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Campus Journal Entries

Campus Journal Entries
In this course, you will learn how to:
o Create acampus journal
o Create a Correcting JE campus journal
o Create a Correcting Voucher JE campus journal
o Create an interunit campus journal
« Editacampus journal not yet posted
« Delete a campus journal
« Understand journal header edit errors

o Review journal budget errors



Campus Journal Entries

Overview of Campus Journals

Overview

The campus journal page is designed for entry of the journal types used by campus
on aregular basis, such as a correcting journal, a billing journal, and certain
deposits. The journal types available to you depend on your security in the system.

Campus Journal Process

Campus journals go through several steps before they are ultimately posted to the
ledger.

After you complete the journal's fields and save it in the system, you need to send it
through the journal edit process, which checks that the journal's chartfield strings
are valid.

Once the journal has passed the journal edit process, it must go through the budget
checking process, which checks for available budget based on the chartfield strings
on the journal lines.

If there are errors on the journal, the system indicates the error either through a pop-
up error message or an error status of E. The system does not allow you to submit
the journal for approval until all errors are resolved. As the journal's creator, you are
responsible for correcting all errors and resubmitting the journal.

Once the journal passes both the journal edit and budget checking processes, it is
sent through workflow for approval. The journal is approved by designated
approvers within each department, and some journals require approval by the
Office of Sponsored Research or Accounting Services.

Once the journal is completely approved, it is picked up by the system's posting
process and posted to the ledger.
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Journal Status

As you enter and process journals through the system, the journal status changes.
The journal statuses are:

e N -No Status - Needs to be Edited
e E -JournalHas Errors
« V-Valid Journal - Edits Complete

o P -Postedto Ledger

Making Corrections to Journals

Journals can be edited up until the point they are in Posted status. Once a journal is
in Posted status, it can no longer be edited. To edit a Posted journal, create a new
journal using one of the correcting journal types.
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Creating a Campus Journal Entry

Overview

The campus journal entry pages are organized by transaction groups, which identify
the various reasons for creating a campus journal. The transaction groups contain
one or more transaction types. The transaction types available to you depend on
your security in the system.

Creating a campus journal requires the following general steps. If you omit any of
these steps, the journal will not be sent for approval or posted to the ledger.

+ Create - create the journal by completing the required fields
o Edit - process the journal through the journal edit process in the system

+ Budget Check - process the journal through the budget checking
process in the system

¢ Submit - submit the journal for approval

You are responsible as the creator of the journal to resolve any journal edit or
budget checking errors and re-submit the journal for approval.

Related Reference

« Forinformation on creating a correcting Campus journal, see Creating a
Correcting Campus Journal.

« Forinformation on editing a journal not yet posted, see Editing a Campus
Journal Not Yet Posted.

« Forinformation on journal errors, see Understanding Campus Journal
Edit Errors or Reviewing Campus Journal Budget Errors.

Menu Path

Main Menu > UNC Campus > Campus Journals > Campus Journal Entry

Steps — Creating a Campus Journal Entry
Follow these steps to create a campus journal entry:
1. Choose this menu option:
Main Menu > UNC Campus > Campus Journals > Campus Journal Entry
Campus JE System Page

2. Complete the field:
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e Correcting JE

e Correcting Voucher JE

e Deposits and Accounts Receivable
o Office of Sponsored Research

e Other Campus JE

e Trust & Special Funds Transfer

In this field: Do the following:
Transaction Group Choose one of the following for the type of campus journal you're creating:
o Billing

3. Clickonthe Search Transaction type button.

Campus JE System

Transaction Gr-}up:| Billing S Search Transaction type

4. Click on the link for a transaction type.

Note: The available transaction types are based on your role. You will see the
transaction types for the business transactions you do for your job.

Campus JE System

Transaction Gr-}up:| Billing W i Search Transaction type!
Transaction Type Description
1|BILLIMNG Billing

Result: The system displays the Journal Entry Creation page, which is where
you enter the journal information.

Journal Entry Creation Page

5. Complete the fields:

In this field: Do the following:

foundation business unit.

Header Journal Date Leave the default value of today's date.

business unit.

Header Business Unit | Enter uncch for the University, uncga for General Administration, or a

Unit Leave the default value, which is based on your entry in the header
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In this field: Do the following:

Amount Enter the amount for the journal line.

Fund Look up, or enter, the fund for the journal line.

Source Look up, or enter, the source for the journal line.

Account Look up, or enter, the account for the journal line.

Dept Look up, or enter, the department for the journal line.

PC BU If this journal line is for a contract or grant, enter chosr for the University or
a foundation, or gaosr for General Administration.

Project ID If this journal line is for a contract or grant, enter the applicable project ID.

Activity ID If this journal line is for a contract or grant, enter 1.

Note: As you enter and save the journal, the system checks for valid values,
valid chartfields, and balanced lines. If there is an error in any of these areas,
the system indicates the error and does not save the journal.

6. Click onthe Auto Balance button.

Journal Entry Creation

Transaction Type BILLING Setlld UMCCH

*Business Unit: |UNCCH|L Ledger Group: ACTUALS Journal ID: NEXT

068/25:/2014 ||»y

*Journal Date: Source: JBL
= g
Personalize | Find | View All | &= | &= Firg
. . . PC Bus -
Unit Amount Ledger Fund Source Rccount Dept Unit Project 1D
1 %] [=ljuncc| Gy 100,000 ACTUALS 21101|C,  |13001 (Q 558914 3, [452400 Q -}
{
Guiclti=ance Remaining Balance: 100.000 ZZE i

Result: The system displays a second line and copies the chartfields from the
original line to the second line. It also copies the amount from the original line
as either a positive or negative amount, depending on what you entered on the
firstline. If you entered a positive amount, the system copies the amount in the
second line as a negative, and vice versa.

Note: The system attempts to keep the journal in balance as you add lines.
When the lines are in balance, the Remaining Balance field is zero.

7. Editthe new jounal line, as necessary.

8. Click on the Save Journal button.
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Personalize | Find | Wiew All IL?I | - First
Umit Amount Ledger Fund Source Account Dept Eﬁi?u 2 Project 10
1 [#] =] [uncolay 100.000| ACTUALS  [2110v|@ (13001 |Q [s58814  |Q |452400 | @
2 [#] [=] juncclOy -100.000| ACTUALS  |20510() (19093 | (441845 Q [230511 Q Q
£
D EEErEE Remaining Balance: 0.000 Fmzdrins
Results:
o The system generates a journal ID.
o The systemdisplays N in the Journal Status and Budget Status columns
for Not Checked / Edit Required. You must run the journal edit and
budget checking processes for the journal.
3. Complete the field:
In this field: Do the following:
Process Leave the default value of Edit Journal.
4. Click on the Process button.
Journal Validation
UMCCH Journal 10: Date: 08252014 Errors Only
0} -
*Procecs: Edit Joumal e Process Line- 1
Doc Sequence #: Doc Seq Date: 06/25/2014
Personalize | Find |LFI
Line *Unit *| edger Amount Fund Source Account Dept PC Bus Unit
1 UMCCH ), ACTUALS 100.00| [21101)Q, 13001 |Cy |s58014 0y |452400 a Q
v, UMCCH Q, ACTUALS -100.00| (285130, (10083 |0y (441845 0, |z30511 a Q
<
11 #H =
Pemonalize | Find |view all |2 |8 Firg [ 1 051
Total Lines Total Debits Total Credits) Journal Status Budget 5t
2 100.00 100.0 M N

Result: The system initiates the journal edit process, which checks that the
chartfield combination is valid. If the journal passes the edit process, the
system automatically begins the budget checking process.
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Note: When the journal completes the journal edit and budget checking
processes, the system does several things:

+ Updates the Journal Status and Budget Status columns. If the processes
pass, the status is V for Valid. If there is an error, the statusis E.

« Generates balancing lines, as seen in journal Lines 3 and 4 in the image
below. These lines are for accounting purposes only and are not editable.
Youcan ignore these lines.

+ Updates the Total Debits and Total Credits column in the Totals section.
These amounts must be equal.

Note: If the journal fails either the journal edit or budget checking processes,
you are responsible for fixing the error and running the applicable process
again. Each process can be run separately by choosing the applicable option
from the Process list box.

Line *Unit *| edger Amount Fund Source Pccount Dept PC Bus Unit
1 LUMCCH C, ACTUALS 100.00| |21101)/C4 13001 |} [558014 o, 452400 Q ]
2 LUMCCH O, ACTUALS -100.00| (285180 (19083 |Cf (441345 3, |230511 G | Q
3 UMCCH ACTUALS -100.00 21101 13001 1110889 452400
E UMCCH ACTUALS 100.00 28519 18083 111088 230511
£
| @ = @
Personalize | Find | View All | & |5 First B 1 of 1
Total Lines Total Debits Total Credits  Journal Status Budget 5tal
4 200.00 200.00 W W

11.  Complete the field:

In this field: Do the following:

Process Choose Submit Journal to submit the journal for approval.

12. Click on the Process button.

Campus Journal Validation

Unit: UNCCH Journal 1D: 0000000004 Date: D6/25/2014

Attachments (0)

. |-5JD"‘"|‘|J-3J""|E v| Procass
Process:

Result: The journal is submitted in the system for approval. Once it is fully
approved, it will be picked up by the overnight batch post process and posted.
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10

13.

Click on the Approval tab.

Lines Emors Approval

Campus Journal Validation

Unit: UMCCH Jowrnal 10: 0000000004
Search Criteria

Result: The system displays the Approval page, which shows the approver for
the journal as well as the approval status. The approval status is Pending when
the journal is first submitted. The Approval History section maintains the history
of approvals for the journal.

Lines Emors Approval

Unit: UNGCH Journal ID: 0000002183 Date:
Approval Status
Unit: UMCCH
Approval Check Active: W
Approval Status: Pending Approval
Approve L

Approval Action:

05/24

Deny Comments:

Departmental Approval Stage

Depatmental Approval Path |

Pending
{B Thomas Cox
AWE JE Dept |

= BUSINESS_UNIT=UNCCH, JOURNAL_ID=0000002193, JOURNAL _DATE=201405-26, Bl

< Approval History

Thread I} Definition 1D Effective Date  Requester Stage Path Step Number

1231 MNC_JOURNAL_WF 01/01/1904 dmcdono 10 1 1.00

Step Status

FPending
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Creating a Correcting
JE Campus Journal

Overview

The campus journal entry pages contain two journal entry (JE) transaction groups
for correcting journal lines. These are:

o Correcting JE, for updates to an existing journal

« Correcting Voucher JE, for updates to an existing journal that originated
in the Accounts Payable subsystem

When entering a correcting journal or correcting voucher journal, you first search for
the existing journal and then select the line you want to correct.

Once you correct the applicable line and click Save, the system checks the values
entered in the edited line against the rules for that transaction type. If the values are
valid, the system saves the journal and assigns it a new journal ID. There are
separate journal IDs for the original journal and the correcting journal.

Once the new journal is saved with a new journal ID, you must process the journal
through the journal edit and budget checking processes. Both these processes must
pass in order to submit the journal for approval.

As the creator of the correcting journal, you are responsible for resolving any journal
edit or budget checking errors.

Once the journal successfully passes the journal edit and budget checking
processes, you submit the journal for approval.

Journals that are fully approved are picked up by the overnight batch post process
and posted to the ledger.

You can edit a submitted correcting journal as long as it has not yet posted. Once
the correcting journal is posted, it cannot be edited. If you need to edit the corrected
journal, you would create a second correcting journal.

Related Reference

« Forinformation on editing a journal that has not yet posted, see Editing a
Campus Journal Not Yet Posted.

« Forinformation on creating a Correcting Voucher JE campus journal, see
Creating a Correcting a Voucher JE Campus Journal.

Menu Path

Main Menu > UNC Campus > Campus Journals > Campus Journal Entry

11
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Steps - Creating a Correcting Campus Journal
1. Choose this menu option:

Main Menu > UNC Campus > Campus Journals > Campus Journal Entry
Campus JE System Page

2. Complete the field:

In this field: Do the following:

Transaction Group Choose Correcting JE.

3. Click onthe Search Transaction type button.

Campus JE System

Transaction Gr-::up:| Comecting JE V| Search Transaction type

4. Clickonthe Correcting JE transaction type link.

Campus JE System

Transaction Gr-::up:| Comecting JE W iSearch Transaction type!
Transaction Type Description
1JCORRECTING JE Comecting Joumnal Entry

Correcting Entry Creation Page
5. Complete the fields:

The most direct searchis by journal ID. If you do not know the journal ID, use
any one or combination of the other search criteria.

In this field: Do the following:

Business Unit Enter uncch for the University, uncga for General Administration, or a
foundation business unit.

Department ID Look up, or enter, the department for the journal line.
Fund Code Look up, or enter, the fund for the journal line.

Fund Source Look up, or enter, the source for the journal line.
Journal ID Look up, or enter, the journal ID.

12
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In this field: Do the following:

From Date Look up, or enter, the starting date for a journal date range.
To Date Look up, or enter, the ending date for a journal date range.
Source Look up, or enter, a header source for the journal.

Note: This is the header source, different from the source chartfield. The
header source indicates the campus journal transaction type. Each
transaction type has a unique three-letter code that begins with "J". For
example, the header source for the Billing transaction type is JBL.

6. Click onthe Search button.

Cormrecting Entry Creation

Search for Joumals using the critera below.

Leaving a field empty will retum sll results for which you

Refine the search Criteria

Business Unit | Begin with | [UNCCH |,

Department 10: 3
Fund Code: o
Fund Source: QL
Journal 10: 0000001543 |3
From Date: 2l
To Date: = L 3".
Source: QL

Search Clear

Result: The system displays the search results list.
7. Choose the radio button on the line that needs to be corrected.
Note: Only one journal line can be selected and corrected at a time.

8. Click on the Next button.

Unit Journal Id Journal Date Line# Fund Source Poccount Dept
O 1UNCCH 0000001543 050M14/2014 121101 13001 553014 452400
@ | 2UNCCH 0000001543 D5M14/2014 228518 18083 441345 230518
£

MOTE: Auto-generated Due toffrom joumal lines are not available for adjustment and, therefore, are not retun

Maxt

Result: The system displays the Transaction Type page with the line you
selected.

13
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Transaction Type Page

9. Clickonthe Auto Balance button.

ransaction Type CORRECTING JE SetlD UMCCH
Journal Selected for Correction
- ) PC Bus -
Amount Unit Line & Ledger Fund Source Account Dept Unit Project IO
1 -250.000 LIMCCH 2 ACTUALS 28518 18083 441845 230518
£

Correction Journal Offset
e

Monetary Amount left to allocate ssgooo LR B ANER,

Result:The system displays the Correcting Lines for New Journal section. This
section contains the chartfield string with editable fields so that you can make
the necessary edits.

10. Edit the chartfields as needed.
Note: If you want to distribute the amount of the journal line across several
lines, use the Copy Previous Row button to add new lines. The total of the
amount fields must equal the amount of the line you selected to correct.
11. Click on the Save Journal button.
Correcting Lines for New Journal Wiew Al
Unit Amount Ledger Fund Source *Account Dept Eﬁ
1| [#] =] [umnccla 250.000| ACTUALS 2516, |1eoez |Q [441845 @ [z20819 Q)
£
Copy Previous Row Sawve Journal
Results:
« The system generates a new journal ID for the correcting journal.
o The system displays the Journal Validation page with the original line and
the corrected line.
o The Journal Status and Budget Status columns display N for Not
Checked/Edit Required. The journal needs to pass the journal edit and
budget checking processes
12. Complete the field:

14
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In this field: Do the following:

Process Leave the default value of Edit Journal.

13. Click on the Process button.

*Process: | Edit Jouma b Process Line- 10
Doc Sequence #: 0000001543 Doc Seq Date: 05/14/2014
Personalize | Find |L° |t
*| edger Amount Fund Source Poccount Dept PC Bus Unit Pr
ACTUALS 250.00 29518 18083 441345 230519
H 4, ACTUALS -250.00( 2851903, (19082 |3, (441845 4 [230519 e | e |
i =
Personalize | Find | View All |2 |“ Firzt B8 1 of 1 1B
Total Debits Total Credits  Journal Status Budget Status
250.00 250.00 I M

Result: The system initiates the journal edit process, which checks that the
chartfield combination is valid. If the journal passes the edit process, the
system automatically begins the budget checking process.

Note: When the journal completes the journal edit and budget checking
processes, the system does several things:

o Updates the Journal Status and Budget Status columns. If the processes
passed, the statusis V for Valid. If there is an error, the statusis E.

« Generates balancing lines. These lines are for accounting purposes only
and are not editable. The creator of the journal can ignore these lines.

+ Updates the Total Debits and Total Credits column in the Totals section.
These amounts must be equal.

Note: If the journal fails either the journal edit or budget checking processes,
you are responsible for fixing the error and running the applicable process
again. Each process can be run separately by choosing the applicable option
from the Process list box.

15
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*Unit *| edger Amount Fund Source Account Dept PC Bus Unit Proj
UMCCH ACTUALS 250.00 28518 18083 441845 230518
UMCCH 3, ACTUALS -250.00| |2054(Cy, (19082 |O, |441845 3, |230518 &) 5
UMCCH ACTUALS -250.00 28518 18083 111088 230518
UMCCH ACTUALS 250.00 285189 18082 111089 230818

<

1 BH =

Personalize | Find | Wiew All |LFI |H First [ 1of1 (o]
Bs Total Debits Total Credits  Journal Status Budget Status
500.00 500.00 W W

14. Complete the field:

In this field: Do the following:

Process Choose Submit Journal.

15. Click on the Process button.

Submit Joumal V" | Process |

*Process:

Doc Sequence #: 0000001543 Doc Seq Date: 05/14/2014

Result: The journal is submitted in the system for approval. Once it is fully
approved, the overnight batch post process picks it up and posts it.

16. Click onthe Approvals tab.

Lines Emors Approval

Unit: UNCCH Journal 1D: 0000002194

Result: The system displays the Approval page, which shows the approver for
the journal as well as the approval status. The approval status is Pending when
the journal is first submitted. The Approval History section maintains the history
of approvals for the journal.

16
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Departmental Approval Stage

= BUSINESS UNIT=UNCCH, JOURNAL 1D=0000002194, JOURNAL DATE=2014-05-26, BUSINESS UN|
Depatmental Approval Path |
Pending

{B Matthew Heinze
AWE JE Dept |

= Approval History

Thread IV Definition 1D Effective Date  Requester Stage Path Step Number Step Status Approver

1232 MNC_JOURNAL_WF 01/01/1904 dmcdono 10 1 1.00 Pending mheinze

17
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Creating a Correcting Voucher
JE Campus Journal

18

Overview

The Campus Journal pages contain two journal entry (JE) transaction groups for
correcting journal lines. These are:

o Correcting JE, for updates to an existing journal

« Correcting Voucher JE, for updates to an existing journal that originated
in the Accounts Payable subsystem

When entering a correcting journal or correcting voucher journal, you first search for
the existing document and then correct the applicable lines.

Once you correct the applicable line and click Save, the system checks the values
entered in the edited line against the rules for that transaction type. If the values are
valid, the system saves the journal and assigns it a new journal ID. There are
separate journal IDs for the original transaction and the correcting journal ID.

Once the new journal is saved with a new journal ID, you must process the journal
through the journal edit and budget checking processes in the system. Both these
processes must pass in order for the journal to be submitted for approval.

As the creator of the correcting journal, you are responsible for resolving any journal
edit or budget checking errors.

Once the journal successfully passes the journal edit and budget checking
processes, you submit the journal for approval.

Journals that are fully approved are picked up by the overnight batch post process
and posted to the ledger.

You can edit a submitted correcting journal as long as it has not yet posted.

Related Reference

« Forinformation on editing a journal that has not yet posted, see Editing a
Campus Journal Not Yet Posted.

« Forinformation on creating a Correcting JE campus journal, see Creating
a Correcting JE Campus Journal.

Menu Path

Main Menu > UNC Campus > Campus Journals > Campus Journal Entry
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Steps - Creating a Correcting Voucher JE Campus
Journal

Follow these steps to create a Correcting Voucher JE campus journal:
1. Choose this menu option:

Main Menu > UNC Campus > Campus Journals > Campus Journal Entry
Campus JE System Page

2. Complete the field:

In this field: Do the following:

Transaction Group Choose Correcting Voucher JE.

3. Clickthe Search Transaction type button.

Campus JE System

Transaction Gr-::up:| Comecting Voucher JE V| Search Transaction type

4. Click onthe Correcting Voucher JE transaction type link.

Campus JE System
Transaction Gr-::up:| Comecting Voucher JE o i Search Transaction type!
Transaction Type Description
1 CORRECTIMG VOUCHER JE | Comecting Voucher JE

Correcting Entry Creation Page
5. Complete the fields:

The most direct search is by voucher ID. If you do not know the voucher ID, use
any one or combination of the other search criteria.

In this field: Do the following:

Business Unit Enter uncch for the University, uncga for General Administration, or a
foundation business unit.

Voucher ID Look up, or enter, the voucher ID.

Related Voucher ID This field is not used at UNC-Chapel Hill.

19
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20

In this field: Do the following:

Invoice Number Enter the invoice number.

Invoice Date Enter the invoice date.

Short Vendor name Enter the short vendor name.

Vendor ID Look up, or enter, the vendor ID.

Name 1 Enter a name 1 field.

Voucher Line Number | Enter a specific line number of the voucher.

6. Click on the Search button.

Voucher Adjustment

Enter any information you have and dick search.

*Woucher line that reference a PO with a State Waiver will not be displayed.
Contract

*Previoudy adjusted Voucher Distibution Lines will not  displayed.

be

Business Unit: UMCCH & )

Voucher ID: 50002582 |

Related Voucher 1D: aQ

Inv oice Number:

Inv oice Date:

I
<
2

Short Vendor Name: Begin with %
Vendor 1D: Begin with o)
Name 1: Begin with

Voucher Line Number: | Begin with %

ear Basic Search

Search G

Result: The system displays the search results list.
7. Mark the checkbox for the voucher you want to correct.
Note: Only one voucher can be selected and corrected at a time.

8. Click onthe Select button.

Search Resulis

Busi Related Voucher
Select U"'?'t'"EEE Voucher ID ,“,E aﬁ Line Distribution Line Invoice Number
ni oucher Humber
1 1  unccH 50002582 1 1 MICRO123-4
£
Select

Personalis
Merchandise I
Amount

1500.00

Result: The system displays the chartfield string for the line you selected.
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Transaction Type Page

9.

Click on the Auto Balance button.

Transaction Type CORRECTING WOUCHER JE SetlD UNCCH
Journal Selected for Correction

Amount Uit Line # Ledger Fund Source Account Dept EE:’UE Project 1D

£

1500.000 UMCCH 28518 19474 an8e21 234402

Correction Journal Offset

Monetary Amount left to allocate 1500.000

10.

11.

12.

Result:The system displays the Correcting Lines for New Journal section. This

section contains the chartfield string with editable fields so that you can make

the necessary edits.

Edit the chartfields as needed.

Note: If you want to distribute the amount of the journal line across several
lines, use the Copy Previous Row button to add new lines. The total in the
amount fields must equal the amount of the line you selected to correct.

Click on the Save Journal button.

Correcting Lines for New Journal

Unit Amount Ledger Fund Source *Account
1 [#] [=] [uncciay 1500.000 | ACTUALS 20518, [10472 |Q 558021
<

Copy Previous Row

Wiew All

PC

Rept Uni
234402 Q

Sawve Journal

Results:

« The system generates a new journal ID for the correcting journal.

« The system displays the Journal Validation page with the original line and

the corrected line.

o The Journal Status and Budget Status columns display N for Not

Checked/Edit Required. The journal needs to pass the journal edit and
budget checking processes

Complete the field:

21
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In this field:

Do the following:

Process

Leave the default value of Edit Journal.

13. Click on the Process button.

Result: The system initiates the journal edit process, which checks that the

chartfield combination is valid. If the journal passes the edit process, the
system automatically begins the budget checking process.

Note: When the journal completes the journal edit and budget checking
processes, the system does several things:

« Updates the Journal Status and Budget Status columns. If the processes

passed, the status is V for Valid. If there is an error, the status is E.

« Generates balancing lines. These lines are for accounting purposes only
and are not editable. The creator of the journal can ignore these lines.

+ Updates the Total Debits and Total Credits column in the Totals section.

These amounts must be equal.

Note: If the journal fails either the journal edit or budget checking processes,
you are responsible for fixing the error and running the applicable process
again. Each process can be run separately by choosing the applicable option

from the Process list box.

22

Validation
Jowrnal 1D: ooooooz19s Date: D5/ 28/2014 Errors Only
*Process: Edit Jouma w Process Line:
Doc Sequence #: FODO2582 Doc S5eq Date: 0O5/18/2014
Personalize | Find |
*Unit *|edger Amount Fund Source Pccount Dept PC Bus Unit
UMNCCH ACTUALS -1,500.00 29516 18474 553921 234402
UMGCH 3, ACTUALS 1.500.00| 205160 |19472 | 558021 234402 L 3
£
| B =2 E
Personalize | Find |viewall |&2 |3 Firg M 1 o
nes Total Debits Total Credits | Journal Status Budget 5t
1.500.00 1.500.00 M
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*Unit *| edger
UNCCH ACTUALS

UNCCH 3, ACTUALS

UNCCH ACTUALS
UNCCH ACTUALS
£
11 & =

nes

Amount Fund Source Account Dept PC Bus Unit
-1,500.00 29516 18474 558921 234402
1,500.00| [2051|Qy [19472 |0 |s58821 0 |234402 3 a3

1,500.00 29516 18474 111092 234402
-1,500.00 29516 18472 111089 234402

Personalize | Find | WView All |L-jl |EEH First 1 1 of

Total Debits Total Credits | Journal Status Budget 5i3

3.000.00 3.000.00 W W

14. Complete the field:

In this field:

Do the following:

Process

Choose Submit Journal.

15. Click on the Process button.

Journal 10: DDDOooD2195 Date: 05/268/201 4
wp . Submit Joumal g

roCess: Procass
e eenee s Sfapsads Doc Seq Date: 05/18/2014

Result: The journal is submitted for approval. Once it is fully approved, the
batch posting process picks it up and posts it.

23
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Creating an Interunit Campus Journal

24

Overview

Interunit journals move funds from one business unit to another. The business units
in ConnectCarolina are: uncch for the University, uncga for General Administration,
and a unique business unit for each foundation. An example of a foundation
business unitis CHBUS for the Chapel Hill Business Foundation.

Interunit journals are unique in that they require you to complete the Affiliate field on
each line of the interunit transaction with the balancing business unit. For example,
for an interunit transaction between business units CHBUS and CHLAW, you must
enter the following in the Affiliate field on each line:

Line Business Unit field Affiliate field
Line 1 chbus chlaw
Line 2 chlaw chbus

For an interunit journal, the business unit the funds are being transferred from
should be on the journal header. The header business unit defaults on the first line.
The business unit the funds are being transferred to should be on the subsequent
line.

If you want the first line to be a business unit other than the header business unit,
you will need to change the default. The header business unit needs to be on at
least one of the journal lines.

Menu Path

Main Menu > UNC Campus > Campus Journals > Campus Journal Entry

Steps - Creating an Interunit Campus Journal
Follow these steps to create an interunit campus journal:
1. Choose this menu option:

Main Menu > UNC Campus > Campus Journals > Campus Journal Entry

Campus JE System Page

2. Choose one of the following from the Transaction Group list box:
« Billing
+ Correcting JE
o Correcting Voucher JE

o Deposits and Accounts Receivable



Campus Journal Entries

o FP Revenue Distribution

« Office of Sponsored Research
o Other Campus JE

e Trust & Special Funds Transfer

3. Clickthe Search Transaction type button.

Campus JE System

Transacticn Gru::-up:l Trust & Special Funds Transfer W Search Transaction type

4. Click the link for a transaction type.

Campus JE System

Transaction Group: |Tn.|5t€.5|::ecial Funds Transfer b Search Transaction type

Transaction Type Description

1JME-I‘\JI.':"FEI\.IIZ?IINIZIDII"‘-'IETIC:I & End | Erinzipal
FPRIMCIPAL gency Endowment Income fo Principal

- FOM ALLOCATION TO

2 UMIVERSITY Foundation alloeation to University Redricted and Unregricted Trnust Funds

UM ENDOW IMCOME TO . . : .
3 INCOME Universty Endowment Income to University Endowment Income

UMY EMDOW IMCOME TO University E I University E Erincipal
PRINCIFAL niversty Endowment Income to University Endowment Principa

Result: The system displays the Journal Entry Creation page, which is where
you enter the journal information.

Journal Entry Creation page

5. Complete the fields:

In this field: Do the following:

Business Unit Enter the business unit the funds are being transferred from.

Journal Date Leave the default value of today's date.

Unit This field's value defaults based on your entry in the business unit field.

Leave the defaulted value.

Amount Enter the amount for the journal line.
Fund Look up, or enter, the fund for the journal line.
Source Look up, or enter, the source for the journal line.
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In this field: Do the following:
Account Look up, or enter, the account for the journal line.
Dept Look up, or enter, the department for the journal line.

6. Click onthe Auto Balance button.

Journal Entry Creation

*Business Unit] CHFRM

* Journal Date: (D8/25/2014 |lay

Wit Amount

Transaction Type FDM ALLOCATION TO UNINWVERSITY

Ledger Group: ACTUALS

Source: JFA

Ledger

SetiD UMCCH

Fund Source

Journal 10: MEXT

Account

=
Personalize | Find | view All |L7I | i

Dept

PC Bus
Unit

Projeq

1 [# = [cveriOy

100.000 ACTUALS

200200, RD142

0}, 558130

O, |450800

Q Q

{

Auto Balance

Remaining Balance:

100.000

Save Journal

Result: The system displays a second line and copies the chartfields from the
original line to the second line. It also copies the amount from the original line
and makes it a negative amount.

7. Inline 2, enter the business unit the funds are being transferred to.

8. Editthe rest of the chartfields on Line 2, as needed.

9. Scrollto the right to view the Affiliate field.

10.

11.

Click on the Save Journal button.

Enter the balancing business units in the Affiliate field in lines 1 and 2.

Uit

CHPR O

Amount

Ledger

100.000| ACTUALS

Fund

200200, |RO142

Source

Account

Q, |550130

Dept

 |450000

Q Q

PC Bus

Unit e

UNCCICY

-100.000| ACTUALS

20200/ |RO142

Q |482180

% [450100

g

3 Q

<

Program

0.000

Cost Code 1

Cost Code 2

Q

Q
Q|

Cost Code 3

Save Joural

D

Affiliate

UMCCH

GHPRM
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Results:
« The system generates a journal ID.

« The system displays the Journal Status and Budget Status columns as N
for Not Checked / Edit Required. You must run the journal edit and
budget checking processes for the journal.

12.  Complete the field:

In this field: Do the following:

Process Choose Edit Journal.

Note: If the journal edit process passes, the system automatically initiates the
budget checking process. These processes can be run separately if necessary,
such as when the journal passes the edit process but fails the budget checking
process.

13. Click on the Process button.

Journal Validation

CHPRM Journal 10: 000000000S Date: 068/25/2014 Errors Only
0}
*p . Edit Jouma W Process )
roCess: Line:
Doc Sequence #: Doc Seq Date: 08/25/2014

Personalize | Find |L

Line *Unit *Ledger Amount Fund Source Poccount Dept PC Bus Unit
u CHPRM 3 ACTUALS 100.00| |2982000C% |RO142 |} (5508138 S [459800 ) ]
2 UMNGCCH 0}, ACTUALS -100.00| (29200C) |RO142 (O |4682180 o, [450100 Q ]
£
| @ =5 B
Personalize | Find |View Al |2 | B Firg [ 12 o
Total Lines Total Debits Total Credits  Journal Status Budget 54
1 100.00 000 M M
1 0.00 100.00 M M
Results:

« The system has generated the balancing lines.

« The system has updated the Total Lines column.
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14.

15.

. The Journal Status and Budget Status both display V for Valid.
This means the journal has passed both the journal edit and budget

checking processes and can be submitted for approval.

*Unit *Ledger Amount Fund Source Pccount Dept
CHPRM 3 ACTUALS 100.00| |20020C3 |RO142 |} 550130 452200 )
UNGCH 3, ACTUALS -100.00( [222000Cy |(RO142 |Cy (462180 450100 Q
CHFRM ACTUALS -100.00 29920 RO142 1110889 458900
UMCCH ACTUALS 100.00 28200 RO142 111009 450100
Affiliate Fund Affil  Stat Stat Amt LM Reference Jouwrnal Line Description
UNCCH o} L | Q Foundation Grant UMCCH
CHFRM ) Q o Q Gifts-Univ Related Foundation
UMCCH 28200 Cash-Intraunit/interunit
CHFRM 28820 Cash-Intraunit/Interunit
Total Debits Total Credits  Journal 5tatus Budget 5tatus
100.00 100.00 W v
100.00 100.00 v v
Complete the field:
In this field: Do the following:
Process Choose Submit Journal.
Click on the Process button.
Campus Joumnal Validation
Unit: CHPRM Journal 10: 0000000005 Date 06/25:2014
Attachments () -
*Process- I| Submit Joumal 'S Process

Result: The system submits the journal for approval.
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Deleting a Campus Journal
Overview

Journals can be deleted up until the point they are posted. The system does not
allow posted journals to be deleted.

It is important to delete journals that are not needed so that no unposted journals are
permanently outstanding.

Deleted journals are permanently removed from the system.
Related Reference

« Forinformation on editing a journal that has not been posted, see Editing
a Campus Journal Not Yet Posted.

Menu Path

Main Menu > UNC Campus > Campus Journals > Campus Journal Validation

Steps - Deleting a Campus Journal
Follow these steps to delete a campus journal:
1.  Choose this menu option:
Main Menu > UNC Campus > Campus Journals > Campus Journal Validation
Find an Existing Value Tab

2. Complete the Business Unit field, and as many other fields as necessary to
refine your search results.

In this field: Do the following:

Business Unit Enter uncch for the University, uncga for General Administration, ora
foundation business unit.

Journal ID If you know it, enter the journal ID.
Journal Date If you know it, enter the journal date.
Transaction Type Look up, or enter, the transaction type of the journal.

Document Sequence If you know it, enter the document sequence number.
Number

Line Business Unit Look up, or enter,the business unit of a specific line of the journal.

Journal Header Status [ If you know it, choose the header status of the journal.

Note: Journals in Posted status cannot be edited.
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3.

In this field: Do the following:

Budget Checking If you know it, choose the budget checking header status of the journal.
Header Status

Source Look up, or enter, the journal source.

Entered By Look up, or enter, the user ID of the person who entered the journal.

Click on the Search button.

Campus Journal Validation

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

Find an Existing Value

= Search Criteria

Business Unit = W UNCCH ay
Journal 10: beginswith

Journal Date: = L ELIl
Transaction Type: beginswith e}

Document Sequence Number: begins with "

i

Line Business Unit

Journal Header Status:

<]

A
<<
<

Budget Checking Header Status:

Source: JBL Q,
Entered By Q
[(case sensitive

Search Clear |Basic Search [&] Save Search Criteria

Result: The system displays the search results list, or goes directly to the
Campus Journal Validation page if the search results yield just one journal.

If a search results list appears, click on the journal you want to edit.

Click any link on the row for the journal you want to delete.

Search Resulls

Wiew All

Bu_siness Journal ID Journal UnPost Transaction Document Sequence Lin_e- Business  Journal Header
Unit Date Sequence Type Number Unit Status

irCCTHE oo0oooo1110 05/05/2014 0 BILLING {blank) UMNCCH Valid

UNCCH oo00001320 05/08/2014 0 BILLING {blank) UMNCCH Valid

UMNCCH oo00001626 05/16/2014 0 BILLING {blank) UMNCCH Valid

UNMCCH DO00D01847 05/20/2014 0 BILLING [blank) UNCCH Emors
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Campus Journal Validation Page

5. Complete the field:

In this field: Do the following:

Process Choose Delete Journal.

6. Clickonthe Process button.

Campus Joumnal Validation
Unit: UMCCH Jourmal ID: 0o00oaa1110 Date: DE/D52014
Attachments (0)
. Delete Joumal W Process
*Process:
Doc Type: Doc Sequence #: Doc Seq Date: 05/05/2014
7 Lines
Salect Line *Unit *Ledger Amount Fund Source Account Dept
] 1 UMNCCH (1 ACTUALS 2500 (21109 13001 L% |527510 (3 [452300
| 2 UMNCCH 3, ACTUALS -2500| (2851903, (19083 |Cy (441329 3, (230518
3 UMCCH ACTUALE -25.00 21101 13001 111098 452300
4 UMCCH ACTUALS 25.00 28518 19083 111098 230518

Result: The system displays a message to confirm you want to delete the
journal.

7. Click Yes.

Message

i Are you sure that you want to delete this joumal? (5010,30)

8. Click OK.

Message

Joumal 0000001110 is deleted. (5210,7)

Result: The system deletes the journal. The journal can no longer be viewed in
the system.
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Campus Journal Validation

Enter any infomnation you have and click Search. Leave fieldsblank for a list of al

Find an Existing Value

= Search Criteria

Business Unit = W INCCH Q
Journal 1D: begins with (/0000001110

Journal Date: = L [=9)
Transaction Type: begins with o}
Document Sequence Number: begins with

Line Business Unit Q

Journal Header Status:

Budget Checking Header Status:

Source:

Entered By: begins with Q

D Case Sensitive

| Search || Clear  |Basic Search [&] Save Search Criteria

Mo matching values were found.




Campus Journal Entries

Editing a Campus Journal Not Yet
Posted

Overview

You can edit a journal up until the point it is posted. You cannot edit a journal once it
is in Posted status. If you need to edit a posted journal, you would create another
journal using one of the correcting journal types.

When any change is made to a journal before it is posted, the system resets the
Journal Status and Budget Status to N for Needs Checked/Edit Required and re-
initializes the workflow process. The journal must pass the journal edit and budget
checking processes again. If any approvers have approved the journal, they will
need to approve it again.

Once the edited journal contains a Journal Status and Budget Status of V for Valid,
you can submit the journal for approval. Once the journal is fully approved, it is
picked up by the batch post process and posted.

Related Reference
« Forinformation on correcting a journal that has already posted, see

Creating a Correcting JE Campus Journal or Creating a Correcting
Voucher JE Journal.

Menu Path

Main Menu > UNC Campus > Campus Journals > Campus Journal Validation

Steps - Editing a Campus Journal Not Yet Posted
Follow these steps to edit a campus journal not yet posted:
1. Choose this menu option:
Main Menu > UNC Campus > Campus Journals > Campus Journal Validation
Find an Existing Value Tab

2. Complete the Business Unit field, and as many other fields as necessary to
refine your search results.

In this field: Do the following:

Business Unit Enter uncch for the University, uncga for General Administration, or a
foundation business unit.

Journal ID If you know it, enter the journal ID.
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In this field: Do the following:
Journal Date If you know it, enter the journal date.
Transaction Type Look up, or enter, the transaction type of the journal.

Document Sequence For Correcting JE and Correcting Voucher JE transactions, the document
Number sequence number is the original transaction ID. For example, if Journal ID
0000000029 is corrected, then 0000000029 is populated in the Document
Sequence Number field on the corrected journal.

If you know it, enter the document sequence number.
Line Business Unit Look up, or enter, the business unit of a specific line of the journal.

Journal Header Status | If you know it, choose the header status of the journal.

Note: Journals in Posted status cannot be edited.

Budget Checking If you know it, choose the budget checking header status of the journal.
Header Status

Source Look up, or enter, the journal source.

Entered By Look up, or enter, the user ID of the person who entered the journal.

3. Click on the Search button.

Campus Journal Validation

Enter any infomation you have and click Search. Leave fieldsblank for a list of all

Find an Existing Value

= Search Criteria

Business Unit = W IMCCH Q
Journal 1D: beginswith | /0000001108

Journal Date: = L EX|
Transaction Type: begins with e 3
Document Sequence Number: begins with

Line Business Unit Q

Journal Header Status: | = V| |
Budget Checking Header S5tatus :| = V| |
Source: = W '"x

[Ccase Sensitive

Search Clear |Basic Search Sawve Search Criteria

Result: The system displays the search results list, or goes directly to the
Campus Journal Validation page if the search results yield just one journal.
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If a search results list appears, click on the journal you want to edit.

Campus Journal Validation Page

4. Editthe journal as needed.
5. Click on the Save button.
Select Line *Unit *Ledger Amount Fund Source Account Dept
|:| 1 UMCCH L ACTUALS 2500| [202000C% |51047 [ (582170 3 (450100 ¥]
O 2 UNCCH Q, ACTUALS -25.00| |2o200Q |sOD05 |Oy |482170 QL 450100 ¥l
3 UMCCH ACTUALS -25.00 28200 51918 111088 450100
4 UMCCH ACTUALS 25.00 20200 AOD05 1110848 450100
£
Lines to add: 1 [+ [=] [HE
= Totals Peronalize | Find | view an | 2 | i
Unit Total Lines Total Debits Total Credits .Journal Status
UMCCH 4 50.00 50.00 W
& Save || &4 Return to Search | |[E] Notify || i Refresh
Result: The system displays a confirmation window indicating the edited
journal is saved.
6. Click OK.
Message
Joumal 0000001108 is saved. (5210,8)
Result: The system resets the Journal Status and Budget Status columns to N
for Needs Checked/Edit Required. You must send the journal back through
journal edit and budget checking processes.
Personalize | Find | View All |Li_1 | i FllEt-ﬂ 1 of 1 (]
Total Debits Total Credits Mournal Status Budget Status
50.00 50.00 N M
7. Complete the field:
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8.

10.

36

In this field: Do the following:

Process Choose Edit Journal.

Click on the Process button.

Campus Joumal Validation
Unit: UMCCH Journal 1D: 0000001 108 Date: 05/08
Search Criteria
Attachments (0}
*Process: |E::Iit.|:umal v| Process
Result: The Journal Status and Budget Status columns both display V for
Valid. This means the journal has passed both the journal edit and budget
checking processes and can be submitted for approval.
Personalize | Find | View an |20 | & First B 4 of 1 I8 Last
Total Debits Total Credits | Journal Status Budget Status
50.00 50.00 W W
Complete the field:
In this field: Do the following:
Process Choose Submit Journal.
Click on the Process button.
Campus Joumal Validation
Unit: UMGCCH Journal 1Dz 00000401 108 Date: 05/05201
Attachments (0}
*Process: |Su|::n'|it.cumsl V| Frocess

Result: The journal is submitted in the system for approval. Once it is fully
approved, the batch posting process picks it up and posts it.
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Understanding Campus Journal Edit
Errors

Overview

There are four things that need to be correct on a journal in order for it to be saved in
the system and pass the journal edit process.

1. Valid values. Are the chartfield codes you entered valid according to the
rules of the transaction type?

2. Line balances. Are the total debits equal to the total credits on the journal
lines?

3. Open accounting period. Is the journal date in an open accounting period?

4. Valid chartfield combination. Are the chartfield strings on the lines valid
combinations?

For campus journals, the system checks the first three items when you enter the
fields on the journal page or click Save. If the system finds errors, it either displays
an error message or shows the field in red.

The fourth item is checked by the journal edit process after you click Save. If the
journal passes the journal edit process, the system displays the Journal Status
column as 'V for Valid. If there is an error, the status is E.

Examples of these error messages are shown below.

Valid Value Error Message

Each transaction type contains rules that only allow certain chartfield values. If you
enter a chartfield that is not within the rules for the transaction type, the system
displays the field in red. Below is an image of the error and the error message.

*Business Unit: |UNCCH|L, Ledger Group: ACTUALS Journal ID: NEXT
tJournal Date: 05220143 gp)irea. JOS
Personalize | Find
Unit Amount Ledger Fund Source Account Dept
1 [ | [=] |[UNCC| Oy, 25.000| ACTUALS 29710\, hzum 0, |581240 O, [330500
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Message

nvalid value — press the prompt button or hyperlink for a list of valid values {15,11)

IThe value entered in the field does not match one of the allowable values. [You can see the allowable values by pressing the Prompt button or hyp

Line Balance Error Message

The debits and credits of the lines need to be in balance. If the lines are out of
balance, the system displays an error message. An example of a journal not in

balance and the

corresponding error message are shown below.

lournal lines are not balanced.

Amount Ledger Fund Source Account Dept Eﬁifl-us o
25,000} ACTUALS 28710/, |g0007 |0y (581240 Q, 330500 Q Q
-100.000 § ACTUALS o720/ (83013 [ |45‘-111[l L} [330500 & - |
Remaining Balance: | -75.000 | Save Joumal
Message

(30006, 16}

curnal lines are not balanced

Flease adjust the lines or amount to balance the journal line or click on “Auto Balance™ Button to balance the Jou

Open Accounting Period Error Message

You can enter journals for any date in an open accounting period. If the journal date

is notin an open
one below.

accounting period, the system displays a message similar to the

*Business Unit: |

Journal Entry Creation

Transaction Type DEBT SERVICE MANDATCRY Setilr UMCC

NCCH|Q, Ledger Group: ACTUALS Journal ID: NEXT

*lournal Date:

0522014

" Source: Jos
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Message

Ucurnal Date 2013-11-20 is not within the open pericd: fiscal year 2014 pericd B to fiscal year 2014 pericd 11 }{5010,2)

Cancel|

If the journal contains any of the errors described above, it will not be saved in the

system. You need to fix the error and save the journal again.

If the journal is error-free, the system saves the journal and generates a Journal ID.

Journal Edit Process

Once the journal is saved in the system, you need to send it through the journal edit
process. For campus journals, the journal edit process only checks for combo edit
errors. Chartfields are designed to work with specific chartfield values, and not with
others.Combo edit errors occur when the chartfield string is not a valid combination.

After the system runs the journal edit process, the Journal Status column on the
Lines tab of the journal displays one of the following statuses.

e V-Vald
o« E—Fail

¢ W-—Warning

An E status, as displayed below, indicates there is a combo edit error.

Journal Status Budget Status

E M

When you click on the E link, the system displays the Errors tab. The Message Text
column on the Errors tab provides a description of the specific combo edit error, as

displayed below.
Header Lines Totals Errors Approval
Unit: INCCH Journal ID: 0000001388

= Header Errors

Unit Field Mame Field Long Name Set
LIMNICC JRML_HDR_STATUS Journal Header Status 5860
=2 Line Errors

Line # Field Name Field Long Mame Set Msg

1 FUND_CODE Fund 2800 31

2 FUND_CODE Fund 2500 31

Date: 05M2/2014

Personalize | Fin

Msg Message Text

53 Journal line emors exist for this header.

Ferscnalize | Find | &

Message Text

0
o

omb r fields Fund/Source in group F5_IV.

=]
[11]

(]
o)
3
o
A
i
a
=

r fields Fund/Source in group FS5_[IV.
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The table below lists the current possible combo edit errors. Additional combo edits
may be added to the system after go-live, but you can always determine the nature
of the error by the description of the error.

Combo Edit Error
Code

Explanation

AFSD_IV

AF_VI

FAJ_VV

FS_IV

AF_UNIT

FS_CHASF, FS_
CHATH, and so on

This combo edit error code indicates that one of the required
fields is blank. The required fields are Account, Fund, Source,
and Department fields.

This combo edit error indicates that transactions with a
Revenue or Expense Account have been paired with a Fund
that does not have a purpose. Examples of Funds without a
purpose include 20100, 21100, and 21200

This combo edit error indicates that an OSR fund or Capital
Improvement fund is entered on the line and there is no Project
ID value. If aline has an OSR or Capital Improvement Fund, a
Project ID is required.

This combo edit error identifies that the Fund and Source
combinations are invalid.

This combo edit error indicates that a foundation has used an
invalid fund on a transaction. If the line business unit is a
foundation business unit, such as CHBUS, then the fund can
only be 29900, 29910, 29920, or 29930.

This combo edit error indicates tha a foundation has used an
invalid source. If the line business unit is a foundation
business unit, such as CHBUS, then the source needs to be a
source for that foundation. All foundation sources begin with a
unique alpha prefix, such as B for business.

Resolving the Error

After fixing the error, you need to send the journal back through the journal edit
process until it passes with a status of V.

If the journal passes the journal edit process, the system routes it directly to the

budget checking process.
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Reviewing Campus Journal Budget
Errors

Overview

All budget errors on a campus journal must be resolved before the journal can be
submitted for approval. The person entering the journal is responsible for resolving
the budget error.

This document demonstrates how to review budget error messages on campus
journals and identify the general cause of the error. Identifying the general cause
may be sufficient to resolve the error, or further investigation may be necessary.

Related Reference

« Foranoverview of budget checking errors and related solutions, see
Understanding Budget Checking Exceptions

Menu Path

The page that displays the budget error information on a specific journal is the
GL Budget Exceptions page. This page can be accessed in two ways.

o From the journal with the error, the Budget Status column displays E for Error.
This E is a hyperlink that goes directly to the GL Budget Exceptions page.

¢ From the following menu path: Main Menu > Finance Menu > Commitment
Control > Review Budget Exceptions > General Ledger > Journal

This second option is the navigation shown in this document.

Steps - Reviewing Campus Journal Budget Errors
Follow these steps to review campus journal budget errors:
1. Choose this menu option:

Main Menu > Finance Menu > Commitment Control > Review Budget
Exceptions > General Ledger > Journal

Find an Existing Value Tab
2. Complete as many fields as necessary to refine your search results.

Completing the Business Unit and Journal ID fields will take you directly to the
journal you are looking for.
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In this field:

Do the following:

Commitment Control
Tran ID

Commitment Control

Tran Date

Business Unit

Journal ID

Journal Date

Process Instance

Process Status

Leave this field blank.

Leave this field blank.

Enter uncch for the University, uncga for General Administration, ora
foundation business unit.

Enter the journal ID that the system created when the budget journal was
entered.

If you know it, enter the journal date. This is the date the budget journal was
entered into the system.

Leave this field blank.

Leave this field blank.

3. Click on the Search button.

Journal

Find an Existing Value

= Search Criteria

Business Unit:
Journal 10:
Journal Date:
Process Instance:

Process Status:

i Search Clear

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

Commitment Control Tran I1D:

Commitment Contral Tran Date:| = L ELl

Basic Search [E Save Search Criteria

begins with s

= W UNCCH G,

H
in
=]
-

ins with %*| /0000001858

£

H

!

<
<

Results: If you search by journal ID, the system displays the GL Journals Exceptions
tab for that journal. If your search returns multiple results, the Search Results page
displays, which is where you select the journal you want.

GL Journal Exceptions Tab

The Exception column shows a description of the error. There are over 60 specific
error messages in the system, which can be grouped into several broad categories.
For an overview of these error messages and their related action steps, see the
following document: Understanding Budget Checking Exceptions.
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There are two links on the GL Journal Exceptions tab that provide additional
information about the error, the Go To icon and the More Details link. These are

described below.

Viewing Budget Error Information Using the Go To Icon

The Go To icon leads to the Budget Inquiry details page, which shows the ledger
balances associated with the chartfield string on the journal. This page is most
useful when you have an error indicating the budget has been exceeded.

1. Clickonthe Go To icon.

GL Journal Excepticns Line Exceptions

Business Unit: UNCCH Journal ID:

Maximum Rows 100

Search

Budgets with Exceptions
Budget Owerride Budget Chartfields (=L

Dretails Business Unit Ledger Group

1 & UMCCH STATE_FAR

0000001858 a3 Journal Date:

D Crverride Transaction

More Budgets Exist

Exceeds Budget Tolerance

Advanced Budget Criteria

05/20/2014
I
.l
—
Personalize | Find | View Al | £ | & First B8 1 of
More Detail Eg:;g:f Transfer
More Detail | Go To ... a4

2. Clickonthe Go to Budget Inquiry link.

Please select one of the following links:

Go to Budget Exceptions
o to Budget Inguiry

Result: The system displays the Commitment Control Budget Details page,
which is the inquiry page that shows the budget information.

3. Review the budget, expense, encumbrance, and pre-encumbrance ledger
information. The journal amount cannot exceed the Budget ledger.
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Commitment Control Budget Details

Business Unit Ledger Group Fund Source Account Dept Budget Pericd
UNCC STATE_FAR 20101 12000 MONPCT 200000 2014
Display Chart ﬁ
Ledger Amounts
Budget: 1,000.00 USD L
Expense: 0.00 USD Ly
Encumbrance: 0.00 USD @
Pre-Encumbrance: 0.00 USD @
Associate Revenue: 0.00 ush
Available Budget
Without Telerance: 1.EIEIEI.EIEIE| Uspo Parcent: [153%:.5
With Telerance: 1,000.00 & UsD Percent: (100%)E
Viewing Budget Error Information Using the More Detail Link
The More Details link provides additional information for certain types of errors,
particularly errors related to the tree. If the More Detail link does not contain
additional information, it will not be enabled.
1. Click on the More Detail link.
: : : . Override
Business Unit Ledger Group Exception More Detail Budget Transfer
LIMCC CERTIFIED Translation Tree emor More Detail | Go To El
LINCC CERTIFIED Translation Tree emor More Detail O Go To ... &
2. Read the error message for more information about the error.

Explain

Message:
Mo translate value for Account: "534110% in Tree "CH_KK_ACCT_S5T", SetlD

"UINCCH

Description:
Budget Processor was not able to find a translated budgetary chartfield value,

in the specified tree, for the specified detail level chartfield.

Return
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3. Click on the Return button.
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