

L] |

Favnvr\tes:MalnvMenu > Cu\umh\avSpemﬁ[ > Genera\'Ledger > Internal Transfer JournalEntry

Header Totals Errars Approval

[_E’NEWW\TMDW 7 Help E,'/Cuamm\zef—‘age hrlp

Unit: COLUM Journal ID: MNEXT Date: 0319/2012

Template List Change Yalues

InterfintraUnit *Brocess: Edil Journal =l Pracess

o

customize |Find | B3 |

Select  Line Activity AnType Initiative Segment site Fund  Function  Affiliate ;"’,f'_l'l" Currency

(m Jaf japo @l @l  lal & kA [ af law ja []
: @l lako el ja  Ja[ a[la —

5 | i
Matched pair to add : 7 = E
Customize | Find | iew &0 | B 38 riot K opq O Last
nit TotalLines Total Debits Total Credits  Journal Status Budget Status
coLum 2 0.00 0.00 I N

B save | |[=] Moty | |7 Refresh B acd | [ F UpdateiDisplay

Header | Lines | Totals | Errors | Approval

| »
| |@ mtemet [75 - [® 100w -

L

Step

Action

30.

Click the Look up Initiative (Alt+5) button.

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

Look Up

Look Up Initiative

SetiD: CUSET
Initiative: [biagins witn =] |
=

Budgetary Only

LookU | || Basic Lookup

Search Results

ommunications
Frontline Development

on-Frontline Develapment
DM Executive Office

4 »
[ - - [

Step Action

31. For transactions that does not require a specific initiative, use the 'Undefined
Initiative' value.

Home

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

Look Up

Look Up Initiative

SetiD: CUSET
Initiative: |begm3 wnh@‘
Budgetary Onhy O

I | |Basic Lookup

Search Results

nly

ndefined Initiative
Eay
P-Card Suspense
Alurnni
Comrnunications
Erontline Development
MNon-Frontline Development

1 MDM Exeeulive Office

| [ meermet [¥5 ~ [ 100%

L
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Step Action

32. Click the 00000 link.
nooaon

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

ENewwindow  ? Help  [F Customize Page B hitp

niEn

Header Totals Errors Approval

Unit: COLUM Journal ID: MEXT Date: o3nerzmz
Template List Chanoe Yalues

| Interfintralnit | ‘Process: Edil Journal =l | Process |

Select  Line Account  Dept PC Bus Unit Project Activity An Type Initiative Segment Site

ro Q roso0/Q 79011010, [oENRL @ [oTootoos @ ;@ feo @ feoood @ [ @] @
2 @ [75a00/Q Q el Ja[ @fpes al | |a| |o HEZHEH

ooooo U
al | B
Matched pair to add : 2 =
a [ B et Bl o O faet
unit Total Lines Total Debits Total Credits  Journal Status Budget Status
CoLumM - 2 0.00 0.00 T N
/@ save | [=] matify | | Refresh | [Er Add | 7 UpdateiDisplay |

Header | Lines | Totals | Errors | Approval

4 | j

[javascript:paction_wino(document. wind, CHARTFIELD1$prompt$’y; [ T[T [ @ mneeme [7a - [Fomm -

Step Action

33. Click the Look up Segment (Alt+5) button.
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Favnvr\tes'MalnvMenu » Columbia Specific > General Ledger > Internal Transfer JournalEntry

Look Up

Look Up Segment

SetiD: CUSET
Segment:
Budgetary Only

LookU | || Basic Lookup

Search Results

defined Segrment Undefined
E stratio PRE Hou
PO Operations PRE
P PRE
residential Funds PRE Presid
o tions |ERE Froper
01000006 UPE Comrmencement 'UFE Commen
01000007 |UPE Honorary Degqree \UPE Honora

»
iavascript:submitction_winDtdocumert, wing, #1CSertColL; T T e meeme o s -

Step Action

34. The same applies to segment - If a specific segment does not apply to your
transaction use the ‘Undefined Segment' value.

Home |
Favarites © Man Menu > Co\umb\avSpecmc > GeneraLLedger > Internal Transfer JournalEntry

Look Up

Look Up Segment

SetiD: CUSET
Segment: |begm3 wnh;E\
Budgetary Onhy O

I | |Basic Lookup

Search Results

Undefined

PO Prajects
residential Funds

00006 UPE Commencement
01000007 UPE Honorary Deqres

@ mnemet [¥5 ~ [ 100%

Jiavascript:submitAction_wind{documsnt wind, “#1CSortColL; D
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35.

Click the 00000000 link.
nooooagn

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

ENewwindow  ? Help  [F Customize Page B hitp

niEn

Header Totals Errors Approval

Unit: COLUM Journal ID: MEXT Date: o3nerzmz
Template List Chanoe Yalues

| Interfintralnit | ‘Process: Edil Journal =l | Process |

Select  Line Account  Dept PC Bus Unit Project Activity An Type Initiative Segment Site

w Q 70400 Q. [7901101C, [GENRL QL |GTOO01008 Q |m G [6lo @ [poooo (@ loooooood] Q| @
2 Q [75400|Q Q Q Q a 6o @ Q o Ja

al | i
Matched pair to add : 2 =
a [ B et Bl o O faet
unit Total Lines Total Debits Total Credits  Journal Status Budget Status
CoLumM - 2 0.00 0.00 T N
/@ save | [=] matify | | Refresh | [Er Add | 7 UpdateiDisplay |

Header | Lines | Totals | Errors | Approval

4

o

|
[javascript:paction_wino(document. wind, CHARTFIELD1$prompt§1 % [ T[T [ [@neeme [7a - [Fomm -

Step

Action

36.

To view the rest of the fields click the scrollbar.
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Favnvr\tes'MalnvMenu » Columbia Specific > General Ledger > Internal Transfer JournalEntry

@NEWWmdnw “? Help Iﬂcuamm\ze Page hrlp
/ﬂeader \/Iula\s vgrmrs Vﬁpmwa\ i

Unit: COLUM Journal ID: MNEXT Date: 0319/2012

Template List Change Values

| Interintralnit | *Process: Edit Journal =l | Frocess |

Select  Line Initiative Segment Site Fund Function Affiliate ;‘#:;1 Currency Amount Rate Type

w ooood @ [oooooood a | a [oq a [ @ uso Q| [ a
2 Q Q| Ja [a Q [ & |usp we o Q
N |

Matched pair to add : 2 = &

First K11 of1 O Last

Total Credits  Journal Status Budget Status

Unit Total Lines Total Debits.

coLum 2 0.00 n.oo I i

B save [Z] Wotity | | Retresh |

|[Er Add | | UpdsteiDisplay
Header | Lines | Totals | Errors | Approval

3

|
T T e meeme [ - [ -

Step Action

37. Note that the Fund defaulted to 30. Next, you will enter the amount.

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

@NEWWmdnw “? Help Iﬂcuamm\ze Page hrlp
/ﬂeaner \/Ima\s vgrmrs Vﬁppmva\ i

Unit: COLUM Journal ID: MEXT Date: 0318/2012

Template List Change Values

| Interfintralnit | *Process: Edit Journal =l | Frocess |

Select  Line Initiative Segment Site Fund Function Affiliate ;‘;;.:Id Currency Amount Rate Type
(i [oooon @ fooooooe A [ a@ [ [ & ja s Ja e Q
: [ al &l a[a [ a[ o e e
a1l | 2
Matched pair to add : 9 = =

Unit Total Lines Total Debits.

Total Credits  Journal Status Budget Status

coLum 2 0.00 n.oo I N

B Sawe [] Wotity | |7 Retresh |

[Ex Add | |7 UpdsteiDisplay
Header | Lines | Totals | Errors | Approval

| i
T e meeme [ - [ R -
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Step Action

38. Click in the AMOUNT field.

Home

Favnvr\tes:MalnvMenu > Cu\umh\avSpemﬁ[ > Genera\'Ledger > Internal Transfer JournalEntry

Header

[_E’NEWW\TMDW 7 Help E,-/Cuamm\zef—‘age hrlp

i i i =)
| Totals Errors || Approval

Unit: COLUM Journal ID: MNEXT Date: 0319/2012
Template List Change Yalues

| InterfintraUnit |

*Process: Edit Journal =l | Process |

Fund

Select  Line e Segment Site Fund Function Affiliate Afiil Currency Amount Type Exct
(i @ fooooooos [ @ B0 [ Jal & o [ fve o [ 1
:  lal &l & a [ | a uo o | 1
Il | B
Matched pair to add : 7 = E

i t K g or 1 DV Lot
unit Total Lines Total Debits Total Credits  Journal Status Budget Status

coLum 2 0.00 0.00 I il
B save [] Wotity | |7 Retresh | B Auu] | £ UpdateDisplay

Header | Lines | Totals | Errors | Approval

4 | j
T T e nternet [Fa = [®aew <

Step Action

39. Enter the desired information into the AMOUNT field. Enter *10.00".
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@NEWWmdnw “? Help Igfcuamm\zePagE hrlp

Header i Totals AT Errars ATe Approval i
Unit: COLUM Journal ID: MNEXT Date: 03182012
Template List Change Yalues
| Interintralnit | *Process: Edit Journal =l | Frocess |
ze [Eng | B |
Select Line e Segment Site Fund  Function  Affiliate ;"‘,"_:I" Currency Amount Rate Type Excl
w @ [oooooooo Q Q [wa [ Q Q uso @ | 1000 |ave Q 1]
2 [MNa Q a & Q @ usD ey Q 1
4 | ,
Matched pair to add : 9 = E
First K11 of1 O Last
Unit Total Lines Total Debits Total Credits  Journal Status Budget Status
coLum 2 0.00 0.00 I il
B save [Z] Wotity | | Retresh | |[Er Add | | UpdsteiDisplay

Header | Lines | Totals | Errors | Approval

3

|
| € meemet RN

[

Step

Action

40.

Now that you have entered values for line 1, you will need to scroll back to the left
to populate the fields for line 2.

Favarites

Main Menu > Co\umb\avSpecmc > GeneraLLedger > Internal Transfer JournalEntry
ENewwindow  ? Help  [F Customize Page hrlp

i Header ) [ Totals AT Errors (e Approval 3
Unit: CoLUmM Journal ID: MEXT Date: oangrzmz
Template List Chanoe Yalues
| Interfintralnit | ‘Process: Edil Journal =l | Process |
Select Line o Segment Site Fund  Function  Affiliate :';Eld Currency Amount Rate Type Excl
w @ |oooooooo Q. SRETEY | Q. [SRRVED] a | 1000 |ave Q. 1
2 [MNe, Q a [a Q @ usD el Q 1)
« | ,
Matched pair to add : 2 =
Unit Total Lines Total Debits Total Credits  Journal Status Budget Status
CoLumM - 2 0.00 0.00 T N
/@ save | [=] matify | | Refresh | [Er Add | 7 UpdateiDisplay |

Header | Lines | Totals | Errors | Approval

3

|
[T [ [ @ neeme 5~ [Foms -
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Step Action

41, Scroll to the left.

Click the scroll bar.

Header Totals Errors Approval

Favarites | Main Menu > Co\umb\avSpecwﬁc > Genera\v\_edger > Internal Transfer JournalEntry

Eewwindow 7 Help [ Gustomize Page B it

Unit: COLUM Journal ID:

Template List

Interntraunit ] *Process: Edit Joumnal

& save [ hotify | | Refresh

Header | Lines | Totals | Errors | Approval

Select Line  ‘Ledger SpeedType PCBusUnit  Project Activity AnType  Intiative s
- ACTUALS Q [70a00 @, [re01101@ [GENRL @y [GToD1008 Q [m a lelo @ [oonon G [ng
2 ACTUALS Q [rsa00/Q Q Q Q a oo @ a [
a1 i
Matched pair to add : 2 =
Customize | Fing | view A1 [ B | 8% First K g 071 O Lot
unit Total Lines Total Credits  Journal Status Budget Status
coLUM 2 000 T M

Date: o3nerzmz
Change Yalues

Frocess

[ Scd UpdateDisplay

| »

Tnternet 4 v W00 -
V2

Step Action

42.

The Account field for line 2 defaulted based on the account selected for line 1.

Next, you will populate the rest of the ChartField values for line 2 in the same way
that was done for line 1 - by using the look up glass functionality.
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Favnvr\tes'MalnvMenu » Columbia Specific > General Ledger > Internal Transfer JournalEntry

Totals \” Errars \H Approval \\

| Header A

@NEWWmdnw “? Help Igfcuamm\zePagE hrlp

Unit: COLUM Journal ID: MNEXT Date: 0319/2012
Template List Change Values
Interintralnit | *Process: Edit Journal =l Frocess |

Total Lines Total Debits.

coLum 2 0.00

Select  Line  Ledger SpeedType Account  Dept PC Bus Unit Project Activity AnType  Initiative
- ACTUALS Q [roa00@, [raot101@ [GENRL Q@ [oTontaoz Qo1 @ elo @ (oo @ fog
2 4CTUALS a 75400 @ a a Q Q oo @ a
ul ! .
Matched pair to add : 9 = E

First 10f1 Last

Total Credits  Journal Status

n.oo I i

B save  |[S] otify | |7 Refresh |

Header | Lines | Totals | Errors | Approval

= Auu] UpdateiDisplay |

3

|
T T e meeme [ - [ -

Step Action

43. Click the Look up Dept (Alt+5) button.

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

Look Up

Look Up Dept

SetiD:
Depanmem:l hegins with E|
Description: I bedgins with ;;zJ |

CUSET

Look up Dept (Alt+5)]|

nokine I | )
. I .

Basic Lookup

Search Results

Only the first 300 results of 3 possible 2368 can be displayed.

Manager Hame

blank)

COM Comm & Public Affairs Adm
COM Publications
UPE University Prams & Events

blank)
lank

BDS Ombuds Office

0105102
Atn

[T [T [ @ mneeme [75 - [®1o0w -
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Step Action

44,
0104102

Click the 0104102 link.

Home

Select  Line “Unit “Ledger
m 1 CoLum Q. ACTUALS

coLuM (@ ACTUALS

4

2

Favarites © Man Menu > Co\umb\avSpecmc > GeneraLLedger > Internal Transfer JournalEntry
ENewwindow  ? Help  [F Customize Page hrlp
Header Totals Errors Approval
Unit: COLUM Journal ID: MEXT Date: o3nerzmz
Template List Chanoe Yalues
© nterintraunit *Process: Edil Journal =l | Process |

AnType

PC Bus Unit Project Activity

SpeedType Account  Dept

Q [7o400 @ 7901101 |GENRL  Cy |GTO01008 a m Q [elo @ |

Q [75400 @ 00410213 Q a, Q 6o @ |
| B

Matched pair to add : 2 =

Unit Total Lines Total Debits Total Credits  Journal Status Budget Status
CoLUM 2 0.00 oaon T N
/@ save | [=] matify | | Refresh | [Er Add | 7 UpdateiDisplay |
Header | Lines | Totals | Errors | Approval
‘ | B
R | [ meermet 75~ [Foms -

0104102  UPE University Prams & Events

First Kl 1 oF 1 O Last

Step Action

45.

Click the Look up PC Bus Unit (Alt+5) button.
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Favnvr\tes MalnvMenu > Cu\umh\avSpemﬁ[ > Genera\}edger > Internal Transfer JournalEntry

Look Up

Look Up PC Bus Unit

Business Unil:[hegms with gl

..... ~ Cancel  pasic Logkup

Capital Projects
General Projects
Sponsored Projects

»
[ Gmm Fa~ [~

Jjavascript:ptCommonGhj.updatePrompt(dacument. wind, #ICRow2 J;

Step Action

46, Click the GENRL link.

Favarites © Man Menu > Co\umb\avSpecmc > GeneraLLedger > Internal Transfer JournalEntry
ENewwindow  ? Help  [F Customize Page hrlp

e e ——

Header ) Totals || Errors I Approval |

Unit: COLUM Journal ID: MEXT Date: o3nerzmz
Template List Chanoe Yalues
Interfintralnit \ *Process: Edit Journal j Frocess |

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

O COLUM [ ACTUALS Q [7o400 @ 7901101 |GENRL  Cy |GTO01008 a m Q 6o @
2 coLuM (@ ACTUALS Q [75400 @ [mo4102Q [GENRY QL Q Q [slo Q@
Bu: i

4 |

GENRL
Matched pair to add : 2 =
unit Total Lines Total Debits Total Credits  Journal Status Budget Status
CoLumM - 2 0.00 0.00 T N

[E save |[=] hotify | | Refresh | [Ee Acd | UpdateiDisplay |

Header | Lines | Totals | Errors | Approval

4 | »

[T [ [ @ neeme 5~ [Foms -
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47.

Click the Look up Project (Alt+5) button.

Main Menu > Co\umb\avSpecmc > GeneraLLedger > Internal Transfer JournalEntry

Look Up

Look Up Project

Project:  [hegins with §|

Description: [beqins with 7] | Look up Project (AlE+5)

~LookUp || Clear | Cancel |Basic Lookup

Search Results
1 can be displayed.

(001004 Visual Arts Studio Deposits
AGO01005|As Career Services Fee
AGOO1006 T Fellows App Fee
AGO01007 |Film Festival Ticket Sales
/AGOO1008 China

[T [T [ [ mneeme

r
[a - [Hwoe - /)

Step

Action

48.

Click in the Project field.
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Favnvr\tes MalnvMenu > Cu\umh\avSpemﬁ[ > Genera\}edger > Internal Transfer JournalEntry

Look Up

Look Up Project

Project: I begins with @“
Des:npliun:l begins with §|

Search Results
Only the first 300 results of a possible 15401 can be displayed.

/AGO01000 Trading Flaces Graup
AGO01001 Architecture Student Associati
02/STUD GOVT ACTVT FEE

GD Alumni
Wisual Arts Studio Deposits

»
| [ Gmm Fa~ [ )

Step Action

49, Enter the desired information into the Project field. Enter "GTO001".

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

Look Up

Look Up Project

Project:
Des:npliun:l begins with §|

 Basic Lookup

Search Results

Qnly the first 300 results of a possible 15401 can be displayed

Trading Places Group
Architecture Student Associati
02/STUD GOVT ACTVT FEE

»
| [ Gmm Fa~ [ )
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Step

Action

50.

Click the Look Up button.

Main Menu > Cu\umh\avSpemﬁc > Genera\'\_edger > Internal Transfer JournalEntry

Look Up

Look Up Project

Project:  [hegins with §|GTUU1

Desnriminn:l begins with §|

~ Lookup | cClI || Cancel - Basic Laokup

Search Results

0 SAVEL
»GTDD1DDE ERCK - DANISHEF SKY
GT001004 GEMERAL DERM GIFT
GT001005 HIRSCHL SCHOLARSHIP
GT001006 SEVERINGHAUS GIFT

10!

|iavascript:ptCommonGhi.updateFromph{document. wind, #ICRowd );

L

| Intemet

»
EREYTTIR |

Step

Action

51

Click the GT001008 link.
ET001008
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| Header Totals | Erors | Approval
Unit: COLUM Journal ID: MNEXT Date: 0319/2012
Template List Change Values

Interintralnit | *Process: Edit Journal =l Frocess |

&
ze |Find | B | 7

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

ro COLUM QL ACTUALS QU [Fo400 @ [FO01101Q [GEMRL  Qy [GTO01008 Q |01 Q [6lo Q
2 COLUM @ ACTUALS Q [75400 QL [0104103Q [GENRL (@ [6To01008] Q Q oo @

Mo matching values were found. D

4 |

Matched pair to add : 9 = E

10f1 Last
Unit Total Lines Total Debits. Total Credits  Journal Status Budget Status
coLum - 2 0.00 000 I N

B save  |[S] otify | |7 Refresh | E Auu] UpcateiDisplay |

Header | Lines | Totals | Errors | Approval

@NEWWmdnw “? Help Igfcuamm\zePagE hrlp

3

|
T T e meeme [ - [ -

Step

Action

52.

Click the Look up Activity (Alt+5) button.

Home |
Favarites © Man Menu > Co\umb\avSpecmc > GeneraLLedger > Internal Transfer JournalEntry

Look Up

Look Up Activity

activity: [begins wnh@\
WBS ID: [ begins with > |

~LookUp || Clear | Cancel |Basic Lookup

Search Results

| T e TRILY
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Step

Action

53.

Click the PHARMACY ALUMNI link.
[PHARMACY ALUMMNI

ARC™

Favarites

Home

Main Menu > Co\umb\avSpecmc > GeneraLLedger > Internal Transfer JournalEntry
ENewwindow  ? Help  [F Customize Page hrlp

Unit: COLUM
Template List

Header Totals Errors Approval
Date: o3nerzmz

Journal ID: MEXT
Chanoe Yalues

Process |

*Process: Edit Journal d

Interfintralnit
SpeedType Account  Dept PC Bus Unit Project Activity An Type

Q [7o400 @ 7901101 |GENRL  Cy |GTO01008 a m Q [elo @ |

O COLUM [ ACTUALS
2 coLuM (@ ACTUALS Q [75400 @ [mo4102Q, [GENRL QL [GTO01002 a m @ feo @ |
|
1 1 01 PHARMA

4

Select  Line “Unit *Ledger

Matched pair to add : 2 =
Find £ + K or1 Ot
unit Total Lines Total Debits Tatal Credits  Journal Status Budget Status
CoLumM - 2 0.00 0.00 T N
B+ Add | |2 UpdsteDisplay |

/@ save | [=] matify | | Refresh |

Errors | Approval

Header | Lines | Totals

| i
7 - [Hio0w -

[ [ 6 neeme:

[

Step

Action

54.

Click the scrollbar to view the rest of the ChartFields.
I i
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Favnvr\tes i MalnvMenu » Columbia Specific > General Ledger > Internal Transfer JournalEntry
.
@NEWWmdnw “? Help Igfcuamm\zePagE hrlp

| Header A Totals \” Errars \H Approval \\
Unit: COLUM Journal ID: MNEXT Date: 0319/2012
Template List Change Values

Interintralnit | *Process: Edit Journal =l Frocess |

Select  Line An Type Initiative Segment Site Fund Function Affiliate ;"'I:_:;j Currency Amount

I L l6lo @ (ooooo Q. [oooooood a | a pa | a | @ uso @ | 10.00
2 . oo @ Q a| a [pa a | @ usp 100
|

ki »
Matched pair to add : 9 = E
First 10f1 Last
Unit Total Lines Total Debits. Total Credits  Journal Status Budget Status
coLum - 2 0.00 000 I N

B save  |[S] otify | |7 Refresh | E Auu] UpcateiDisplay |

Header | Lines | Totals | Errors | Approval

3

|
T T e meeme [ - [ -

Step Action

55. Click the Look up Initiative (Alt+5) button.

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

Look Up

Look Up Initiative

SetiD: CUSET
Initiative: |begm3 wnh;E\
Budgetary Onhy O

Il |

Basic Lookup

Search Results
Only the first 300 results of a possikle 3063 can he displayed.

P-Card Suspense
Alurnni
Comrnunications
Frontling Developrment
Non-Frontiine Development N
1]

| mntemet [75 - [®1o0m -

JiavascriptiptCommonGhi.updatePrompt(document.wind, #ICRowD'); L
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Step Action

56. Click the 00000 link.
nooon

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

ENewwindow  ? Help  [F Customize Page B hitp

niEn

Header Totals Errors Approval

Unit: COLUM Journal ID: MEXT Date: o3nerzmz
Template List Chanoe Yalues

| Interfintralnit | ‘Process: Edil Journal =l | Process |

Select  Line Account  Dept PC Bus Unit Project Activity An Type Initiative Segment Site

O Q [fo400 @ [7901101C, [GENRL QL |GTODI00E Q |m G |60 @ [booon G [oooooooo Q| a
2 Q [75400 @ (01041020 [GENRL QL [GTODT00E Q |m Q|60 Q@ [ooood] @ Q| a

= | 8 ntative o
~ 00000 U
Matched pair to add : 2 =
o BV f T g opg O Lot
unit Total Lines Total Debits Tatal Credits  Journal Status Budget Status
CoLumM - 2 0.00 0.00 T N
/@ save | [=] matify | | Refresh | [Er Add | 7 UpdateiDisplay |

Header | Lines | Totals | Errors | Approval

o

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

Step Action

57. Click the Look up Segment (Alt+5) button.
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Favnvr\tes'MalnvMenu » Columbia Specific > General Ledger > Internal Transfer JournalEntry

Look Up

Look Up Segment

SetiD: CUSET
Segment: |hagmswitha‘m
Budgetary Onhy i}

| LookUp | Cle ancel | Basic Laokup

Search Results

Onlythe first 300 results of a passible 6388 can be displayed

qment Description Short Description Budgetary Onby
00000000 Undefined Segment Undefined |
01000001 PRE House Administraion  PRE House
PREE

PRE

PRE Property Operations \ERE Proper
01000006 UPE Commentement URE Carnmen
01000007 UPE Honorary Derree UPE Hanora

»
iavascript:submitction_winDtdocumert, wing, #1CSertColL; T T e meeme o s -

Step Action

58. Click the 00000000 link.
nooooaon

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

ENewwindow  ? Help  [F Customize Page hrlp
o e

Totals || Errors I Approval |

[ Header )

Unit: COLUM Journal ID: MEXT Date: o3nerzmz
Template List Chanoe Yalues

Interfintralnit \ *Process: Edit Journal j Frocess |

Select  Line Account  Dept PC Bus Unit Project Activity AnType  Initiative Segment site

O Q [fo400 @ [7901101C, [GENRL QL |GTODI00E Q |m G |60 @ [booon G [oooooooo Q| a
2 Q [75400 @ (01041020 [GENRL QL [GTODT00E Q |m @ |60 @ [ooooo (@ (ooooooog| Q| a
Al | 3

Matched pair to add : 2

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

CoLUM 2 0.00 oaon T N

[E save |[=] hotify | | Refresh | [Ee Acd | UpdateiDisplay |

Header | Lines | Totals | Errors | Approval

4 | »

[T [ [ [@meeme [7a - [Foms -
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Step Action

59. Scroll to the right to view the Account field. Click the scrollbar.
I |

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

Header Totals Errors Approval

Unit: CoLUmM Journal ID: MEXT

ENewwindow  ? Help  [F Customize Page hrlp

Date: o3nerzmz
Chanoe Yalues

Template List
Edit Journal j [ Process

Interfintralnit ] *Process:

customizs | Fina | B |
Select  Line site Fund  Function  Affiliate ;"‘;I'Id Currency Amount Rate Type ExchangeRate  »>
ro Q Q [s0a Q q uso @ | 1000 [avG a | 1ooooooon. xs
2 a a [ Q Q usD -10.00 |AvG Q 1.00000000 == 1
al | B
Matched pair to add : 2 =
ize: | Find | view 20 | B | B8 fpo K opa ot
unit Total Lines Total Debits Total Credits  Journal Status Budget Status
coLUM 2 0.00 0.00 T M
& Save [ motity | |7 Refresh E+ Add UpdateiDisplay
Header | Lines | Totals | Errors | Approval
4 | »
[ T[T [ @ mneeme 75~ [Foms -

Step Action

60. The AMOUNT field on Line 2 was defaulted to -10.00 to balance the amount on
Line 1.

Page 67



Training Guide M
Journal Entries (Internal Transfers)

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

@NEWWmdnw “? Help Igfcuamm\zePagE hrlp

| Header B Lines Totals \” Errars \H Approval \\
Unit: COLUM Journal ID: MNEXT Date: 0319/2012
Template List Change Values
Interintralnit *Process: Edit Joumnal =l Process

Select  Line Site Affiliate ;""'_I‘Id Currency Amount Rate Type Exchange Rate =
ro | @ [ e @ fusm a | 1000 [ava Q[ 100000000 ==

1.00000000

=

x| al @& __a aus | SLTL TR
« \

Matched pair to add : 9 = E
Unit Total Lines Total Debits. Total Credits  Journal Status Budget Status
coLum - 2 0.00 000 I N

B save | [ Notify | | Retresh B Add UpdateDisplay

Header | Lines | Totals | Errors | Approval

4 | 3

R | |gh meemet [ - [ -

Step Action

61. Click the_ Save button.

FavnvmtasEMainvMEnu » Colurbia Specific > General Ledger > Internal Transfer JournalEntry

Message

Journal 0000001346 is saved with incomplete status. (5210.23)

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

e

»
| T T e e [ )
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Step

Action

62.

When you save the journal lines you will see the message above.

Note that the Journal ID changed from 'NEXT" to '0000001346' upon save.
Additionally, the journal will remain with an incomplete status until it is processed.

We will learn how to process a journal in the next topic.

Favgrites - Main Menu > Cu\umh\avSpemﬁc > Genera\'\_edger > Internal Transfer JournalEntry

Message

Journal 0000001346 is saved with incomplete status. (5210,23)

This journal cannat be edited or posted until you change its status to
complete.

T[T [ |6 meeme [Fa - [Hwoew - |

Step

Action

63.

Click the O_K button.
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Favgrites . Main Menu > Cu\umb\isuec\ﬁ: > GeneraLLEdger » Intemal Transfer JournalEntry

Header Totals Errars Approval

&1 Pop-up blocked. To see this pop-up o additional options click here. .. x

ENewwindow 7 Help  [E Customize Page hrlp

4

Unit: COLUM Journal ID: 0000001346 Date: 031872012 I~ Errors Only
Template List Search Criteria Change Values
IterfintraUnit ‘Process: Edit Jourmal | [ Process [Z] & Line: 10 B =

Select Linea *Unit *Ledger SpeedTypes Account Dept PC Bus Unit Project Activity An Type

1 COLUM (@ ACTUALS Q [ro400 @ [7a0t101Q, |GENRL G [5TOD1008 a n q oo q |
2 CoLUM @ ACTUALS Q [r5400 @ [0104103Q [GENRL Q@ [5TO01008 Q [n Q 6o @ |

1 | i
Matched pair to add : 2 =
customize | Find | view &1 | B | 38 First Kl op1 O Lagt
unit TotalLines Total Debits Total Credits  Journal Status Budget Status
CoLUM - 2 10.00 10.00 I N
B save | £ RetuntoSearch | (=] hofity | Refresh | [Br-a0a]| (B UpsisteDispiy

Header | Lines | Totals | Errors | Approval

3

]

|
BT T e meeme [ - [Rome -

Step

Action

64.

You have successfully entered the journal lines information for a 7-series Fund
Transfer. You can now select the next topic, Processing an Internal Transfers
Journal where you will learn how to run edit check, budget check, and route the
journal for approval.

End of Procedure.
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Processing an Internal Transfer Journal

Once an internal transfer journal is created in ARC, the journal must be edit checked, budget
checked, and submitted for approval prior to posting. When the journal edit process runs, the
journal header and journal lines are checked for errors. The journal edit process ensures all
accounting strings are comprised of valid ChartField combinations where debits equal credits.
When the budget checking process runs, the accounting strings are checked against budgets. If the
transfer is not within the budget or a budget doesn't exist, the budget status will error. An internal
transfer journal cannot be posted until it passes both edit check and budget check. Additionally,
the internal transfer journal must be routed for approval and all designated approvers must
approve the journal for it to be valid for posting.

Throughout the Processing an Internal Transfer Journal topic, you will learn how to:

¢ Run the journal edit process

¢ Run the budget checking process

e Submit the internal transfer journal for approval
o Post the internal transfer journal

Please note that if you are an approver, you will learn how to approve journal entries in the
General Ledger Approvals course.

Estimated time to complete topic: 5 minutes

Procedure

Welcome to the Processing an Internal Transfer Journal topic. In this scenario you will learn
how to edit check, budget check, and route an internal transfer journal for approval.

Winrklist Add to Favorites
Favorites  Main Meru
Personalize Content | Layout ? Help

‘Menu ==X

(]

> Columbia Specific
[> eProcurernent
> General Ledger

> Enterprise Components
[ Worklist

> PeopleTools

— Change My Password

=

pone T [epmteme [F5 = [®ao0w «
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ARC™

Step Action

1.

in the previous topics.

We will begin by searching for the existing internal transfer journal that we created

ARC™

Favarites | Main Meru

Fersonalize Content | Layout

[Menu =

Search:

®

> Columbia Specific

[> eProcurement

> General Ledger

[» Enterprise Components
[ Wiorklist

[ PeopleTools

— Change My Password

Done

Home Wiorklist

Addto Favortes | Signout

? Help

[T [ [@neeme

75 - [H 100w -

Step Action

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

Columbia Specific

ﬁ Columbia Specific

Coluimbia Specific

E" Internal Transfer JournalEnt
Columbia Custom Page for the Internal Transfer Journal Ertries

Main Conkent

Training Guide
Journal Entries (Internal Transfers)

Done T T [epmteme [Fa = [®aw « )

Step

Action

Click the Internal Transfer JournalEntry link.

!nternal Transfer JuurnaIEmQ

ARC™

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

E ewwindow P Help B hitp

=

€U Journal Internal Transfers

Eind an Existing Yalue

Business Unit: [coLUM Q@

«Journal ID: NEXT

Journal Date: |03/ 972012 |5

[

Find an Existing Value | Add a MNew Value

| i

Done [T [T [ @ meeme 75~ [Foms -
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Step Action

4, Click the Find an Existing Value tab.

| Eind an Existing Walue

Favnvr\tes MalnvMenu > CD\umh\a'SDE![\ﬁE > Generaleedger » Internal Transfer JoumaEntry

E newwindow 7 Help B ity

CU Journal Internal Transfers

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

Add a New WValue

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

Business Unit: - = COLUM QQ
«Journal ID: |hegms with j|
Journal Date: [= = | )

Document Sequence Number: | begins with j|

Line Business Unit: = Q
Journal Header Status: |: j |Nu Stalus - Needs to be Edited j
Budget Checking Header Status: | = j | j
Source: begins with j| QQ
User ID: hegins wnhﬂ| aQ
Attachment Exist: [= = =l
™ Case Sensitive
: Search Clear  |Basic Search [F) Save Search Criteria
Find an Existing Walue | Add a Mew Walue
4 | 3

Internet ¥a v 0% v
a9 v

Step Action

5. We are going to search for journals that have a Journal Date = 3/19/2012.
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A newwindow 7 Help B nip

neen

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

Business Unit: IE [com @

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: hegins wnhﬂ| aQ
Attachment Exist: [= = =1

I” Case Sensitive

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

Find an Existing Walue |Add a Mew Walue

4 | 3

T T e meeme [ - [ -

Action

Click the Choose a date (Alt+5) button.

Favarites © Man Menu > CD\umb@Specwﬁc > GeneraIvLedger > Internal Transfer JournalEntry

E ewwindow P Help Bl hitp

=

€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: |hegms with ﬂ|

Journal Date: | = j |

Document Sequence Number: [ begins with 7| W
Line Business Unit: IE [ [March =] [2012 =]
Journal Header Status: = j |Nu Status - Meeds to he B M T wiThe S
Budget Checking Header Status:|= j | T 2 3
Source: hegins wnhﬂ| 4 5 B 7 8 9 10
User ID: |hegmswithﬂ| 1M1 12 13 14 15 168 17
Attachment Exist: [= =T 1[92 2 22 o2 o
[ Case Sensitive 25 26 27 2% 29 30 H
‘SWHCTHEESE Search [E) Save Search Criteria @] cCurrertDate [}

Find an Existing value | Add a Mew Value

4 | »

|ivascript:DatePrampt_win0(ZCU_JRNL_HDR_¥w_JOLRNAL_DATE, ZCL_IRNL_HDR_Y'Ww_IOLURMAL_DATE§prompt, 450'f, [ | @ meemet 7 - [Hio0w -
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Step Action

7. Click the 19 link.

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

A Newwindow P Help B hip

niEn

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

Business Unit: l:, [com @

Journal ID: |hegms with ﬂ|

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

Line Business Unit: ’E T

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

User ID: hegins wnhﬂ| aQ
Attachment Exist: [= = =1

I” Case Sensitive

| Search | Clear |Basic Gearch [ Save Search Criteria

Find an Existing Walue |Add a Mew Walue

. \ o

Done T T e meeme 5 - [Hmw -

Step Action

8. Click the Journal Header Status drop down button.
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Favnvr\tes i MalnvMenu > Columbia Specific > General Ledger > Intemal Transfer JournalEntry (5l
Eewwindow 2 Help B ntp
CU Journal Internal Transfers
Enter any information you have and click Search. Leave fields blank for a list of all values.
Add 2 Mew Value
Limnit the number of results to (up to 300y (300
Business Unit: = - COLUM Q
Journal ID: |hegms wnhﬂ|
Journal Date: [= =] [parsizorz el
Document Sequence Number: | begins with j|
Line Business Unit: == aQ
Journal Header Status: = j |Nu Stalus - Needs to be Edited j
Budget Checking Header Status:|= B
- Deleted
Source: beains with 7] | joumal Entry Incomplete
User ID: Leging with ﬂ Journal Has Errors )
) Po Status - Needs to be Edited
Attachment Exist: = = Posted to Ledoers)
I~ Case Sensitive Posting Incarmplete
Unposted
. Upgrade Journal - Can't Unpost
Search | Clear |Basic Gearch [ Save qvalid Journal - Edits Complets
valid SJE Model -- Do Not Post
Find an Existing Walue |Add a Mew Walue
‘ | i
Done T |pmteme [Fa = [®aew <

Action

We will leave the Journal Header Status blank.

Click the blank list item.
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Favnvr\tes MalnvMenu » Columbia Specific >  General Ledger

Internal Transfer JournalEntry (5l
D rewwindow 2 Help httn

neen

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

Business Unit: IE [com @

Journal ID: |hegms with ﬂ|

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

Line Business Unit: ’;’ [ TTa

Journal Header Status: = =

Budget Checking Header Status:|= j

Source: begins with ﬂ| Q

User ID: hegins wnhﬂ| aQ
Attachment Exist: [= = =1

I” Case Sensitive

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

Find an Existing Walue |Add a Mew Walue

4 | 3

Done T |pmteme [Fa = [®aew <

Step Action

10. Click the Search button.

Favnvmtas 4t rvaEnu » Colurmbia Specific > General Ledger

Internal Transfer JournalEntry (Sl
A Newwindow P Help B nap 2

niEn

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

Business Unit: = - COLUM Q

Journal ID: |hegms with ﬂ|

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

Line Business Unit: ’E T

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

User ID: hegins wnhﬂ| aQ
Attachment Exist: [= = =1

I” Case Sensitive

[ gearch || Glear |Basic Search [ Save Search riteria
Search (A1)
Search
Mg All First [4]
- Budget Journal
- Line — Journal Journal
Business|, yp [Jomal  (tneost 3 Checking Ledger o Curreney 7o0 =+ \Descriotion yecr D
unit ol pae pusiness Header  oider Group  “"W€ode o . ca) DOSCIIRtION User D
NHumber Unit Lines Debits
tumber Int SWUS  Status Lines Debits
COLUM 0000001345 03/19(2012)0 (blank)  |COLUM Valid Valli  ACTUALSITE USD 2 10 tlank) GL TEST
COLUM |0000001246 03/19/2012)0 (blank)  |COLUM |ncomplete Mot CHKGACTUALSITE  USD 2 10 Intetnal Transfers Journal Ent GL TEST—]
it min imbiinns et im | 0 h et ‘
Done T T e meeme 55« %0 -
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Step

Action

11.

equal to '3/19/2012'".

0000001 346

Click the 0000001346 link.

The Search Results shows all of the internal transfer journals have a journal date

The journal we created in the previous topics has a Journal ID = 0000001346 and a
Journal Header Status = Incomplete

ARC™

Lines | Totals  Errors || Appraval

Favgrites - Main Menu > Cu\umh\avSpemﬁc > Genera\'\_edger > Internal Transfer JournalEntry [5]

ENewwindow P Help  [F Customize Page hrlp

Currency Defaults: USD/AVG i1
Altachments (0

Reversal: Do Mot Generate Reversal

Header | Lines | Totals | Errors | Approval

Commitrment Contral

B Save L\ RetumtoSesrch | 1 Freviousinbist o5 Metinlit | [S] Motity o Retresh |

Unit: COoLUM Journal ID: 0na0001 346 Date: 03/19¢2012
Long Description: ||mema| Transfers Joumal Entry
*Ledger Group: W Adjusting Entry: IW
Ledger: l— Fiscal Year: 2012
“Source: I\TF— Period: I—Q
Reference Number: ’— ADB Date: IW
Journal Class: ’—Q
Transaction Code: MQ I~ Auto Generate Lines

¥ Save Journal Incomplete Status
SJE Type: | = I” Autobalance on 0 Amount Line

B Add Update/Dizplay.

3

Done

[ T[T [ [ meeme

[“5 - | % 100%

T 4

Step

Action

12.

Click the Lines tab.

Lines

Journal processing is initiated from the Journal Lines tab.
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Favarites -

MalnvMenu > Columbia Specific > General Ledger > Intemnal Transfer JournalEntry (5l

[_E’NEWW\TMDW “? Help BCUETD!’H\ZEF‘EQE hrlp

Header " Totals || Emors || Approval |
Unit: CoLUmM Journal ID: 0000001346 Date: 03ngrzomz I~ Errors Only
Template List Search Criteria Change Yalues
© tenraunt ‘Process: Edit Joumnal =l | Process J = E pine: | 10 FE
ize g | B |5
Select Linea  ‘Unit *Ledger SpeedTypes Account  Dept PCBusUnit  Praject Activity An Type
w lcoLum @ acTuALs [ Qi FeoninQ [eEMRL @ eToioos @ o @ [elo @ |
z [COLUM @ |ACTUALS [ ] affsew@ [mosd® [eEMRL @ [eTootons @ o @ [0 @ |
< | B
Matched pair to add : 9 = =
Customize | Fing | view 41 | B8 | 38 First Kl 4 oF1 DI | ast
unit Total Lines Total Debits Total Credits  Journal Status Budget Status
coLum 2 10.00 1000 N N
| save | & Returntosearch | 12 PreviousmList | [+ netiniet | [E] notty | s Remresh | B o

Header | Lines | Totals | Errar:

s | Approval

3

Done

|
T e meeme [ - [®r -

Step

Action

13.

This is the Journal Lines page.

Before processing the journal, note that the Journal Status and the Budget Status =
N.
[ N = No Status; needs to be edited]

The Journal Status and the Budget Status will change upon processing the journal.
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Header Totals Errars Approval

Training Guide
Journal Entries (Internal Transfers)

[_E’NEWW\TMDW “? Help BCUETD!’H\ZEF‘EQE hrlp

Unit: COLUM Journal ID: 0000001346 Date: o3nerzmz I™ Errors Only
Template List Search Criteria Change Yalues
Interintralnit ] *Process: Edit Journal =l [ Frocess Z & Line: 10 B &

Select Lines  *Unit *Ledger SpeedTypes Account  Dept PC Bus Unit Project Activity An Type

4 | B
Matched pair to add : 9 = =
Customize | Find | ‘e 4 H Fpat L qofd O Last
unit Total Lines Total Debits Total Credits  Journal Status Budget Status
coLum 2 10.00 1000 I N
B save | | Returntosesrch | 1] Previousinlist | [+F mestinlst | [[Z] natity | s Refresh | [Beada| [ Upateibispiay,

Header | Lines | Totals | Errors | Approval

a
Customize |Find | B |

1 oLum Q. AGTUALS C [fo400 @ [Foot101Q [GEMRL  Q [GTOD1008 Q [m Q oo @ |
H COLUM @ ACTUALS Q [7ad00 @ [0104102Q [3ENRL Q@ [BTOO1008 a [m Q [ @ |

3

Done

|
T e meeme [ - [®r -

Step

Action

14.

The default option in the Process drop down menu is 'Edit Journal'. When this
process is kicked off, the journal will be edit AND budget checked.

Edit check makes sure ChartField combinations are valid and budget check makes
sure that the transaction meets budget rules.

Click the Process buttor_l.
Frocess
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Favnvr\tes i MalnvMenu > Columbia Specific > General Ledger > Intemal Transfer JournalEntry (5l

Message

Journal 0000001 346 is sawed. (5210,6)

»
| € meemet o~ [faore -

l [

Step Action

15. Click the O button.

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

@Nemednw ? Help @Custnm\ze?age htm

T, e, m—

| Header ol Line Totals | Erors | Approval
Unit: COLUM Journal ID: 0000001346 Date: o3nerzmz I™ Errors Only
Template List Search Criteria Chanoe Yalues

Interfintralnit *Process: Edit Journal =l Frocess E & Line: EF =

Select

roa [coLum @ ACTUALS [ Qfrosn@ [feotio@ [eENRL @ [eTo01008
| ‘2 ‘0\ |ACTUALS “:| ‘O.‘ oo [oioHioie, [GENRL @ [5To01008
4 |

SpeedTypes

Matched pair to add : = B
Unit Total Lines Total Debits. Total Credits  Journal Status Budget Status
coLum 2 10.00 1000 Y Y

Uplate/Display.

[E Ssve] [Q Returnto Sesmh] [rEl Previous in um] [*EI Mestn us1] [El Metity ] [r:, Refresh

Header | Lines | Totals | Errors | Approval

4 | 3

T | meemet ERErER
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Step

Action

16.

The Journal Status and Budget Status changed from "N’ to "V* for valid.

Journal Status
V = Valid journal; edits are complete

Budget Status
V = Entry passed budget checking

Favnvr\tes ! MainvMenu > Columbia Specific > General Ledger > Intemnal Transfer JournalEntry (5l

Header Totals Errors Approval

[_E’Nemednw ? Help E{Custnm\ze?age htm

Unit: COLUM Journal ID: 0000001346 Date: o3nerzmz I~ Errors Only
Template List Search Criteria Chanoe Yalues
Interfintralnit -~~~ | ‘Process: Edil Journal =l I Pracess & & Line: 10 3 &

Select Lines  ‘“Unit *Ledger SpeedTypes Account  Dept PC Bus Unit Project Activity AnType

O COLUM (@ ACTUALS Q [fo400 @ [Foot1mQ [GENRL G [eTO01008 a [m Q oo @ |
Oz COLUM @ ACTUALS G [Fe400 Q@ [0104102Q, [GENRL QL [GTO01008 Q [m Q 6o @ |

4 | B
Matched pair to add : ’_2 =
Customize | Fingt | visw 0 [ B [ 3% Fist B4 op1 O Lact
unit Total Lines Total Debits Total Credits  Journal Status Budget Status
coLum 2 10.00 1000 v v
B save | | ReturntoSesrch | 1] Previousinlist | [+ testinlst | [[Z] notity | s Refresh | [Beadd| [ Updatebispiay,

Header | Lines | Totals | Errars | Aparoval

q | i

Internet v [ Mo -
<& y

Step

Action

17.

Next, we will submit the journal for approval.

Page 83




Training Guide
Journal Entries (Internal Transfers)

Favnvr\tes i MalnvMenu > Columbia Specific > General Ledger > Intemnal Transfer JournalEntry (5l

Header

@NEWWmdnw “? Help Efcuammwze?age hrlp

=

" Totals || Errors || Approval |

Unit: COLUM Journal ID: 0000001346 Date: o3nerzmz I™ Errors Only
Template List Search Criteria Change Yalues
| Interntraunit | ‘Process: Edit Journal =l | Process

| EE e [0 EE

Select Lines  *Unit *Ledger SpeedTypes Account  Dept PC Bus Unit Project i An Type

O COLUM (@ ACTUALS C [fo400 @ [Foot101Q [GEMRL  Q [GTOD1008 Q [m Q 60 Q@
oz COLUM @ ACTUALS Q [7ad00 @ [0104102Q [3ENRL Q@ [BTOO1008 a [m Q 60 @

4| | »

= &

Matched pair to add : 2

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

coLum - 2 10.00 10,00 ¥ ¥

B save | & Returntosearch | (1E) PreviousinList | <5 mexinlist | ([S] Netity | s Refresh |
‘J

Header | Lines | Totals | Errors | Approval

3

|
T T e meeme [ - [ -

Step

Action

18.

Click the Process drop down menu.

Favgrites - Main Menu > Cu\umh\avSpemﬁc > Genera\'\_edger > Internal Transfer JournalEntry [5]

ENewwindow  ? Help  [F Customize Page B hitp

neen
Header Totals | Erors | Approval

Unit: COLUM Journal ID: 0000001346 Date: 031872012 I~ Errors Only
Template List Search Criteria Change Values
| Interfintralnit | *Process: Edit Journal | | Frocess | = & Line: 10 5 [=

Budget Check Journal
Copy Journal
Delete Journal

Select Linea  *Unit fLedger | Zoco o Dept PC Bus Unit Project Activity An Type
Tit Joumna
ro COLUM G ACTUALS "Jﬁ H7a01101cy, [GENRL @ |GTOO1008 am o o a
| ] coLUM Q. ACTUALS i::::jgﬂm:g}f&)‘) 01041020, [GENRL Q@ [GTo01008 a [m Q [0 @
Ll Refresh Joumal 3
Submit.Journal

Matched pair to add : 2

Fret L aore O

unit Total Lines Total Debits Total Credits Journal Status Budget Status
COLUM 2 10.00 10.00 ) v
|E Save &\ Retunto Search | 1] Previousinlist |+ Mextinlist | =] MWotity | s Refresh |Beadd | [ UpdsteDisplay.

Header | Lines | Totals | Errors | Approval

3

|
T[T [ [ meeme 5~ [Foms -
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Step

Action

19.

Click the Submit Journal list item.
[Submit Journal |

Favarites © Man Menu > Co\umb\avSpecmc > GeneraLLedger > Internal Transfer JournalEntry [5]
ENewwindow  ? Help  [F Customize Page B hitp

niEn

Header Totals Errors Approval
Unit: COLUM Journal ID: 0000001346 Date: 03182012 I~ Errors Only
Template List Search Criteria Change Values

[ interintaunit *Process:

| Process | [Z [Z] Line: [0 B &

Select Linea  “Unit *Ledger SpeedTypea Account  Dept PC Bus Unit Project i AnType

O CoLUM @ ACTUALS Q [ro400 @ [Fant101Q |GENRL G [5TO01008 a m q [elo a |

roz CoLUM @ ACTUALS Q [75400 @ [mM04102Q [GENRL Q@ [GTO01008 a [m Q 6o @ |
1 | i

Matched pair to add : 2 El

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

CoLum 2 10.00 10.00 ) v
|E Sawe &4 Retunito Search | 1] Previous in us1_\ [ B MextinList | =] hatity \ | %t Refresh | B Auu_\ | UpdsterDisplay.

Header | Lines | Totals | Errors | Approval

‘ | i

[ T[T [ [ neeme 75~ [Foms -

Step

Action

20.

Click the Process button.
FProcess
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Favnvr\tes i MalnvMenu > Columbia Specific > General Ledger > Intemnal Transfer JournalEntry (5l

[_EINEWW\TMDW “? Help Efcuammwze?age hrlp

Wiew Audit Logs

Header Totals || Emors || Approval |

Unit: COLUM Journal ID: 0000001346 Date: o3nerzmz I~ Errors Only
Template List Search Criteria Change Yalues

| Interntraunit | ‘Process: Edit Journal =l | Process |

[Z [ Line:

[0 B

Select Linea  ‘Unit *Ledger SpeedTypes Account  Dept PC Bus Unit Project Activity An Type
I COLUM QL ACTUALS Q 70400 [7o01101Q [SENRL @ [GToO1008 Q [ Q [0 @
Oz COLUM QU ACTUALS Q [7ad00 @ [0104102Q [3ENRL Q@ [BTOO1008 Q o1 Q [slo Q@

4| | 3

Matched pair to add : 2 = =

unit Total Lines Total Debits Total Credits  Journal Status Budget Status

coLum - 2 10.00 10,00 ¥ ¥

| save | & Returntosearch | 12 PreviousmList | [+ netiniet | [E] notty | s Remresh | Acd| [ UpdateDisplay,
Header | Lines | Totals | Errors | Approval
. i
Done T |epmteme [Fa = [®ae <

Step Action

21.

Click on the Approval tab to continue.
Approval

The Approval tab allows you to check the approval status of your journal.
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Header Lineg Totals Errars

Unit: coLuM Journal ID: 0000001346 Date: 3B 2 i

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=0000001346, JOURNAL_DATE=2012-03-19, BUSINESS_UNIT_LN=COLUM:Fendi
Internal Xfer Dept Approval

Dept: 0104102

Pending

Multinle Approvers
Departmert Lewel Appraval

Dept: 7901104

[
G) Multiple Approvers
Department Level Approval

[_E’NEWW\TMDW “? Help IL/Cuamm\zePagE hrlp ]

=

Training Guide
Journal Entries (Internal Transfers)

Central Approval

~ BUSINESS_UNIT=COLUM, JOURNAL _ID=0000001346, JOURNAL _DATE=2012-03-19, BUSINESS_UNIT_LN=COLUM: Awaiti

Central Admin Approval

Not Routed

Multiple Approvers
" Recap and Decap Approval

of]

Done

Internet ¥a v 0% v
x| ¥

Step

Action

22.

This is the Approvals page.

submitted for approval.

The "Y' next to Approval Check Active indicates the journal has been successfully
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Favnvr\tes i MalnvMenu > Columbia Specific > General Ledger > Intemnal Transfer JournalEntry (5l

[_E’NEWW\TMDW “? Help BCUETD!’H\ZEF‘EQE hrlp ]

=

Header Lineg Totals Errars

Unit: coLuM Journal ID: 0000001346 Date: 3B 2 i

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=0000001346, JOURNAL_DATE=2012-03-19, 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

Central Approval

~ BUSINESS_UNIT=COLUM, JOURNAL _ID=0000001346, JOURNAL _DATE=2012-03-19, BUSINESS_UNIT_LN=COLUM: Awaiti

Central Admin Approval

Not Routed
Multiple Approvers

Recap and Decap Appraval o
4 »

Done T |epmteme [Fa = [®wew «

Step

Action

23.

Click the scrollbar to view the rest of the page.

Favnvr\tes ! MainvMenu > Columbia Sperific > General Ledger > Internal Transfer JournalEntry 5l

Approval Status: Pending Approval B
Approval Action: Approve -
Deny Comments: &

Departmental Approval
~ BUSINESS_UNIT=COLUM, JOURNAL _ID=0000001346, JOURNAL_DATE=2012-03-19, BUSINESS_UNIT_LN=COLUM:Pendi

Internal Xfer Dept Approval

Dept: 0104102

Pending
GMUIUQ\E Approvers

Department Level Approval

Dept: 7901101

Pending

Multiple Approvers
Department Lewel Appraval

Central Approval

~ BUSINESS_UNIT=COLUM, JOURNAL _ID=0000001346, JOURNAL_DATE=2012-03-19, BUSINESS_UNIT_LN=COLUM: Awaiti
Central Admin Approval

Not Routed
Multiple Appravers

Recap and Decap Appraval

+ Approval History

B save | | Returntosesrch | 1] Previousinlist | [<F mestinlst | [[Z] natity | s Refresh |

Header | Lines | Totals | Etrars | Approval

< _‘L

pone T [ |pmteme [F5 = [®a00w «
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Step

Action

24,

This journal requires Departmental Approval from multiple approvers.

ARC™

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

Home

Approval Status: Pending Approval d
Approval Action: Approve ~
Deny Comments: =

Depattmental Approval

~ BUSINESS_UNIT=COLUM, JOURNAL _ID=0000001346, JOURNAL_DATE=2012-03-19, BUSINESS_UNIT_LN=COLUM:Fendi
Internal Xfer Dept Approval

Dept: 0104102

Multinle Approvers
Departmert Lewel Appraval

Dept: 7901104

Pending
G) Multiple Approvers
Department Level Approval

Central Approval
~ BUSINESS_UNIT=COLUM, JOURNAL _ID=0000001346, JOURNAL _DATE=2012-03-19, BUSINESS_UNIT_LN=COLUM: Awaiti

Central Admin Approval

Not Routed

Multiple Approvers
Recap and Decap Approval

* Approval History

& Seve | & RetuntoSearch | (13 PreviousinList | <5 Mextinlist | [=] watity | | Refresh

Header | Lines | Totals | Errors | Approval

4| o

Done R | [ meermet 75~ [Fomm -

Step

Action

25.

Click the Save button.
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4

ARC

Favnvr\tes i MalnvMenu > (Columbia Sperific > General Ledger > Internal Transfer JournalEntry 5l

Approval Status: Pending Appraval B
Approval Action: Approve -
Deny Comments: &

B save | & Returnto Search | (15 Previous in um: }El et izt | (=] Notity :r:, Refresh

Header | Lines | Totals | Etrars | Approval

Departmental Approval

~ BUSINESS_UNIT=COLUM, JOURNAL _ID=0000001346, JOURNAL_DATE=2012-03-19, BUSINESS_UNIT_LN=COLUM:Pendi
Internal Xfer Dept Approval

Dept: 0104102
Pendi

G) Multinle Approvers
Department Level Approval

Dept: 7901101
[

ding
ultinle ADprovers
epartment Level Approval

Central Approval

~ BUSINESS_UNIT=COLUM, JOURNAL _ID=0000001346, JOURNAL_DATE=2012-03-19, BUSINESS_UNIT_LN=COLUM: Awaiti
Central Admin Approval

Not Routed
ultiple Approvers
ecap and Decap Approval

+ Approval History

Kl

3

Done

T T e meeme [% - [ -

Step

Action

26.

You have successfully edit checked, budget checked, and submitted an internal
transfer journal for approval.
End of Procedure.
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Creating Journals via the Spreadsheet Journal Import Tool

This is the Importing Spreadsheet Journals lesson of the Journal Entries course.
Upon completion of this lesson, you will be able to:

o Download the spreadsheet journal tool from the ARC Portal and save it to a folder on
your local drive

Change the macro security to enable spreadsheet journals to be imported into ARC
Create, edit, copy, and delete spreadsheet journals

Avoid common mistakes when entering data into the spreadsheet journals

Import spreadsheet journals into ARC

Search for imported spreadsheet journals in ARC

Carry out the journal processing steps and post the imported spreadsheet journals in ARC

Estimated time to complete lesson: 20 minutes

Entry option: Spreadsheet Journal Import

Note: Internal transfers and general journal entries each
have their own version of the spreadsheetjournal
import tool.

Import O
ournal (s Edit Budget Route for
jintoAR(C) ™| check |™| Approval (=
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Introduction to the Spreadsheet Journal Import Tool

The spreadsheet journal import tool enables you to create journals offline using a customized
Excel template and allows for multiple spreadsheet journals to be imported into ARC
simultaneously. Additionally, you can create new Journal Sheets as well as edit, delete, and copy
existing ones. Creating journals through the spreadsheet journal import tool is especially helpful
for large, recurring journal entries.

Creating journals on a spreadsheet has the potential advantages of excel functionalities, that when
used appropriately, expedites the process of entering large journals.

The uploading process will check the spreadsheet journal for the following:

o Required fields are populated with valid values
o Debits equal credits

Journals imported into ARC will have a journal status of 'N' indicating the journal needs to be
edited. Once the journals are in ARC they will need to be edit checked, budget checked, and
approved prior to posting to the General Ledger.

IMPORTANT: The spreadsheet journal import tool is available for Internal Transfer Journal
Entries as well as General Journal Entries. Please note separate templates are required for each.
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Downloading the Spreadsheet Journal Import Tool from the ARC Portal

The spreadsheet journal import tool can be downloaded from the ARC Portal. Once the tool is
saved to your local drive you will need to enable its content. It is recommended that users
periodically check the ARC Portal for version updates of the spreadsheet journal import tool and
download accordingly. This will prevent potential importing errors that may occur with earlier
versions of the spreadsheet files.

Keep the following checklist in mind when going through this topic:

1. Create a new folder on your desktop 'Journal Import Tool for Internal Transfer'

2. Download the spreadsheet journal import files from ARC Portal

2. Save all files in the newly created folder: Journal Import Tool for Internal Transfer
3. Open the file JRNL1.xls'

4. Enable the content

Estimated time to complete topic: 2.5 minutes
Procedure
Welcome to the Downloading the Spreadsheet Journal Import Tool from the ARC Portal topic. In

this scenario you will learn how to download and save the journal import files from the ARC
Portal into a single folder and enable its content.

El
VFFE

-
e
al™

WFFEFLAIT
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Step Action

1. Before downloading the journal import tool for internal transfers from the ARC
Portal, we will create a new folder on the desktop where we will save the various
files belonging to the journal import tool.

To begin, right-click the indicated area on the desktop.

-
o

al™

WFFEFIAIT

Arrange Icans By
Refresh

Paste
Paste Shorteit

Undo Delete Chrl+2
(51 Shared Falder Synchranization

Mew

Properties

dme| & | =

Step Action

2. Point to the New menu.

or Press [W].
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-
it
WFFEFIXIT

Arange Icons By
Refresh

Paste:

Paste Shorbeut:

Undo Delete ez
(5] shared Folder Synchranization v

[d ) Folder

Froperties @ Shortout

Training Guide
Journal Entries (Internal Transfers)

(& Microsoft Access Database

B Briefcase

= Bitmap Imags
Micrasoft Ward Document
Microsoft PawerPaint Presentation

Microsoft Publisher Document
[Z] Text Document
Micrasoft Excel Warksheet
(1] Compressed (zipped) Folder

@start| | & |

Step

Action

3.

Click the Folder menu item.

| |1 Folder

-
e
al™

WFFEFLAIT

Aistart| | &

| @ acrounting and Reportin...
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Step Action

4, Enter the desired name for the folder into the field. Enter "Journal Import Tool for
Internal Transfer”.

]
VFFE

-
o
al™

WFFEFIAIT

Journal Impart
Tool for
Internal
Transfer|

&'start| | & | @ acrounting and Reportin... @

Step Action

5. Press [Enter].
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-
it
WFFEFIXIT

eI ]
Step Action
6. We will now access the ARC Portal from my.columbia.edu.

Click the Launch Internet Explorer Browser button.

(=
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Help Email ~

Welcome to the New
- myColumbia

Log In Now

Annhouncements
Help

. Introducing the new myColumbial Wyith an updated,
Text Size H streamlined design, myColumbia continues to deliver
the: information and links that you need

Using myColumbia

After you log in with your UNI and password, please
click on the navigation links along the top to go to the
areas you need

Get mare help with rmyColurmnbia

=]
T e meme [%a - [Rwr -

Step Action

7. Click the Log In Now link.
Log In Now
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oz COLummA UNIV_ERSITY
-0 UNI l‘—
—
-
Done T T [epmteme [Fa = [®aew «
Step Action
8. In this scenario we will log in using a generic UNI and password. Once you have
access to the ARC Portal you will be able to log in using your UNI and password.

B
d_’? COLUMBIA UNIVERSITY
IN THE CITY OF NEW YORK
=0 UNI [
Maintained by CUIT, Please contact the Helpdesk if you have trouble legging in.
=
Done [T [ [@meeme 75~ [Foms -
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Step Action

9. Click in the Log in field.

[

[=]
@2 CoLUMBIA UNIVERSITY
IN THE CITY OF NEW YORK
=0 UNI l‘—
—
-
T e meme [% - [Roee -
Step Action
10. Enter the desired information into the Log in field. Enter "ARC_TRAINING".
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-0 UMD [aRc TRAINING
|

Maintained by CUIT, Please

contact the Helpdesk if you have trauble logging in.

=

Done

T e meme [%a - [®Rwr -

Step

Action

11.

Click in the Password field.

[

&2 COLUMBIA UNIVERSITY

IN THE CITY OF NEW YORK

-0 UMD [ARc_TRAINING
|

Maintained by CUIT, Please

contact the Helpdesk if you have trauble logging in.

=

T e meme [% - [®R1oew -
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Step Action

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

&2 COLUMBIA UNIVERSITY

IN THE CITY OF NEW YORK

-0 UMD [ARc_TRAINING
sesssnad|

Maintained by CUTT, Please contact the Helpdesk if you have trouble lagging in.

=

pone T T [epmteme [Fa = [®aow «

Step Action

13. Click the Log in button.
Log in
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L

Help Em.

MYCOLUMBIA

ARC Portal - DWR Reports - Enterprise Reporting - FinSys - ERDEVY | ERTEST - ERSTAGE - ER PoC

Welcome to the New

. - myColumbia

Help

Text Size H

0 Logged in 25 ARC_TRAINING

Annhouncements -

Introcucing the new myColumbial With an updated,
streamlined design, myColumbia continues to deliver
the information and links that you need.

| leinA muTnliimhia 4

Done T epmteme [Fa = [®awow «

Step Action

14, Click the ARC Portal link.

Help Email ~

MYCOLUMBIA

ARC Portal - DVWR Reports - Enterprise Reporting ' FinSys - ERDEY - ERTEST - ERSTAGE - ER PoC

Accounting and Reporting at Columbia (ARC) b

Text Size H

Welcome to the ARC Portal. This tab is the single sign-on point of access for Accounting and Reporting at Columbia (ARC)Y
as well as a variety of financial reports. ¥ou will also find links here for certain help functions, some common taools and farms,
plus entry into current FFE modules and some legacy systems (read only). For mare information about 4RC, reporting, or
other subjects, please navigate to the Finance Gateway i,

Go to ARC
Transaction Quick Links Reporting Quick Links
Use the below links to inititiate comman Use the below links to run or view
transactions or inguiries: comman reports:
Budgeting » Chartfield Statements

at ~|
[T TT e [~ [®ie -
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Step

Action

15.

This is the ARC Portal home page.

The journal import files are within the 'Tools & Forms' section of the portal.

Scroll down to the desired location.

- PI/Research Resources - R Reports

- Finance Gateway

Tools & Forms
Comrmon tools and forms; see the Finance
Gateway & for other options:

- COA Crosswalk Tool

- System Security Reguest Form

- Chart of Accounts Request Form

- Finance Service Request Farm

- CUIT Service Request Form

- Finance Forms Library

’Journal Import Tool for

internal Transfers

Columbia University Information Technology | 615 West 131st St., Floor 5, Hew York, HY 10027 | 212-851-1919 | askcuit@columbia.edu =

T e meme [%5 - [®100w -

Step

Action

16.

There are two menu links for Journal Import Tools:

- Journal Import Tool for General Journals
- Journal Import Tool for Internal Transfers

In this scenario we will download the files for the Journal Import Tool for Internal

Transfers.

Click the Show Journal Import Tool for Internal Transfers link.
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- PI/Research Resources - R Reports

- Finance Gateway

Tools & Forms
Common toals and forms; see the Finance
Gateway @ for other options:

- COA Crosswalk Tool

- System Security Request Form

- Chart of Accounts Request Form

- Finance Service Request Farm

- CUIT Service Request Form

- Finance Forms Library

’Journal Import Tool for

?&ﬁ}‘?}éﬂ‘ ﬂ%‘ﬁimiTool for

Please Download all three files and place them
in the same faldar.

- Macro

- Journal Import

- Journal Log

=

ttp: frycolumbia- 7. webservices. lamptest .columbia, edufsystemyfiles Finance_ERP{IRMLITF{IRNLMCRO.xda T e meme [Fa = [®awew «

Step Action

17. There are three files that you will need to download and save in the same folder:

- Macro
- Journal Import
- Journal Log

We will save these files in the folder that we created at the beginning of this topic:
‘Journal Import Tool for Internal Transfer'.
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- PI/Research Resources - R Reports

- Finance Gateway

Tools & Forms
Common toals and forms; see the Finance
Gateway @ for other options:

- COA Crosswalk Tool

- System Security Request Form

- Chart of Accounts Request Form

- Finance Service Request Farm

- CUIT Service Request Form

- Finance Forms Library

’Journal Import Tool for

Please Download all three files and place them
in the same faldar.

- Macro

- Journal Import

- Journal Log

=

http:, fmycolumbia-7 . webservices.lamptest. columbia.edujsystem/Fles{Finance_ERP/JRNLITF RNLMCRO.xla

[

€ tnternet

RN

Step Action

18. Click the Macro link.

- HR Reports

- PI/Research Resources

- Finance Gateway

Common tools and forms; see the
Gateway ™ for other options:

- Chart of Accounts Request Far
Open

Do you want to open or save this file?

Tools & Forms

=] Name: JRMLMERO x|
- CO4 Crosswalk Tool LE Type: Microsoft Excel 37-2003 Workshest, 355KB
- System Security Request Farm From: ..mbia-7.webservices.lamptest.columbia.edu

| [ Cancd |

- Finance Service Request Form

- CUIT Service Request FOMM G alwaps ask before apening this tupe of file

- Finance Forms Library

- save this file. What's the risk?
’Journal Import Tool for

o whiks files from the Internet can be usehul, some files can potentially
g haim your compuier. |f you da not tust the source, do not open ar
v

SR RN IR T o0l for

Internal Transfers

Flease Download sl three files and place them
in the same folder.

- Bacrg

- Journal Import

- Journal Log

-]

| % Start downloadng From site: hittp:{fmycalumbia-7 webservices,lamptest columbia, sdufsystemfles{Finance_ERPIIRNLIT [

| Tntzrmer

7 - [Hio0w -
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Step Action

Click the Save button.

Save

19.

- HR Reports

- PI/Research Resources

- Finance Gateway

Tools & Forms

Comman toals and forms; see the
Gateway @ for other options:

- CO& Crosswalk Tool

- System Security Reguest Forr
- Chart of Accounts Request Fo
- Finance Service Request Forr
- CUIT Service Request Form
- Finance Forms Library

’Journal Import Tool for

Si(ﬁﬂ%raﬂlﬂ%'ﬂ'mlTool for

" Internal Transfers

Please Dawnload all three files and pla

in the same folder.

Save As

Save n; [ (2 Deskiop

|3y Documents

3 My Computer

I 1y Metwork Places

|25 Journal Import: Tool For Internal Transfer

File name, JUFNCHCRD

Saveastpe  |Miciosoft Excel Adddn

Save I
Cancel

7|

- Journal Irnport

- Journal Log

#start| | &

| 4 Accounting and Repartin... |[@ 0% of JRMMCRO.la ..

Step Action

20.

Double-click the Journal Import Tool for Internal Transfer list item.

|jf| Journal Import Tool for Internal Transfer |
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- HR Reports

- PI/Research Resources

- Finance Gateway @

0% of IRNLMCRO.Hla from ...rvices.lamptest.columbia.edu Co... IE] B3 |

Tools & Forms Save As 1]

Common toals and forms; see the
Gateway @ for other options:

Savein: [ (=5 Joumal Impart Tol for Intemal Transfer JE3 (O« NG S e

- COA Crosswalk Tool®

- System Security Reguest Forr
- Chart of Accounts Request Fo
- Finance Service Reguest Forr
- CUIT Service Request Form
- Finance Forms Library &

’Journal Import Tool for

Sioqﬂ%raﬂlﬂ%wmlTool for

" Internal Transfers

Please Dawnload all three files and pla

in the same folder.

File name JRnLMCRD | save |
= Cancel

7|

Saveastpe  |Miciosoft Excel Adddn

- Journal Import
- Journal Log

@start| | & | & accounting and Repartin... | [ 0% of JRMLMCROATa - &

Step Action

21. Click the Save button.

Save

or Press [Alt+S].
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- PI/Research Resources - R Reports

- Finance Gateway

Download complete
Tools & Forms

Common toals and forms; see the -
Gateway @ for other options:

Download Complets

IRMLMCRO, 21 from
- COA Crosswalk Tool (]
355KBin 1 sec
C:iDocuments and Setti

355K [Sec

Downloade
Download bo:
Transfer rate:

- System Security Reguest Forr
- Chart of Accounts Request Fo
- Finance Service Reguest Forr
- CUIT Service Request Form

- Finance Forms Library Open

rvices.|amptest.calumbia, edu

I~ Close this dizlog box when download completes

Training Guide
Journal Entries (Internal Transfers)

\IRKLMCRO. xla

OpenFolder [ Close |

’Journal Import Tool for

Sioqﬂ%raﬂlﬂ%wmlTool for

" Internal Transfers

Please Download all three files and place them
in the same folder.

- Journal Import
- Journal Log

| 4 Accounting and Repartin... |[@ Download complete

d_-start| | &

Step

Action

22.

Click the Close button.

Cloze

- HR Reports

- PI/Research Resources

- Finance Gateway

Tools & Forms
Comrman toals and forms; see the Finance
Gateway @ for other options:

- CO& Crosswalk Tool

- System Security Request Form

- Chart of Accounts Request Form

- Finance Service Request Farm

- CUIT Service Request Form

- Finance Forms Library

’Journal Import Tool for

Si(ﬁﬂ%raﬂlﬂ%'ﬂ'mlTool for

" Internal Transfers

Please Download all three files and place them
in the same faldar.

- Macro

- Journal Irnport

- Journal Log

=l

Done

I O B Fa~[#ooe - 4

| Inkernet
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Step Action

23. Click the Journal Import link.
Dournal Irmport]

- PI/Research Resources = Il Reperiss

- Finance Gateway

Tools & Forms File Download

Common tools and forms; see the

Do you want to open or save this file?
Gateway ™ for other options: & &

=] Name: JRNL_ITEF.xls
Ll

Type: Microsoft Excel 97-2003 Workshest, 1.14M8
- System Security Request Farm From: ..mbia-7.webservices.lamptest.columbia.edu

- Finance Service Request Form G B | Cxicol I

- CUIT Service Request FOMM G alwaps ask before apening this tupe of file

- Finance Forms Library

- CO4 Crosswalk Tool

- Chart of Accounts Request Far

haim your computer. |f you do not trust the source, da net open or

I , 1 ‘while files from the: Internet can be useful, some files can potentially
= save this file. What's the risk?

’Journal Import Tool for

SR RN IR T o0l for

Internal Transfers

Please Download sll three files and place them

in the same falder.

- Journal Impork

- Journal Log ]

-]

| % Start downloadng From site: hitp:{fmycalumbia-7 webservices,lamptest columbia, sdufsystemfles{Finance_ERPIIRNLIT [ | | meemer 7 - [Hio0w -

Step Action

24, Click the Save button.

Save
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- PI/Research Resources

- Finance Gateway @

Save As

Tools & Forms

Common toals and forms; see the

Gateway @ for other options:
- COA Crosswalk Tool®
- System Security Reguest Forr
- Chart of Accounts Request Fo
- Finance Service Reguest Forr
- CUIT Service Request Form
- Finance Forms Library &

’Journal Import Tool for

Sioqﬂ%raﬂlﬂ%wmlTool for

" Internal Transfers

Please Dawnload all three files and pla

in the same folder.

0% of JRNL_ITEF.xls from ...

Training Guide
Journal Entries (Internal Transfers)

- HR Reports

cesJamptest.columbia.edu Ca..

= Q2 E

Savein: [ (=5 Joumal Impart Tol for Intemal Transfer

File name PN _ITE] | save |
Saveaslpe  |Miciosoft Encel 57-2003 Workshest | Cancel

7|

- Macro

- Journal Log

distart| | &

| 4 Accounting and Reportin... |[@ 0% of JRML_TTERMls ...

Step

Action

25.

Click the Save button.

Save

or Press [Alt+S].
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- PI/Research Resources - R Reports

- Finance Gateway

Download complete

Tools & Forms

Comman tools and farms; see the
Gateway @ for other options:

Download Complets

- COA Crosswalk Tool
Downloade 1.14MB in 1 sec
Download to: C:\Documents and Setti
- Chart of Accounts Request FU qyansferrate:  1.14MBfSec

- System Security Reguest Forr

- CUIT Service Request Form

- Finance Forms Library Open

JRNL_ITEF. xls Fram ...rvices lamptest, columbia,edu

YIRKL_ITEF. s

- Finance Service Request FOrm [ Close this dislog bos when download completes

OpenFolder [ Close |

’Journal Import Tool for

Sioqﬂ%raﬂlﬂ%wmlTool for

" Internal Transfers

Please Download all three files and place them

in the same folder.

- Journal Log

distart| | & | 4 Accounting and Repartin... |[@ Download complete

Step Action

26. Click the Close button.

Cloze

- HR Reports

- PI/Research Resources

- Finance Gateway

Tools & Forms
Comrman toals and forms; see the Finance
Gateway @ for other options:

- CO& Crosswalk Tool

- System Security Request Form

- Chart of Accounts Request Form

- Finance Service Request Farm

- CUIT Service Request Form

- Finance Forms Library

’Journal Import Tool for

Si(ﬁﬂ%raﬂlﬂ%'ﬂ'mlTool for

" Internal Transfers

Please Download all three files and place them

in the same folder.

- Journal Log

=l

T

o [fme -
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Step

Action

217.

Click the Journal Log link.

ournal Log

- PI/Research Resources = Il Reperiss

- Finance Gateway

Tools & Forms File Download

Common tools and forms; see the

Do you want to open or save this file?
Gateway ™ for other options: & &

=] Name: zCUJrnlLog.xls
Ll

- CO4 Crosswalk Tool Type: Microsoft Excel 97-2003 Workshest, 11.4KB

- System Security Request Farm From: ..mbia-7.webservices.lamptest.columbia.edu

- Finance Service Request Form G B | Cxicol I

- CUIT Service Request FOMM G alwaps ask before apening this tupe of file
- Finance Forms Library

- Chart of Accounts Request Far

haim your computer. |f you do not trust the source, da net open or

I , 1 ‘while files from the: Internet can be useful, some files can potentially
= save this file. What's the risk?

’Journal Import Tool for

SR RN IR T o0l for

Internal Transfers

Please Download sll three files and place them
in the same falder.

- Macro
- Journal Import

- Journal Log

-]

| % Start downloadng From site: hitp:{fmycalumbia-7 webservices,lamptest columbia, sdufsystemfles{Finance_ERPIIRNLIT [T

| Trezrmer

7 - [Hio0w -

Step

Action

28.

Click the Save button.

Save
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- HR Reports

- PI/Research Resources

- Finance Gateway @

0% of ZCUJrnlLog.xls from ...rvices.|amptest.columbia.edu Co... IE] B3 |

Tools & Forms Save As 1]

Common toals and forms; see the
Gateway @ for other options:

Savein: [ (=5 Joumal Impart Tol for Intemal Transfer H o2 E

| ST

- COA Crosswalk Tool®

- System Security Reguest Forr
- Chart of Accounts Request Fo
- Finance Service Reguest Forr
- CUIT Service Request Form
- Finance Forms Library &

’Journal Import Tool for

Sioqﬂ%raﬂlﬂ%wmlTool for

" Internal Transfers

Please Dawnload all three files and pla

File name | =l save |
Saveasipe  |Microsoft Excel 57-2003 Workshest | Cancel

7|

in the same folder.

- Macro

- Journal Import

Aistart]| | & | & accounting and Repartin... |[ @ 0% of curmilogads .. [@&

Step Action

29. Click the Save button.

Save

or Press [Alt+S].
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- PI/Research Resources - R Reports

- Finance Gateway

Download complete HIE =
Tools & Forms

Common tools and forms; see the s  Downioad Complete
Gateway @ for other options:

2CUIrnlLog.<ls Fram .. rvices lampest, columbia,edu
CoA Crosswalk Tool (]

System Security Request For; Downloads =

Download bo: €:\Documents and Setti.. \2CUTrmiLog.ds
Transfer rake:  11.4KB{Sec

- Finance Service Request FOrm [ Close this dislog bos when download completes

- CUIT Service Request Form

- Finance Forms Library Open Open Folder | Close I

Chart of Accounts Request Fo

’Journal Import Tool for

Sioqﬂ%raﬂlﬂ%wmlTool for

" Internal Transfers

Please Download all three files and place them
in the same folder.

- Macro

- Journal Import

distart| | & | 4 Accounting and Repartin... |[@ Download complete

Step Action

30. Click the Close button.

Cloze

- HR Reports

- PI/Research Resources

- Finance Gateway

Tools & Forms
Comrman toals and forms; see the Finance

Gateway @ for other options:

CO& Crosswalk Tool
- System Security Request Form
- Chart of Accounts Request Form
- Finance Service Request Farm

- CUIT Service Request Form

- Finance Forms Library

’Journal Import Tool for

Si(ﬁﬂ%raﬂlﬂ%'ﬂ'mlTool for

" Internal Transfers

Please Download all three files and place them
in the same folder.

- Macro

- Journal Irnport

=l

Done T e meeme [55 « [%amw -
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Step

Action

31.

Click the Minimize button.

din

WFFEFTXIT

@start| | & | # Accounting and Reportin... &
Step Action
32. Double-click the Journal Import Tool for Internal Transfer folder.
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-
din
WFFEFIXIT
& Journal Import Tool for Internal Transfer
File Edit Wiew Favorites Tools Help
WO - O - F | /2 search [ Folders | [Z3+ | (5] Folder Sync

Ll | Address |E| C:\Documents and Settings|adz9311Deskop|Journal Impart Tool for Internal Transfer

=S
. N JRNL_ITEF @ RNLMCRO
File and Folder Tasks & 5 | Microsoft Excel 37-2003 Work. .. Microsaft Exeel Add-In
L | 1,174 KB ¥ 356 KB
(5 Make anew Folder

Publish this Folder to the B ZcumniLog
@ Web £ | Microsaft Excel 97-2003 Waork, ..
Hll | 12 kB

Other Places

[@ Desktop

() My Documents

'a My Computer

g My Network Places

Details

Aistart| | & | & accounting and Repartin... | [ Journal tmport Taolf...

Step

Action

33.

All three files have been successfully saved in the Journal Import Tool for Internal
Transfer folder.

Double-click the JRNL_ITEF spreadsheet file.

@ JRML_ITEF
8 | Microsoft Excel 97-2003 Work. .,
0l | 1,174 KE
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JRMLITEF [Protected Yiew] - Microsaft Bzcel o B R

Home  Insert  Page layout  Formulas  Dats  Review  View v@ o @ =

o Protected View  This file originated fram an Internet location and might be unsafe. Click for more details. Enable Editing x

17 - fr\

GQ (COLUMBIA [JNIVERSITY Spreadsheet Journal Import

INTHE CITY OF NEW YORK

[~ General —————————1 [~ JournalSheets = Import Jaurnals

+8 |
Setup Trnport Now

-

1l

3
[ED@m % c—0—@F)

start| | & | 4 Accounting and Reportin... | (3 Jeurnal Impert Tool Fer 1... |[[i] Microsoft Excel - JRNL...

3

e Bin

Step Action

34. Click the Maximize button.

Z| 9™~ |= JRHL_ITEF [Protected Wiew] - Micrasoft Excel ==
Home  Insert  Pagelayout  Formulas  Dats  Review  Wiew o@ =P R
x

o Protected View  This file originated fram an Internet [ocation and might be unsafe, Click far mare details, Enabile Editing

7 - £

&2 CoLumpia UNIVERSITY Spreadsheet Journal Import

IN THE CITY OF NEW YORK.

 General ———————— [~ JournalSheets ————— [~ Impart Journals
—
0O W8
Setup New Trport Now
[
Notes Edit Write File
»
Delete
Copy

4 L M

Ready | |[EB|E 100w (=

mstartl | @& | @ acrounting and Reportin... | (= Journal Import Tool for T... | ] Microsoft Excel - JRNL...

Page 118




ARC™

Training Guide
Journal Entries (Internal Transfers)

Step

Action

35.

Enable Editing

To enable the content on this spreadsheet, click the Enable Editing button.

(]| =l I= JRNLITEF [Compatibility Mode] - Microsoft Excel o 5
Home Insert  Pagelayout  Formulas Data Review  ‘iew @ o =
= - = ) ] Selnsetr E - %
arial v AT - S seneral - P:,‘ lEF‘L s | = 2 lﬁ
Bl s I A ¢
Paste B I oU-| - cA-| = = G- $ - % s 9.0 Condional Format  Cell | ., Sort 2 Find &
- & = = e = ° W0 *0 | omatting = as Table = Styles ~ | FEIFormat ™ | &2+ Filter= select v
Clipboard 1 Fant 1 Alignment 5 Humber 5 Styles Cells Editing
1) Security Warning  Some active content has been disabled. Click for more details, | Enable Content x
17 - 5 v
&2 CoLumBIA UNIVERSITY Spreadsheet Journal Import
INTHE CITY OF NEW YORK
[ Genersl ————————— [~ JournalShests [ Impart Journals
—
0O 8
Setup New Import Now
[
Notes Edit Write File L
b
Delete
Copy
=
4 [ L | a0l
Ready | |[FE|EE 100% (=) Iy} (+)

:t'start| | & | # Accounting and Reportin.... | (2 Journal Impart Taol For I... | | Microsoft Excel - JRNL...

Step

Action

36.

Additional content needs to be enabled.

Click the Enable Content button.

Enable Content
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(& | =l I= JRNLITEF [Compatibility Mode] - Microsoft Excel o e R
Home Insert  Pagelayout  Formulas Data Review  ‘iew a@o@ =
- ) | S - -
Bl £ il S AN S General - 1‘5,1 ﬂ‘iﬁ L:‘ﬂ 5 Insert = ‘?KF lﬁ
= By~ e A = - Fepelete - [3]- &
Paste B I U- - A - B- $ - % » %@ W Condtionsl Format  Cell | ., Sort & Find &
- = = = = ° W0 *0 | omatting = as Table = Styles ~ | B Format ™ | (2™ Filter= select+
Clipboard Fant , Alignment . Humber . Styles Cells Editing
7 - I %
=]
=
&2 COLUMBIA UNIVERSITY Spreadsheet Journal Import
IN THE CITY OF NEW YORK
[ General —————— [ Joumal Shests - Import Journals
—
O +E
Senup New Iport Now
.
Notes Edit Write File
» =
Delete
Copy
=
4 [ Il | 0|
Ready | | 100 (=) 'y (1)
distart| | & | | accounting and Repartin... | (7 Journal Impoart Toal For L., |[[3] Microsoft Excel - JRNL. &

Step Action

37. Make sure you save the changes that you made to the spreadsheet journal import
tool. This will save you from having to enable the content next time you access the
tool.

Click the Save button.
=
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(& | =l I= JRNLITEF [Compatibility Mode] - Microsoft Excel o e R
Home Insert  Pagelayout  Formulas Data Review  ‘iew a@o@ =
Bl = Oy 2@
arial =i General - = A
1= Ba- PN £} » ¥ I pelete - | (3] z
Paste B I U- - . - $ - % <8 Conditional Format cell | ., Sort & Find &
- = = = ° W0 *0 | omatting = as Table = Styles ~ | B Format ™ | (2™ Filter= select+
Clipboard Fant Alignment Humber Styles Cells Editing
17 - 5 -
=]
=
&2 COLUMBIA UNIVERSITY Spreadsheet Journal Import
IN THE CITY OF NEW YORK
[ Generdl [ Journal sheets - Import Journals
—
0O +E
Senup New Iport Now
.
Notes Edit Write File
» =
Delete
Copy
=
4 [ Il | 0|
Ready | | 100 (=) (1)
distart| | & | | accounting and Repartin... | (7 Journal Impoart Toal For L., |[[3] Microsoft Excel - JRNL. &

38.

- General
- Journal Sheets
- Import Journals

This is the Spreadsheet Journal Import home page.

The functions within this spreadsheet are organized in three areas:

We will explore each of these links in the topics to follow.
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@start| | & | & accounting and Repartin... | [ 0% of JRMLMCROATa - [@&

Hello ad2931€@columbia.edu  Log out

- PI/Research Resources - R Reports

- Finance Gateway

0% of IRNLMCRO.Hla from ...rvices.lamptest.columbia.edu Co... IE] B3 |

Tools & Forms xRS [2]x]
Comman tools and forms; see the el l@ Desktop H o2 m
Gateway @ for other options: ™
& )My Documents
<3 3 My Computer
- COa Crosswalk Tool “:JMV Network Places
- System Security Reguest Forr
- Chart of Accounts Request Fr IiE
- Finance Service Reguest Forr Desktop
- CUIT Service Request Form
- Finance Forms Library .
My Documents
’Journal Import Tool for
Sioqﬂ%raﬂlﬂ%wmlTool for
Internal Transfers
Please Gawnload all three files and pla ——
i the ssme falder. File name, JUFNCHCRD o e ]
i Saveasype  |Microsoft Excel Addin | Cancel
- Macro 2|

- Journal Import
- Journal Log

Step

Action

39.

You have successfully downloaded the spreadsheet journal import tool for internal
transfers from the ARC Portal. You can now select the next topic, Creating a New
Journal Sheet and Entering the Journal Header Information where you learn how to
create a new internal transfer journal sheet and enter the journal header information.
End of Procedure.
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Creating a New Journal Sheet and Entering the Journal Header Information

In this topic you will learn how to create a new journal sheet and enter the journal header
information.

Estimated time to complete the topic: 2.5 minutes

| Journal Header — Spreadsheet Import |

Spreadsheet Journal Import +8 | <3
Journal Header D _Unit Journal D Date

.

System ID: Description:
=
X - NEXT
Defaulted Fields for || 5 |
Internal Transfer <“ oo 392012 | ¥ AutoGen Lines oK
Spreadsheet Upload i ctorcncs Nusber: I™ Adjusting Entry:
g e
Ledger: Docsequence: |

Adjustment Type: ,_

User ID: Commitment Control Amount Type:
Journal Class: — ]
Transacton Code: | é‘gz"e‘c‘f locaton [T

Source:

Currency Information Reversal

Foreign Currency: @ None

Effective Date: 3/19/2012 € Beginning of Next Period
" End of Next Period

Rate Type:

" Next Day

Exchange Rate: " Specified Date

Procedure

Welcome to the Creating a New Journal Sheet and Entering the Journal Header Information
topic. In this scenario you will learn how to create a new journal sheet and enter the journal
header information.
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ARC™

(& | = I= JRNLITEF [Compatibility Mode] - Microsoft Excel o e R
Home Insert  Pagelayout  Formulas Data Review  ‘iew o @@ =
s ) | S - -
B £ il S AW S General - 1‘5,1 ﬂ‘iﬁ L:‘ﬂ 5 Inaert = ‘?KF lﬁ
= By~ = — Fepelete - [3]- &
Paste B L U- Ti- § - % o %@ 09 Condtional Format Cell | ., Sort & Find &
- = = ° W0 *0 | omatting = as Table = Styles ~ | B Format ™ | (27 Filter= select v
Clipbosrd Fant Alignment Humber Styles Cells Editing
17 - 5 -
&2 COLUMBIA UNIVERSITY Spreadsheet Journal Import
IN THE CITY OF NEW YORK
[ Generdl [ Journal sheets - Import Journals
—
0O +E
Senup New Iport Now
.
Notes Edit Write File
» =
Delete
Copy
=
4 [ Il | 0|
Ready | 100 (=) 'y (1)
@istant| | & | 1 RuTer [ & Micrasaft Excel - IRM.... @

Step Action

1. Click the New button under the 'Journal Sheets' menu.

3

Mew
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F=| = JRNL_ITEF [Compatibility Moge] - Microsaft Bxcel o R
Home Insert  Pagelayout  Formulas Data Review  “iew o @@ =
= % . = . jﬁ ﬁi‘ [ Gemeet-  E- iv l?a
B . Arial 10 =i General £l e B ¢ vutte - | - 7
A LR SR S8k WA e S O e | - 2% 02
Clipboard Fant Alignment humber Styles Cells Editing
7 - I %

CQ (COLUMBIA [JNIVERSITY

IN THE CITY OF NEW YORK.

[ General r Journal Sheets

Senp

Whrite File

2 |

Copy

1 [ il

Ready |

#istart| | & [ & Micrasaft Excel - IRM....

| 1 rn_mer

|[FEEm w0 (=)

]

Action

Enter the desired information into the

field. Enter ""IT Journal Entry"".

F™| = JRNL_ITEF [Campatibility Moge] - Microsaft Bxcel o R
Home Insert  Pagelayout  Formulas Data Review  “iew o @@ =
=1 & . = . jﬂ ﬂ;@;‘ [ Eemsets  E- ﬁv lﬁ
B - Arial 10 =i General £l e B ¢ et - | - 7
) ERT RS MR A
Clipboard Fant Alignment humber Styles Cells Editing
17 - 5 -

GL;J COLUMBIA [JNIVERSITY

IN THE CITY OF NEW YORK.

Mew Journal Sheet Mame:

[ General r Journal Sheets

Setup

Cancel

[IT Joumal Entof

=
Notes Whrite File

Copy

1 [ il

| a0l

Readly |

distart| | & [ & Micrasaft Excel - IAM....

| 1 srn_mer

|[FE|EE 100% (=) ] (+)

]
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Step Action

3. Click the OK button.

OF.

= =

JRNLITEF [Compatibility Made] - Microsoft Excel

=
}5 ﬂiﬂf =
0 5%  Conditional Format Cell

Farmatting ~ a3 Table = Styles =
Styles

Home | Insert  Pagelayout  Formulas  Data Wiew

Review

B

Pste . B I U - &
el U~

Arial General

Clipboard & Font

o @@ R

g=nset - E - ;7
¥ Delete - | [§]- Z
B Format ~

Cells Editing

)

. Sort& Find &
<27 Filker = Select~

=2 2

AE20

Nl Journal Header SIS

4
5 4+ |k |d B — |5
[5l Journal Lines

Journal ID

7 SysID Journal D Line # Unit
~
+ | = [+.]=| =]

Leciger Account Amourt CurrencyDept D PC BusinessProject
i 1 1 i i i I~

Select fislds to copy from a previous ine by marking the checkboxes under each fiskl

Activity
2 [
g

Initiative:

Segmert  Site

1 i ol

Fund

i

10
11
12
13
14
15
16
17
18
19
|20l
21
22
23
24
25
2%
27
28
29
4
Ready

d-stm' | &

| ] Microsoft Excel - JRNL...

| 5 reurer

IEEEETEe:

Step Action

the + button.

-

The Journal Sheet is divided into two parts: Journal Header and Journal Lines.

To add the journal header information for your internal transfer journal click
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(]| = I= JRNLITEF [Compatibility Mode] - Microsoft Excel o e R
Home Insert  Pagelayout  Formulas Data Review  ‘iew a @ o @
2n _ — ] ] S - - .
B £ 8 AN F ¥ S Genenl - }%‘ ﬁﬁﬁ ;ﬂ g Insert = {’Y Ea
By~ = — I Delete - [g]v &
Paste B I U- - § - 9 o | % 88 Condiional Format Cell . Sorta Find &
- 7 = - ° 8 0 Eomatting + as Table v Styles = | BRI Format v | 37 Fifter~ Select=
Clipboard Fant 1 Alignment 5 Humber | Styles Cells Editing
: -
- -
~E20 E&l e ws Journal Header X |
i‘ Systom ID; Description: -
E E H | Unit: oL e I Y
[l Spreadsheet Journal Impor{ s et
il Journal Header R olIly Jon
4 oS 3f20i2012 ¥ AutoGen Lines o
Reference humber: I Adjusting Erkry:
Cancel
7 SysiD JournalD  Line# Unt  Lsc Ledger Group: ACTUALS Documertt Type: ve Segmet Sie Fund
Gl | | | | | I Ledger: Do Sequence: i I 2
9l +]l=]%]= s
il & Source: ITF Adjustment: Type:
1 Usst D Commitment Control Amount Type:
14 Transaction Code: S (L
14 :
16 Currency Infarmation Reversal
17 Foreign Currency: " Mone
13 Effective Date: renEniz ((: Beginning of Next Period
End of Next Period
20 Rste Type: £ MNext Day |
g; Exchange Rate:  Specified Date
23
24
24
26
27
28
29 -
4 il ] 3
Ready |[FEDmEm 100 () 'y (3)
@istant| | & | 1 RuTer [ & Micrasaft Excel - IRM.... @

Step

Action

The following fields will default based on your General settings:

Unit: COLUM

Journal Date: 3/20/2012
Ledger Group: ACTUALS
Source: ITF

Note that 'ITF' (for Internal Transfers) is grayed out and can not be changed.

Click in the Description field.
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|= JRNLITEF [Compatibility Made] - Microsoft Excel = e 2
Insert  Pagelayout  Formulas Data Review  ‘iew o @ = F o
= ) 1 Selnsert X v ;
-8 =i General - }H ﬁj | “E (f 5‘3
a8 B S e g 2
B S U-| -~ G- $ - % s | %3 80 Condtioral Format Cel | ., Sort & Find &
= = ¢ 90 *8 | Eormatting ~ as Table ~ Styles - | BRI Format~ | @~ Fitter~ Select~
Clipboard Fant . Alignment , humber Styles Cells Editing
5 =
AE20 - i
E&l e ws Journal Header = )
=
i‘ System ID: Description: =
1
E E H | uni: coLuM g I g
[l Spreadsheet Journal Impor{ s et
Ell Journal Header EEYNINY Jou
4 oS 3f20i2012 ¥ AutoGen Lines o
) Reference Number: I~ Adjusting Entry:
] Journal Lines Cancel
7 SysiD JournalD  Line# Unt  Lsc Ledger Group: ACTUALS Documertt Type: ve Segmet Sie Fund
Gl | | | | | v Ledger: Do Sequence: i I 2
g |+ |=|+|=|F 5
0 Saurce: 1TF Adjustment Type:
1 User 0 Commitment Cantrol Amount Type:
14 Transaction Code: S (L
14 :
16 Currency Infarmation Reversal
17 Foreign Currency: " Mone
18 Effective Date: renEniz € Beqinning of Next Period
19 £~ End of Next Period

£ Next Day |
€ Specified Date

o0 Rate Type:

Exchange Rate:

P

4 il ] 3
Ready |[FEDmEm 100 () 'y (3)

@istant| | & | 1 RuTer [ & Micrasaft Excel - IRM.... @

Step Action

6. Enter the desired information into the JRNL_ITEF [Compatibility Mode] field.
Enter "Internal Transfers Journal Entry - Spreadsheet Import".

E JRNLITEF [Compatibility Made] - Microsoft Excel =& %
Home | Insart  Pagelaout  Formulas  Data  Review  Wiew 2@ =& R
L. = = 1 | Samsert~ T -
Arial 8 A A= ¥ S Genenl - }5‘ ;ﬁjﬁ l_:‘d ginse 7(? éa
- == — G Delete ~ | [g)~ B
B I U- i~ G- § - % » | %90 Conditional Fomst Cel | .. Sart& Find &
= = ¢ 90 0 R ormatting * 35 Table * Styles+ | 2 FOMat ™ 27 Filtere Select~
Clipboard Fant e Alignment " Humber A Stles Cells Editing
7 -
- -
AE20 Bl e Journal Header x

=

System ID; Description:

Internal Transfers Journal Entry - Spreadsheet Import]
B E H | Unit: coLum B J
El Spread: et Journal ImporiEsss IF
L

Nl Journal Header SRS o

1 Journal Date: 3/20j2012 W AutoGen Lines ok

Reference Number:

™ Adjusting Entry:
=l Journal Lines Cancel
7 SysiD JdounelD  Line# Uit Lec -edder Group: ACTUALS ORI T e Seomemt  sie Fund
v

& [~ 4]l 5] Ledger: Doc Sequence: o ~ i
o = [ == s
= Ml S [T adysment Type: |
1 User ID; Commitment Control Amount Type:
14 Transaction Code: égzgfv Leectimam
15 *
16 Currency Information Reversal
17 Fareign Currency: & None
12 Effective Dats: 3120/2012 :: Beginning of Next Period
End of Next Period
20 Rate Type: € Noxt Doy I
g; Behangs Ruats:  Specified Date
3
24
25
26
27
i)
29
4] [ ]
Reaty || 100 (=) y!

Aistart| | & =R |3 Microsoft Excel - IRNL.
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Step

Action

Click the OK button.
OF

2| i & JRNL_ITEF [Compatibility Mode] - Microsoft Excel = e
Home Insert  Page lawout  Formulas Data Review  Wiew a@ =@
LI General - =| - A lﬂ
EE -
Erormat~ | 2~ Selact +
Clipbaard Fant Alignment Humber Styles Cells Editing

-l A =

Ptﬁ'
aste B I U $ -
- &

gl Spreadsheet Journal Import
Nl Journal Header SRS Journal 1D
1107 COLUM NEXT 3202012 Internal Transfers Journal Entry - Spreadsheet mport

4
5 4+ || & || =&
5l Journal Lines
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Step

Action

You have successfully created a new journal sheet and entered the journal header
information on the Spreadsheet Journal Import tool. You can now select the next
topic, Entering the Journal Lines in a Spreadsheet Journal where you will learn how
to enter journal lines in the Spreadsheet Journal Import tool.

End of Procedure.
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Entering the Journal Lines in a Spreadsheet Journal

In this topic you will learn how to enter the journal lines information in the spreadsheet journal
import tool.

Before you begin this topic, familiarize yourself with the icons on the spreadsheet journal sheet.
Click here to access a printable version of this graphic.

AAAAA PC Busines: Proret Fund —— chartFields
v 4 2 ~ 2 2 4 ~

under ssen filg

Delete 1 line
Add multiple lines Delete multiple lines
mmmmmm == |
[ I
o e | =]
— | o | [[C=]

Estimated time to complete the topic: 5 minutes

Procedure

Welcome to the Entering the Journal Lines in a Spreadsheet Journal topic. In this scenario you
will learn how to enter journal lines in the Spreadsheet Journal Import tool.
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Step

Action

To add lines to your internal transfer spreadsheet journal click on the + button
underneath the Journal Lines header.

+
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Step Action
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Make sure the Sys ID for the line added matches the Sys ID of the Journal Header
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Step Action

3. Enter the desired information into the Business Unit field. Enter "COLUM".
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Step Action

4, Enter the desired information into the Ledger field. Enter "ACTUALS".
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Action

Press the [Right] arrow key on your keyboard to move to the next field.
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Action

Enter the desired information into the Account field. Enter "68305".
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Step

Action

Press the [Right] arrow key on your keyboard.
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Enter the desired information into the Amount field. Enter *100",
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Action

Press the [Right] arrow key on your keyboard.
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Step

Action

10.

Enter the desired information into the Currency field

. Enter "USD".
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Step Action

11. Press the [Right] arrow key on your keyboard.
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Step Action

12. Enter the desired information into the Dept ID field. Enter "0103102".
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Step Action

13. Press the [Right] arrow key on your keyboard.
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Step Action

14, Enter the desired information into the PC Business Unit field. Enter "GENRL".
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Step Action

15.

Press the [Right] arrow key on your keyboard.
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Step Action

16. Enter the desired information into the Project field

. Enter "GT001008".
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Step

Action

17.

Press the [Right] arrow key on your keyboard.
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Action

Enter the desired information into the Activity field. Enter "01".
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19.

Press the [Right] arrow key on your keyboard.
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Step Action

20.

Enter the desired information into the Initiative field. Enter “00000".
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Step Action

21.

Press the [Right] arrow key on your keyboard.
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Step Action

22. Enter the desired information into the Segment field

. Enter "00000000".
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Action

23.

Press the [Right] arrow key on your keyboard.
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Step

Action

24,

Press the [Right] arrow key on your keyboard.
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Action

25.

Enter the desired information into the Fund field. Enter "30".
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Step Action

26. Click the desired object.
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27.
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Step Action

28. Click the desired object.
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Step Action

29. Click the desired object.
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Step
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31.

Enter the desired information into the field. Enter "3".
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32.

Next, we will update the Amount field on line 2 to balance the Amount for line 1

(debits must equal credits).
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33. Click the desired object.
100.00

H9- |+ JRNL_ITEF [Compatibility Mode] - Micrasaft Excel ==

Home | Insert  Pagelayout  Formulas  Data  Review  Wiew o @B R

Arial g A AT » General - = - A lﬁ

-8 - % s i j Find &
Elrormat~ | 2~ Salact +

Clipboard Fant Alignment Humber Styles Cells Editing

,
I

Paste B I
- ¥

1107 320212 Internal Transfers Journal Entry - Spreadsheet Import

4
5| +|n|# e
5l Journal Lines

7 SysiD JournalD  Line# Urit  Ledger Account Amourt CurrencyDet D PC BusinessProject  Activty  Infiative  Seoment  Site Fund
g 4 i i v icd ~ i icd icd ~
9 4| = +]=lm] Select fiskds to copy from a previous ine by marking the checkboxes under each fiskl
10

11

12 1107 WEXT 1 COLUM ACTUALS 68305 10000 USD 0103102 GENRL  GTOMODE OF 00000 00000000 0
13 1107 mEXT 2 COLUM ACTUSLS 68305 [ immliso  ooama GENRL  oTOMios ot 00000 0DD0D0DD 20
14

15

16

17

18

19

20

21

22

3

24

25

26

27

i)

29 -
4 [ . | »
Ready |[EO @ 100 (=) y! T

@istart| | & =R |[E] Microsoft Excel - IRNL..

Page 153




Training Guide
Journal Entries (Internal Transfers)

Step

Action

34.

Enter the desired information into the field. Enter "-".
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35.

=l

Click the Save button.
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Action

36.

You have successfully entered journal lines in the spreadsheet journal import tool.
You can now select the next topic, Importing the Spreadsheet Journal in ARC where
you will learn how to import the spreadsheet internal transfers journal into ARC.
End of Procedure.
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ARC

Importing the Spreadsheet Journal into ARC

The importing process verifies whether all required fields are populated with active ChartField
values and debits equal credits. Unless these criteria are met, a journal will not be imported into
ARC and you will be notified with an error message.

The importing process does not verify whether or not the ChartField combinations are valid. This
process takes place during edit checking. Hence, when a spreadsheet journal is imported into
ARC the journal will have to go through the standard processing steps: edit check, budget check,
approval, and posting.

As you go through this topic keep the following common importing errors in mind to avoid them
in the future:

o Are the required ChartFields populated?
Are the ChartField values valid?
Do credits and debits add up to zero?

Hint: A quick way to verify whether debits equal credits is to use the Excel formula 'Sum' on the
Amount column. If the sum of amounts is equal to zero then debits equal credits.

Estimated time to complete topic: 2.5 minutes

Procedure

Welcome to the Importing the Spreadsheet Journal into ARC topic. In this scenario you will learn
how to import a journal created in the spreadsheet journal import tool into ARC.

= I= JRNLITEF [Compatibility Mode] - Microsoft Excel = B 52
Home Insert  Pagelayout  Formulas Data Review  ‘iew @@ =
Bl "° arial Slu AN == General - = }3
@ L -
Paste B I U === Ei= $ v s | %8 i Find &
= = E===7 ’ B Format = | @+ Select =
Clipboard Fant Alignment Humber Styles Cells Editing
L14 - I %
i =
j =|
E E H | A K L I I Q P Q R ES) T U
Pl Spreadsheet Journal Import [»&] |
Ell Journal Header EEYNINY Journal ID Dats
4 1107 COLUM HNEXT 37202012 Internal Transfers Journal Entry - Spreadshest Import
5+ |k |m] - &
5l Journal Lines
7 SysiD JounslD  Line# Unt  Lecger Account ‘Amourt CurrencyDeptlD  PC BusinestProject  Actvity  Inisiive  Segmert  Site Fund
3 W Iv W W Iv ird v 2 72 W Iv ird 2
9 |+ | = [+]=]=] Select fields to copy from a revious ine by marking the checkboxes under each field.
10
11
12 1107 WEXT 1 COLUM ACTUALS 68305 10000 USD 0103102 GEWRL  GTOMMODB Of 00000 0DOODDDO 0
13 1107 WEXT 2 COLUM ACTUALS 68305 A00.00) USD 0103103 GENRL  GTOMMODE Of 00000 DDO00DOO 0
14 [ 1
14
16
17
18
19
0
21
prl
23
24
24
26
27
28
29 -
4 »
Ready |EEEm w00% (=) [} (+)
distart| | @ | 12 muuTer [ & Micrasaft Excel - IAM.... @

Page 156



ARC™

Training Guide
Journal Entries (Internal Transfers)

Step

Action

This icon is the import button.

Click the desired object.
)

= |+ IJRNLITEF [Compatibility Mode] - Microsoft Excel =@ =
Hame Insert Page Layout Formulas Data Review View o @o@ R
o _ . 5 -
B L -l A == ® General - lﬁ
B - @- ?
Paste B I U § - oo s | %0 .0 i N Find 2
- o T ElrFormat~- | - Select
Clipboard Font Alignment Humber Styles Cells Editing
L14 - F -
1 -
2 =

Nl Journal Header SIS

Journal ID
1107 COLUM  MEXT 320/2012  Internal Transfers Journal Entry - Spreadsheet Import

[5l Journal Lines

4
5+ || & || —]E

I oot Journals o 3
Import Journals Now X
¥~ T K[ i i I

11

[
15
16
17
18
19
20
2
22
23
24
25
26
27
28
2
4
Ready

8
5+ | - | +| _| =] | Select fislds to o EtRefifrtstweb. co.columbia, edu: 17080jxmilinkifns Lerdy
10

Fund

i

User: |l o I

12 1107 MEXT 1 COLUM ACTUALS  B&3C Password: Cancel 00000 00000000

13 1107 MNEXT 2 COLUM ACTUALS  683C 00000 00000000

| I

IEEEETe:

distart| | & | 5 rurer |[ & Micrasaft Excel - IRNL...

30
30

Step

Action

The User ID and Password is your UNI and Password.

In this scenario we will use a generic UNI and Password to import the journal into

ARC.

Enter the desired information into the User ID field. Enter "ARC_TRAINING".
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FEEGEE
Home Insert

B ‘“ arial -
pote

aste B

- &

Clipboard

Page Layout

Formulas

Alignment

JRNLITEF [Compatibility Mode] - Microsoft Excel

Data

Review Wiew

=¢ | General -

H| s o

Number

Styles

=B R
o @@ =

&

Find &
Select ~

Editing

5= - A

ES j' L

B Format~ | 2+
Cells

Ell Journal Header EEYNINY

Journal ID

1107 COLUM  NEXT

302002012

Internal Transfers Journal Entry - Spreacishset mport

4
5 +|n|e|m|-
] Journal Lines

7 SysiD JournallD  Line# LUnit

~

Lediger
i

Select fields to ¢

-
CCIE Import Journals Now

teps ffntstweb, cc. columbia. edu: 17030 xmiinkifriattrd)

8
9 +|—|+|=]|F]
10

11
12 1107 NEXT 1
13 1107 NEXT 2

14
16
17
13
19
20
21
22
23
24
26
26
7
25
29

COLUM  ACTUALS
COLUM  ACTUALS

6E3C
B30

ity
v

Funid
~

Initiative: Segment  Site
v i v

User ID:

ARC_TRAINING| QK I

Password: Cancel

| I—

00000
00000

00000000 30
00000000 30

4 [

Ready

@istant| | &

| 1 srn_mer

| ¥ Micrasoft Excel - JRML...

| »
| [FE|m 100% ( +

Step Action

Click in the Password field.

FEICEE
Home Insert

Pk -
w2

e 2y
-

Clipboard

Page Layout

Formulas

Alignment

JRNLITEF [Compatibility Mode] - Microsoft Bxcel

Data Review Wiew

%
I

=i | General -
$ - ,

Mumber

Styles

o B 5%
@ o @ =

&

Find &
Select~

Editing

S v A

E j' L

B Format~ | 2+
Cells

Ell Journal Header EEYNINY

Journal ID

1107 COLUM  NEXT

302002012

Internal Transfers Journal Entry - Spreacishset mport

4
SN
] Journal Lines

7 SysiD JournallD  Line# LUnit

Lediger
i

Select fields to ¢

-
CCIE Import Journals Now

g
9 +|—|+|=|F]
10

11
12 1107 NEXT 1
13 1107 NEXT 2
14

14
16
17
13
19
20
21
22
23
24
26
26
7
28
29

COLUM  ACTUALS
COLUM  ACTUALS

6E3C
B30

lumbiz . edu: 17080jxmilinkFndLtrd)

ity
1

Site:
~

Funid
i

Infliative  Segment
7 ird

User ID:

ARC_TRAINING QK I

password: || Cancel

| I—

00000
00000

00000000 30
00000000 30

4 [

Readly

@istart| | &

| 1 srn_mer

| (%] Microsoft Excel - JRNL...

1 »
|[E=m 100% ( +
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Step

Action

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

(& = 2~ = JRNLITEF [Compatibility Mode] - Microsoft Excel o R
Home Insert  Pagelayout  Formulas Data Review  “iew o @@ =
LA MET WA General - e A lﬁ
G- = @ 4
Paste B I U = : $ s e Find &
P ] = [E Format - | G2+ Select -
Clipboard Fant Alignment humber Styles Cells Editing
Ell Journal Header EEYNINY Journal ID Dats
4 1107 HEXT 32002012 Internal Transfers Journal Entry - Spreadishset mport
5 +|nle|Em| -
5l Journal Lines
; SysID Journal D Line # le;; Led'g;r Acclé Eny Inm'a;ve Segpmervt snT7 Fur,.;
o+ —[+]|=|R] NPV | cc.columbia. edu: 17080fmlinkifnattrd]
1'1] User ID: ARC_TRAINING ILI
12 1107 NEXT 1 COLUM ACTUALS 6830 R Cancel 00000 00000000 Elil
13 1107 NEXT 2 COLUM ACTUALS  683C 00000 00000000 0
14 [ 1
14
16
17
18
19
0
21
prl
23
24
24
26
27
28
29 -
1 [ il | »
Ready | 0% (=) [} (+)
distart| | @ | 12 muuTer [ & Micrasaft Excel - AM.... @

Step

Action

[ |

Click the OK button.
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ARC™

JRNLITEF [Compatibility Mode] - Microsoft Excel

EHIE R
Home

Paste

=

Arial

Insert

Page Layout

Formulas

Data

Review

Wiew

0D

= B 82
=

BS |

j;__%-

¥

General

Press PrintScieen to record.

y |BZU

Clipboard

$ - ’ e Nest sereenshot records: Left elick on Pushbutton <0K>
Last recorded event: Left click on Pushbutton <0K>

Alignment Humber

H11 -

[ el ML @ [ o]~

z

E

B
3 + |
10

Pl Spreadsheet Journal Import
Ell Journal Header EEYNINY

4
5 o+ | k|e e -5

] Journal Lines
7 SysID Journal D

E H | J K L ] I 8] [ Gl R 5 T 1)

Journal ID
1107 COLUM  NEXT

302002012

Internal Transfers Journal Entry - Spreacishset mport

Lire #  Urit Segment  Site Funid

e |
" {Import Journals Now =] o = o]

Import OK - Sheet IT Journal Entry

Initiative:
I~

Select

~
S ENEALE]

|11

12 1107
13 107
14

15

16

17

12

1

m

21

b

3

2

%

%

a7

b

2

Tmported 1 journals - Syskem 10 (Unit, Journal 1D, Date) Reference, Description:
1107 (COLUM, DO0D01351, 03/20{2012) -, Inkernal TransFers Journal Entry - Spreadsheet Impork

"
COLUM  ACTUAL
COLUM  ACTUAL

MNEXT 1
MEXT 2

000
000

00000000 30
00000000 30

4 [

il 3

Impart in

d_'start|

progress.please walt,

=

| (Z1] JRKL_ITEF [Compatibiic... | ] 2cudmiLog

| 1 srn_mer

Step

Action

The message indicates the journal has successfully imported into ARC.

Take note of the field values since you will need them on the next topic to search for

the imported journal in ARC:

Business Unit: COLUM
Journal ID: 0000001351
Journal Date: 03/20/2012

Click the OK button.
oK
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Step Action

7. You have successfully imported the spreadsheet journal into ARC. You can how
select the next topic, Processing the Imported Journal in ARC where you will learn
how to search for the imported journal and run edit check, budget check, and route
the journal for approval.

End of Procedure.

Page 161




Training Guide Mc—v
Journal Entries (Internal Transfers)

Processing the Imported Journal in ARC

Once the spreadsheet journal is successfully imported to ARC, the standard processing steps will
need to take place. You can either search for the spreadsheet journal and run edit check and
budget check from the Journal Lines page or you can wait until batch edit and batch budget check
runs (these batch processes will run daily). Performance time is often better for batch processing.
Therefore, it is recommended that longer journals are edited via batch processes.

After the journal passes edit and budget check, it will need to be submitted for approval and once
approved, posted to the General Ledger.

Estimated time to complete this topic: 2.5 minutes

Procedure

Welcome to the Processing the Imported Journal in ARC topic. In this scenario you will learn

how to search for the imported journal and run the standard processing steps - edit check, budget
check, and routing for approval.

Winrklist Add to Favorites

Favorites — Main Maru

Personalize Content | Layout 7 Help
‘Menu ==X

®

I Golurnbia Specific

[> eProcurernent

> General Ledger

> Enterprise Components
[ Worklist

> PeopleTools

— Change My Password

O A 3 e

Step Action

1. Click the Columbia Specific link.
[l Columbia Specific]
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ARC

Favnvr\tes i MalnvMenu > Columbia Specific

Columbia Specific

ﬁ Columbia Specific

Coluimbia Specific

E" Internal Transfer JournalEnt
Columbia Custom Page for the Internal Transfer Journal Ertries

Done

[T e meme [% - [ -

Step Action

Click the Internal Transfer JournalEntry link.
!nternal Transfer JuurnaIEmQ

ARC™

Favarites

Main Menu > Co\umb\avSpecmc > GeneraLLedger > Internal Transfer JournalEntry

E ewwindow P Help Bl hitp

=

€U Journal Internal Transfers

T ———
Find an Existing Yalue

Business Unit: [coLUM @

«Journal ID: NEXT

Journal Date: |03/20/2012 |5

[

Find an Existing Value | Add a MNew Value

4

| i

[ T[T [ @ mneeme 5~ [Foms -

|ivascript:submitaction_win0{document, wind, #ICSwitchMode);
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Step Action

3. Click the Find an Existing Value tab.

|/ Find an Existing “alue §

Favnvr\tes MalnvMenu > Cu\umh\avSpemﬁ[ > Genera\'Ledger > Internal Transfer JournalEntry
D ew tindow 2 Help B http
CU Journal Internal Transfers
Enter any information you have and click Search. Leave fields blank for a list of all values.
Add a New WValue
Limnit the number of results to (up to 300y (300
Business Unit: = loLum Qa,
«Journal ID: |hegms wnhj|
Journal Date: [= = | )
Document Sequence Number: | begins with j|
Line Business Unit: = aQ
Journal Header Status: |: j |Nu Stalus - Needs to be Edited j
Budget Checking Header Status:|= j | j
Source: begins withj| QQ
User ID: begins with x| [GL_TEST_03 Q
Attachment Exist: [= = =l
™ Case Sensitive
: Search Cleat  |Basic Gearch [ Save Search Criteria
Find an Existing Walue |Add a Mew Walue
4 | 3
Done T e mteme ERERY
Step Action
3 To clear out the defaulted values for the search criteria click the Clear button.

Clear
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Favnvr\tes'MalnvMenu » Columbia Specific > General Ledger > Internal Transfer JournalEntry

Erewwindow 7 Help B np

CU Journal Internal Transfers

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

Find an Existing value  [ECEENETAEE

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

Business Unit: IE | Q
Journal ID: |hegms with ﬂ|
Journal Date: [= = el
Document Sequence Number: | begins with j|
Line Business Unit: ’;’ [ TTa
Journal Header Status: = j | j
Budget Checking Header Status:|= j | j
Source: begins with ﬂ| Q
User ID: hegins wnhﬂ| aQ
Attachment Exist: [= = =l
I” Case Sensitive
[ Gearch || Clear |masic search [F Saue Search Ciiteria
Find an Existing Walug | Add a Mew Yalue
4 | 3
Done T |pmteme o~ [®wew -
Step Action
5. We will search for the journal that we imported into ARC on the previous topic:

Business Unit;: COLUM
Journal ID: 0000001351
Journal Date: 03/20/2012
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Favnvr\tes'MalnvMenu » Columbia Specific > General Ledger > Internal Transfer JournalEntry

A newwindow 7 Help B nip

neen

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

Businass Unit: - | Q,

Journal ID: |hegms wnhﬂ|

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

Line Business Unit: ’;’ e

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 |Basic Search [ Save Search Criteria

Find an Existing Walug |Add a Mew Yalue

. \ i

Done T |pmteme EREYRY

Step Action

6. Click in the Business Unit field.

Favarites ain Mend > Co\umb\avSpecwﬁc > Genera\v\_edger > Internal Transfer JournalEntry

E ewwindow 7 Help B hitp

hitn

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

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

Business Unit: =5 cof Q
Journal ID: begins with ﬂ|
Journal Date: = =l |

Document Sequence Number: [ bedins with = |

Line Business Unit: = B 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

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

Find an Existing Walue |Add a Mew Walue

4 | »

Done [T [ [ @ neeme 5~ [®iom -
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Action

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

CU Journal Internal Transfers

Add a MNew Walue

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

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

A newwindow 7 Help B nip

niEn

Litnit the number of results to (up to 300y (200
Business Unit: =
Journal ID:

Journal Date:

begins with *

coLUm Q,
Business Unit Description
um

Colurmbia University
L |2

Document Sequence Number: | begins with j

Line Business Unit:

[
[ a

=

I” Case Sensitive

: Search Clear

Journal Header Status: j | =
Budget Checking Header Status:|= j | j
Source: begins with ﬂ| Q
User ID: begins wnhﬂ| Q
Attachment Exist: [= =l =

Basic Search [F) Save Search Criteria

Find an Existing Walue |Add a e Value

o

Done

[ -

EREER

Step Action

8. Double-click the

COLUM object.
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Favnvr\tes i MalnvMenu » Columbia Specific » General Ledger » Internal Transfer JoumaEntry

A newwindow 7 Help B nip

neen

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: - COLUM Q

Journal ID: |hegms wnhﬂ|

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

Line Business Unit: ’;’ e

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 |Basic Search [ Save Search Criteria

Find an Existing Walug |Add a Mew Yalue

. \ i

Done T |pmteme EREYRY

Step Action

9. Click the Choose a date (Alt+5) button.

Favarites © Man Menu > CD\umb@Specwﬁc > GeneraIvLedger > Internal Transfer JournalEntry

E ewwindow P Help Bl hitp

=

€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: |hegms withj|

Journal Date: | = j |

Document Sequence Number: [ begins with 7|

Line Business Unit: ==

Journal Header Status: = j |

S M T W T F s

Budget Checking Header Status:|= j | PR

Source: begmswnhﬂ| 4 5 8 7T s 9 10

User ID: |hegmswithﬂ| 1M1 12 13 14 15 168 17

Attachment Exist: [= = 18 19 N 22 23 24

I~ Case Sensitive 2% 2% 7 2% 28 30 H

| Search || Clear |pasic Gearch [E) Save Search Critsria @] cCurrertDate [}

Find an Existing Walue |Add A Mew Walue

4 | »
|javascript:DatePrompt_wind{’ZCU_JRNL_HOR_ww_JOURNAL DATE',ZCU_JRNL_HDR_vw_JOURNAL DATESprompt,4s05E | | [ [ [ [ [ ineeme: 5~ [Foms -
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Step

Action

10.

Click the 20 link.

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 MNew Walue

A Newwindow P Help B hip

niEn

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

Business Unit: l:, [com @

Journal ID: |hegms with ﬂ|

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

Line Business Unit: ’E T

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

User ID: hegins wnhﬂ| aQ
Attachment Exist: [= = =1

I” Case Sensitive

| Search | Clear |Basic Gearch [ Save Search Criteria

Find an Existing Walug |Add a Mew Yalue

| Ic

Done

LT | meeme [T~ %% -

Step

Action

11.

Click the Search button.
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Favnvr\tes i MalnvMenu > Columbia Specific > General Ledger > Intemal Transfer JournalEntry (5l

Mew window 7 Help htp =4
e} 2 =] 2

neen

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

e
Add a New Value |

Limit the number of results to (up to 300): |31

Business Unit: IE Q

Journal ID: |hegms with ﬂ

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

Line Business Unit: ’;’ &

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

User ID: hegins wnhﬂ aQ
Attachment Exist: [= = =1

I” Case Sensitive

Search Clear  |Basic Search [F) Save Search Criteria

Search fosrahQiel)
iew All First [4] 1
B Budget Journal
ine Journal ‘ = ) 14 1
Journal  UnPost 2 Checking Ledger Currency Het .
Unit dournalip 5o e ot Source £ S Total  Total oe o Description User ID
== Humber  Unit ‘Smtus el roup =55 Lines Debits | S
hlank) COLUM ACTUALS [TF LSD 2 o o hlank] GL TEST _ |
blank) COLUM walid ACTUALS [TF usn 2 oo |0 hlank] np_ad293
blank) COLUM EmlRegdNntChk‘d\ACTUALShTF blanky 0 o i) Internal Transfers Journal Ent np ad293;
4 | »
Done T T e meeme [% - [®wr -

Step Action

12. Click the 0000001351 link.
0000001 351

Home |
Favarites © Man Menu > Co\umb\avSpecmc > GeneraLLedger > Internal Transfer JournalEntry [5]

Message

Thig journal must be formatted by the Journal Edit process before you can use
it here. (50101013

|pone [T [T [ @ mneeme [¥5 ~ [#100% -
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Step

Action

13.

Click the O_K button.

ARC

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

[_E’Nemednw ? Help E,/Custnm\zePage htm

(]

Lines Totals Errors Approval
Unit: coLum Journal ID: 0000001351 Date: 02202012
Long Description: Ilmernal Transfers Journal Entry - Spreadsheet Import
“Ledger Group: W Adijusting Entry: IW
Ledger: l— Fiscal Year:
“Source: ITF Period: l—
Reference Number: ’7 ADB Date: M
Journal Class: [ |
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 1] PreviousinList | [+ Hextinlist | [[Z] notity | | s Refresh |

L Returnto Search

Header | Lines | Totals | Errars | Aparoval

Eeacd| [ UpdsteDisplay, |

hita

o

Done

T T | meemet

Fa - (R -

Step

Action

14.

Click the Lines tab.

Journal processing is initiated from the Journal Lines page.
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Favnvr\tes i MalnvMenu > (Columbia Sperific > General Ledger > Internal Transfer JournalEntry 5l

i Header \/ Totals AT Errars ATe Approval i

@NEWWmdnw “? Help Igfcuamm\zePagE hrlp

Unit: COLUM Journal ID: aooooo13at Date: 032020z I™ Errors Only
Template List Search Criteria Change Yalues Wiew Audit Logs
| Interntraunit | *Process: Edit Journal =l | Process | E & Line: 10 3 =

Select Linea  ‘Unit *Ledger SpeedType~ Account  Dept PC Bus Unit Project Activity
w COLUM O ACTUALS Q lgg30s @ [0103102Q, [SENRL @ [GToO1008 Q [ Q [oLe Q@
2 COLUM QU ACTUALS Q lag305 @ [0103103Q [3ENRL Q@ [5TOO1008 Q o1 Q [BLE @
4| | 3
Matched pair to add : 2 = =
Unit Total Lines Total Debits. Total Credits  Journal Status Budget Status
coLum 2 100.00 100,00 y y
[Bw aca | UpateiDisplay.

B save | & Returntosearch | (1E) PreviousinList | <5 mexinlist | ([S] Netity | s Refresh |
‘J

Header | Lines | Totals | Errors | Approval

3

Done

| i
T e meeme [ - [®r -

Step

Action

15.

Scroll to see the rest of the ChartFields to verify the lines contain the correct data.

Favorites

=Mainvl\«‘\am > Columbia Specific > General Ledger > Intemnal Transfer JournalEntry (5l
@NEWWmdnw “? Help Igfcuamm\zePagE hrlp

@ Header \/ Totals i Errors (0 Approval i
Unit: COLUM Journal ID: ao0ooo1 351 Date: 03202012 I~ Errors Only
Template List Search Criteria Change Yalues
| Interfintralnit | ‘Process: Edil Journal =l | Process | E & Line:
Select Linea itiative Segment Site Fund Function Affiliate :‘;'r_:ld Currency Amount
w o0 @ [ooooooon Q Q [30/Q 200 Q a uso @ | T00.00 | Q []
z o0 @ [0oooogeo Q a [ole 20 Q Q usp -100.00 a [
l \ .
Matched pair to add : 9 = =
Unit Total Lines Total Debits. Total Credits  Journal Status Budget Status
coLum - 2 100.000 100.000 N N

| save | & Returntosearch | 12 PreviousmList | [+ netiniet | [E] notty | s Remresh |

[Braca]| [ upastemispiay,

Header |

Lines | Tatals | Errars | Approval

| 3

Done

i
T e meeme [ - [ -
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Step

Action

16.

Verify that Total Debits equals Total Credits.

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

Header Totals Errors Approval

ENewwindow P Help  [F Customize Page hrlp

Unit: CoLUM Journal ID: anoonnt 351 Date: 0312072012 I~ Errors Only
Template List Search Criteria Change Values
Inter/intraUnit J *Process: Edit Journal =l I Frocess =] =] Line: W F =
Select Linea itiative Segment Site Fund  Function  Affiliate JF\I;EIU Currency Amount Rate Type
ro o0 ooooooos @[ @ [ama 2m [ Q| @ uso o 10000 | a [
2 o0 @ (oooooooo @ [ @ [En@ 200 [ & [ @ wusp Amoo| @[]
H \ B

Customize | Find | view 20 | B | B8 Frot Eqopq O Lot

Unit Total Lines Total Debits Total Credits  Journal Status Budget Status
CoLum 2 100.000 100.000 M N
B Save | |£L RetuntoSearch |t Previousinlist | [+F Mestinlil | =] Natity | | Refresh B Add Updete/Display

Header | Lines | Totals | Errors | Approval

3

Done

|
Internet g v | 00
8

T 4

Step

Action

17.

The 'Edit Journal' process will quick off both edit check and budget check.

processing the journal.

Click the Process button.
Frocess

Note that the Journal Status and the Budget Status are 'N' (needs to be edited) before
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Favnvr\tes i MalnvMenu > Columbia Specific > General Ledger > Intemal Transfer JournalEntry (5l

Message

Journal 0000001351 is sawed. (5210,6)

»
|pane T T e meeme o - [ Hae -

Step

Action

18.

Click the O button.

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

@Nemednw ? Help @Custnm\ze?age htm

T, e, m—

| Header ol Line Totals | Erors | Approval
Unit: COLUM Journal ID: ao0ooo1 351 Date: 03202012 I™ Errors Only
Template List Search Criteria Chanoe Yalues

Interfintralnit *Process: Edit Journal =l Frocess E & Line: EF =

Select SpeedTypes
roa [coLum @ ACTUALS [ Qfesms @ [m03102@ [ENRL @ [6TO01008
| ‘2 ‘0\ |ACTUALS “:| ‘O.‘ o5 @ [01031030, [GENRL @ [5To01008
4| | »
Matched pair to add : = =
Unit Total Lines Total Debits Total Credits ~ Journal Status Budget Status
coLum 2 100.00 10000 ¥ ¥

Uplate/Display.

[E Ssve] [Q Returnto Sesmh] [rEl Previous in um] [*EI Mestn us1] [El Metity ] [r:, Refresh

Header | Lines | Totals | Errors | Approval

4 | 3

Done T | meemet ERErER
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Step

Action

19.

journal is valid.

The Journal Status and the Budget Status changed from 'N' to V' indicating the

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

Header Totals Errors Approval

ENewwindow P Help  [F Customize Page hrlp

Unit: COLUM Journal ID: 0000001351 Date: 0312012012 I~ Errors Only
Template List Search Criteria Change Values

InterntraUnit | *Process: Edit Journal =l I FProcess =] = Line: 10 ¥ =

oy
ize | Eind | B |

Select Linea  “Unit *Ledger SpeedTypea Account  Dept PC Bus Unit Project Activity AnType

O CoLUM @ ACTUALS Q [B8305 @ 01031020, |GENRL G |5TO01008 a m q |6l q |
roz CoLUM @ ACTUALS Q [83a0s @ [m03103Q [GENRL Q@ [GTO01008 a [m a [ele @ |

1 | i
Matched pair to add : [ 2 =
cu | 32 o Kl g op1 O Last
unit Total Lines Total Debits Tatal Credits  Journal Status Budget Status
CoLUM - 2 100.00 100,00 v )
B save | & RetuntoSearch | 1 Previousinbist | [+ Nextinlist | [ ety [ Refresh | [Besad| [ Bl Updstebispiay

Header | Lines | Totals | Errors | Approval

o

|
Done [ T[T [ [ neeme 75~ [Foms -

Step

Action

20.

Next, we will now submit the journal for approval.

Click the Process list.
| EditJournal |
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Favnvr\tes i MalnvMenu > Columbia Specific > General Ledger > Intemnal Transfer JournalEntry (5l

Header

@NEWWmdnw “? Help Efcuammwze?age hrlp

=

" Totals || Errors || Approval |

Unit: COLUM Journal ID: aooooo13at Date: 032020z I™ Errors Only
Template List Search Criteria Change Yalues
| Interntraunit | ‘Process: Edit Journal =] | Process

Budget Check Journal
Copy Journal
Delete Journal

]
[
I
[«
]

Select Linea  ‘Unit ‘Ledger  rempnpmer | Dept PC Bus Unit Praject An Type
Edit Journal
ro colum @ AcTuALs |0l e 0103102 [GENRL G |GTOD100E aQm Q ele @
roz COLUM (@ ACTUALS E;m:jgm:}gﬁ:‘) 0103103Q [BENRL @ [GTODI0DE Q1 la [6LE @
4| Refresh Joumal 3
Submit Journal

Matched pair to add : 2 = B

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

coLum - 2 100.00 100.00 ¥ ¥

B save | & Returntosearch | (1E) PreviousinList | <5 mexinlist | ([S] Netity | s Refresh |
‘J

Header | Lines | Totals | Errors | Approval

. | i

Done T | mteme [Fa = [®ae <

Step Action

21. Click the Submit Journal list item.
[Submit Journal |

Favarites © Man Menu > Co\umb\avSpecmc > GeneraLLedger > Internal Transfer JournalEntry [5]
ENewwindow  ? Help  [F Customize Page B hitp

niEn

Header Totals Errors Approval

Unit: COLUM Journal ID: 0000001351 Date: 0312012012 I~ Errors Only

Template List Search Criteria Change Values

| Interintralnit | *Process: | Frocess | [SREST™ 10 5 =

Select Linea  “Unit *Ledger SpeedType~ Account  Dept PC Bus Unit Project Activity AnType

O CoLUM (@ ACTUALS Q [B8305 @ 01031020, |GENRL  Qy |5TO01008 a n Q |6lE Q
roz CoLUM @ ACTUALS Q [83a0s @ [m03103Q [GENRL Q@ [GTO01008 a [m a [6le Q@

4 | 3

Matched pair to add : 2

Frt L aore O

unit Total Lines Total Debits Total Credits Journal Status Budget Status
COLUM 2 100.00 100.00 ) v
|E Save &\ Retunto Search | 1] Previousinlist |+ Mextinlist | =] MWotity | s Refresh |Beadd | [ UpdsteDisplay.

Header | Lines | Totals | Errors | Approval

4 | »

i
[ T[T [ @ mneeme 5~ [Foms -
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Step Action

22.

Click the Process buttor_l.

Process

FavnvmtasEMainvMEnu » Colurmbia Specific > General Ledger > Internal Transfer JournalEntry

[_E’Nemednw ? Help E{Custnm\ze?age htm

*Process:

Header Totals Errors Approval

Unit: COLUM Journal ID: ao0ooo1 351 Date: 03202012 I~ Errors Only
Template List Search Criteria Chanoe Yalues Wiew Audit Logs
| Interfntralnit ] Edit Journal =l Process |

Account

Select Linea  ‘Unit *Ledger SpeedType~
o lcoLum @ ACTUALS ]
Oz [COLUM @, ACTUALS ]

4 |
Matched pair to add : ’_2 = =

Dept
Qfozans & (moztoa Jornre [ forooioe e @ foe @
Q (68305 @ (01031032, [GEMRL Q@ |GTO01008 aQ (o1 Q (|GLE |@ l

Activity

PC Bus Unit Project

B

st Klqor1 O act

Total Credits

unit Total Lines Total Debits Journal Status Budget Status
coLum 2 100.00 100.00 Y Y
| save | £ Retuntosearch | 12| Previous i List \ [sE mextinLet| (= Nty \ |7 Retresh Auu] [ Upasteimispiay,
Header | Lines | Totals | Errors | Approval
. o
Done T T e meeme 5w [Hm -

Step Action

23.
Appraval

To verify the approval status click the Approval tab.

Page 177



Training Guide
Journal Entries (Internal Transfers)

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

[_E’NEWW\TMDW “? Help BCUETD!’H\ZEF‘EQE hrlp ]

=

Depattmental Approval

Header Lineg Totals Errars
Unit: coLunt Journal ID: 0000001351 Date: 0372072012 S
Approval Status
Unit: COoLUmM
Approval Check Active: N
Approval Status: Pending Approval
Appraval Action: Approve d
Deny Comments: =

~ BUSINESS_UNIT=COLUM, JOURNAL _ID=0000001351, JOURNAL_DATE=2012-03-20, BUSINESS_UNIT_LN=COLUM:Pendi

Internal Xfer Dept Approval

Dept: 0103102

Pending

Multinle Approvers
Departmert Lewel Appraval

Dept: 0103103

Pending

G)AH GL Pages and WWF Routing
Department Level Approval

Central Approval

~ BUSINESS_UNIT=COLUM, JOURNAL _ID=0000001351, JOURNAL _DATE=2012-03-20, BUSINESS_UNIT_LN=COLUM: Awaiti

Central Admin Approval

Not Routed

Multiple Approvers
" Recap and Decap Approval

Done

[

[ RSN

€ tnternet

Step Action

24,
submitted for approval.

The Approval Check is Active which means the journal has been successfully

Approval Status: Pending Approval

Approval Action: Approve -

Favarites © Man Menu > Co\umb\avSpecmc > GeneraLLedger > Internal Transfer JournalEntry
D rewwindow P Help E{Custum\ze?age hrlp =
Header Lines Totals Errors
Unit: coLuM Journal ID: 0000001351 Date: 0372072012 BT
Approval Status
Unit: COLUM
Approval Check Active: b

Deny Comments:

Departmental Approval

~ BUSINESS_UNIT=COLUM, JOURNAL _ID=0000001351, JOURNAL _DATE=2012-03-20, BUSINESS_UNIT_LN=COLUM:Fendi

Internal Xfer Dept Approval

Dept: 0103102

Pending

G) Multiple Approvers
Department Level Approval

Dept: 0103103

Pending

AH GL Pages and WF Routing
Department Level Approval

Central Approval

~ BUSINESS_UNIT=COLUM, JOURNAL _ID=0000001351, JOURNAL _DATE=2012-03-20, BUSINESS_UNIT_LN=COLUM: Awaiti

Central Admin Approval

Not Routed

g Multiple Appravers
Recap and Decap Approval

Done

L

[ [ |6 meeme:

7 - [Hioow -
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Step Action

25.

Click the scroll bar to see the rest of the page.

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

Approval Action: Approve -

Deny Comments: &

Departmental Approval
~ BUSINESS_UNIT=COLUM, JOURNAL _ID=0000001351, JOURNAL_DATE=2012-03-20, BUSINESS_UNIT_LN=COLUM:Pendi

Internal Xfer Dept Approval

Dept: 0103102
Pending

G) Multiple Approvers
Department Level Approval

Dept: 0103103

Pending
AH GL Pages and WF Routing
Department Level Appraval

Central Approval

~ BUSINESS_UNIT=COLUM, JOURNAL _ID=0000001351, JOURNAL_DATE=2012-03-20, BUSINESS_UNIT_LN=COLUM: Awaiti
Central Admin Approval

Not Routed

Multiple Appravers
Recap and Decap Approval

+ Approval History

B save | | Returntosesrch | 1] Previousinlist | [+F mestinlst | [[Z] natity | s Refresh |

Header | Lines | Totals | Etrars | Approval

< »

Fending Approval ﬂ

Kl

pone T |epmteme [“a = [%ioow -

A

Step

Action

26.

Here you can see to whom the journal was routed to.

Click the Save button.
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4

Favnvr\tes i MalnvMenu > (Columbia Sperific > General Ledger > Internal Transfer JournalEntry 5l

Approval Status: Pending Appraval B
Approval Action: Approve -
Deny Comments: &

Departmental Approval

~ BUSINESS_UNIT=COLUM, JOURNAL _ID=0000001351, JOURNAL _DATE=2012-03-20, BUSINESS_UNIT_L N=COLUM:Pendi|

Internal Xfer Dept Approval

Dept: 0103102

Pending

G) Multinle Approvers
Department Level Approval

Dept: 0103103

Pending

(D BLGL Pages and WF Routing
Department Level Appraval

Central Approval

~ BUSINESS_UNIT=COLUM, JOURNAL _ID=0000001351, JOURNAL _DATE=2012-03-20, BUSINESS_UNIT_LN=COLUM: Awaiti

Central Admin Approval
Not Routed

Multiple Approvers
5 Recap and Decap Approval

+ Approval History

5 save

Header | Lines | Totals | Etrars | Approval

£ Returnto Search | 1] Previousinlist | [+ Hestinlst | 5] natity | s Refresh |

El

Done

T T e meeme [% - [ -

Step

Action

27.

You have successfully processed the imported journal in ARC.
End of Procedure.
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Reviewing Journals

This is the Reviewing Journals lesson of the Journal Entries course. Upon completion of this
lesson, you will be able to:

e Access the Journal Approval Search page in ARC

Estimated time to complete lesson: 5 minutes
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Introduction to Workflow

When a journal 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. A
journal will only post if all approvers approve the journal.

Journal Approvers will have access to a Journal Approval Search page in ARC where they will be
able to search for journals pending approval and take action on the respective journals.

This lesson will show how to access the Journal Approval Search page in ARC. The General
Ledger Approvals course will teach in detail how to approve and deny journal entries.
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Accessing the Journal Approval Search Page
In this topic you will learn how to access the General Ledger Workflow page.

Estimated time to complete topic: 2 minutes
Procedure

Welcome to the Accessing the Journal Approval Search Page topic. In this scenario you will
learn how to navigate to the Journal Approval Search Page in ARC. Additional training on
approving journals is available in the General Ledger Approvals course.

Add to Favarites

Favorites  Main Meru

Personalize Content | Layout

‘Menu 2] (=) x|
Search:
®

[» Columbia Specific

> Supplier Contracts

[> eProcurement

[> Services Procurement
> General Ledger

> Set Up FinancialsiSupply Chain
[> Enterprise Components
[ Warklist

I Tree Manager

[ PeopleTools

— Change My Password

B
Done

[ I 3 [Fa - =00«

Step Action

1. The Journal Approval Search page is within the Columbia Specific navigation.

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

Columbia Specific

ﬁ Columbia Specific

Coluimbia Specific

ﬁ COA Cross Walk Reports Workflow

Map FAS Account, Sub Code to PeopleSoft Chartfields Columbia Custom Reports Journal Approval Search
= EAS Accourt Map =1 Journal Approval Search
=] FAS Sub Code Mag

Internal Transfer JournalEnt,
Columbia Custom Page for the Internal Transfer Journsl
Ertries

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

€ tnternet [Fa = [®awow « )

Step Action

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

process. The journal approver will go into the Workflow folder to view the
transactions that were routed to him/her.

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

Columbia Specific

ﬁ Workflow

Journal Approval Search

E" Journal Approval Search
Journal Approval Search

Main Content

[

| € mtemet

RN

Action

Click the Journal Approval Search link.
ournal Approval Search

ORACLE"
Home |
Favarites : Man Menu > Co\umb\avSpecmc > GeneraLLedger > Worgﬂow > Journal spproval 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

Lirnit the nurmber of results to (up to 300); |300

Business Unit: = r fcoLum Q

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

4 | »
Done [T [ [ @ mneeme 5~ [Foms -
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Step

Action

4.

This is the Journal Approval Search page. Searching for a journal pending approval
is similar to how you would search for an existing journal entry.

You can specify the values for a number of the fields shown on the left and the
search results will return all journals that meet your criteria.

In the General Ledger Approvals course we will teach how to search for and
approve journal entries.

Favnvr\tes'MalnvMenu » Columbia Specific > General Ledger > workflow > Journal Approval Search

(B e window httn

Journal Approval Search

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

Find an Existing Value

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

Business Unit: IE cotuw @
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

[ search || Glear |masic search [F) Save Search Criteria
4 | 3
Done T |epmteme [Fa = [®ae «
Step Action
5. You have successfully accessed the Journal Approval Search Page 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 Reference Guide

Job Aid: ChartField Definitions

Job Aid: Journal Lines

Job Aid: Transfer Types

Job Aid: Spreadsheet Journal Icons

Policy: Sponsored Project Cost Transfers (http://policylibrary.columbia.edu/sponsored-project-
cost-transfers)

Journal Entries 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.

Page 188


https://columbiadev.service-now.com/navpage.do
https://newcourseworks.columbia.edu/portal/site/Finance_Training
http://gateway-7.webservices.lamptest.columbia.edu/files/gateway/content/training/job_aids/Job_Aid_Role_to_Course_Directory.pdf
http://gateway-7.webservices.lamptest.columbia.edu/files/gateway/content/training/job_aids/Job_Aid_Role_to_Course_Directory.pdf
http://gateway-7.webservices.lamptest.columbia.edu/files/gateway/content/training/job_aids/Job_Aid_Role_to_Course_Directory.pdf

m—« Training Guide
Journal Entries (Internal Transfers)

Glossary

ARC
Budget Check

Budget
Checking

Chart of
Accounts
ChartFields
ChartString
Combo Edits
Expenditure
Field

General Ledger
Internal
Transfer
Journal Edit
Journal Entry

Journal Header

Matching

Project
Ranges

Security

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.

Enables users to control commitments and expenditures automatically by
checking them against predefined, authorized budgets.

Columbia's Chart of Accounts is comprised of 11 ChartFields that are used to
organize and record financial activity at the University.

The fields that make Columbia's Chart of Accounts and provide it with an
overall structure. ARC has a total of eleven ChartFields which are recorded
on every transaction.

The combination of ChartFields and the level at which accounting charges
and credits are applied.

The process of editing journal lines for valid ChartField combinations based
on university-defined rules.

An amount that has been disbursed and expensed.

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.

Process that checks journals for errors to ensure that the journals are valid
prior to posting.

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.

A system-performed process that is used to compare details between
vouchers, purchase orders and receiving documents. The system will
automatically perform the appropriate document comparisons when a
purchase order is associated to a voucher (PO Voucher) and indicate whether
the documents do or do not match.

Associates expenses with a specific funding source.

Each ChartField has conventions for assigning names and ranges to group
similar values together (similar to FAS ranges).

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.

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