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The Big Picture

The General Ledger module is the core of the SFS system. Many of the tables set up here
are used by other modules throughout the system. This is where data from all modules
comes together and where most of the financial reporting is done. The following
illustrates the other SFS modules that interface with the SFS General Ledger.

KK Ledger
Commitment
Control
New in 8.8

Payables

General
Ledger

Receivables

The following illustrates the major components of the SFS General Ledger. These will
be discussed throughout this manual.

Journal
Processing

Table Setup & Year-End
Maintenance Close
General
Ledger
Trees I

Reporting &
Inquiry
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Ledgers

Ledgers store posted general ledger journals for a set of Chartfield values by accounting
period and fiscal year. They represent a set of books for each business unit and are
usually populated by journal entries. There are several ledgers that are delivered with the
SFS system. Most campuses are currently using the ACTUALS Ledger, which stores all
transactions except budgets and the STD_BUDGET Ledger, which stores budget
information. New in SFS 8.8 is the Commitment Control Ledger that enables you to
create budgets and budget check source transactions originating in various PeopleSoft
applications such as Purchasing. Following are the major fields in a ledger table. Note
the year-to-date balances are not stored but instead are calculated at the time a report is
run.

e Business Unit (BU)

e Ledger (i.e. ACTUALS, CC_EXP (COMMITMENT CONTROL) or
STD_BUDGET)

e Statistics (we aren’t currently using this option)

e Currency (always USD)

e Fiscal Year

e Accounting Period

e ChartFields
¢ Account

Fund

Department

Program

Class

Project

New in version 8 (not currently being used)

Chartfieldl

Chartfield2

Chartfield3

Operating Unit

® & & & o o

L 4

* & o
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General Ledger Control Table Setup

Business Units, SetlDs, Chartfields and Effective Dating are important concepts to
understand before discussing the setup of the General Ledger.

TableSets

Control tables store information that defines the accounting structure and processing rules
that apply when a transaction is entered. The data in these tables is entered by SetID. A
TableSet is a group of control table rows identified by the same SetID.

SFS has a SetID for each Business Unit (BU) (campus) so they can enter their own
unique control table values. For example, the Department chartfield identifies the
divisions, departments and subdepartments of a business unit. Each BU will want to enter
their own department codes with a SetlD that is unique, so, within SFS, the Department
table will point to a business unit SetlD (see panel view below). Then, when someone
enters a transaction and uses the search features to select from a list, the list they see will
contain only their department codes.

SFS also has a SetID called SHARE that is used for control table values that are the same
for all business units. For example, account codes are the same for all business units. A
single table of valid account codes is maintained under the SetlD of SHARE. When
someone enters a transaction and uses the search features to select from a list, they will
see the SHARE table of values.
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Linking to the appropriate TableSets/SetlDs has already been done for you as part of the
setup of your Business Unit in SFS. However, the concept is important to understand and
is a basic part of the SFS system. Following is a view of one of the pages that is used to
link tables to SetIDs. This view includes the Departments and Accounts table mentioned
in the examples above.

= Administratian 4|
— PeopleTools Options
— Message Catalog
— Systern Dictionary
— Translate Values
— Load Application Set Control Value: LWOSH
Server Cache
— Tahlespace Utilities
— Tablespace *Default SetiD: ISHARE Q. SHARE
Management
— LDL Model Defaults

[ Record Group Y Tree

— Strings Tahle Record Group Control Custormize | Find | Yie =
- TL_D—DglkU Exclusion Record Group ID  Description *SetiD Short Description
ahle
— ML Link Function F5_04 Accounts IEHAREQ SHARE [=]
Reqistry
— Merchant Categories F5_06 Departments |UW05+Q UWOaSH [=]
— Merchant Infatrnation
e Fs_07 Product SHARE SHARE +
— TableSetDs = OBuELS [ Q =]
— Record Group Fs_0a Projects |UWOSFQ LAWOEH [=]
— TableSet Control
— Corvert Panels to F5_09 Statistics Codes ISHARE Q SHARE [=]
FPages ) ;
— Updates - View Al F5_10 Cperating Unit Record Group ISHARE Q, SHARE E|
— Updates by Release F
T FS_11 Sources IUWOSI—Q LOSH [=]
— Updates by Update ID FG_12 SpeedTypes [uwost o UWOSH =
— Remaote Database CF Value Sets - Budaet
Connectian alue Sets - Budge l_
- URLs o Fe_13 Closing SHARE Q SHARE [=]
~ Copy File Atachments FS_14 Payment Terms [sraRE @ SHARE =

— Query Administration
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Calendars

A detail calendar is used to identify accounting periods. When a journal transaction is
entered, SFS uses the detail calendar to translate the journal date into the correct posting
period and year. The calendar must meet the following requirements:

e Accounting Periods (beginning and ending dates) cannot overlap.

e Every day of the fiscal year must be included in the detail calendar.

e The number of rows per fiscal year must equal the number of periods in a year.

Activity: View calendars that have been set up.
Navigation: Set Up Financials/Supply Chain>Common
Definitions>Calendar/Schedules>Detail Calendar

e Change the SetID to SHARE. Calendars are shared by all campuses.

e Search for a calendar to view and then click the calendar period.

e Calendars identified as CC define the accounting periods in our Fiscal Year. Note
there are 13 periods in the FY. The 13" period is used to process transactions for the
previous fiscal year that are received in early July.

e Calendars identified as TX are used for 1099 reporting.

= Set Up Financials/Suppl =
Champ B _IJ( Calendar Periods Y Depreciation |
[+ Install -
[ Security SetlD: SHARE Calendar: CC *Description: |Month|y Closing Calendar
[ Upgrade . _
b ElEsginess Unit Relatad *Periods in a Year: I 13 End Date Defaul; © Year @ Month ¢ BiMonth ¢ Quarter ¢ Semi-fnnual  Days Specify: I

= Cammon Definitions Long Description: IPriorto June 30,2001, Manthly Calendar used for closing each manthly period an the last Saturday ofthe 3
[> Accounting Entry month. This calendar was setun to coincide with the closing calendar at PG, Calendars after June 30,2001 =

5 ;—;';‘Tigf';es ~ Detail Periods Customize | Find [ view )l | B8 First [ 1.3 or 13 [M] Last
b Activity Monitar *ear ‘Period *Beqin Date *End Date *Period Name ‘Abbrey

I> Agency Location Codes [ormzizoos B [orstizoos B [Feriod1-Juty JUL

[> Approvals

I Attachments 200 [pgm1r2006 ) [oi3t/2006 ) [Period 2- August [sue

[> Bank Branch File
= CalendarsiSchedules
— Budget Period

[omotiz008 1 [owsoizaoe [ [Period 3- Gepterber SEP

e [tovoti2006 B [roavzo06 B [Period 4- Octaber [ocT
~ Budaet Period [1ro12006 B 11302006 B [Period 5 - Movemnber NOY
Calendar Builder
— Business Calendar [1zot2006 B [rzav2006 B [Period B - Decernber IDEC

— Calendar Builder

— Closure Calendar

— Dt andar

— Detail Calendar Repor

— Schedules

— Schedules Repor

— Summmary BPF Calendar]

— Summary Calendar

— Summary Calendar 200
Eeport

- TirneSpans

— TimeSpans Renart

[» Cash Processing

[ Codes and Auto

[or01i2007 [ Jotiziz007 [ |Periad 7 - January

[0zi01i2007 [ |ozizaiz007 [ |Periad 8- February

]
m
m

[omot2007 [ [omanz007 B [Period 8- March

=
=
el

[04s01i2007 [ Jo4jz02007 [ |Periad 10 - Agril

[0si01i2007 [ Josiz1i2007 [ |Periad 11 - May 4

33

[osoti2007 [ foeaoizo07 B [Period 12- June

EIE I
IR G LM EL L E L

[orotz007 [ fomonzoor [ [Period 13- Cls

Q
HEs
w

F =
& [
F [=
[+ =
& =
& =
AR F =
FH =
& =
FH =
& =
FH =
& =
[+

Murnbering ~ Adjustment Periods Customize | Find | || i First (4 1 of 1 el
[ Credit Card Encryption Adjustment Period Period Name Abbreviation
[ Currency | ags  [ass (EEE =

[ Customers
[> Design CharFields

I Distribution Accounting | =| & Save | ELRstunto Seamhl [=] hctify | [Er Add Update/Display

Page 8



UW System Shared Financial System - General Ledger Manual - Peoplesoft Version 8.9

The journal date uses this calendar to determine the accounting period and fiscal year.
To process a transaction into the adjustment period (998) you need to change the
JRNL_HEADER. ADJUSTING_ENTRY field to “Y™. This can be done online on the
Journal header entry page.

= General Ledger 2] hlewr Window |
= Journals
= Journal Entry / Header Y\ Lines " Totals " Erors [ Approval
MUpdate Journal
— Cony Journals Unit:  UwWOSH Journal ID: - MEXT Date: o1/1052007
[» Standard Journals S
[ Import Journals Long Description: I é’
[» Suhsystem Journals
I Process Joumals “Ledger Group: IACTUALS aQ [ Auto Generate Lines
[> Suspense Correction
— LU Procard Setup Ledger: I Q Adjusting Entry: Adiusting Entry
[» Ledgers
[» Summary Ledgers *Source: | Q, Fiscal Year: 2007
[» Close Ledgers
[» Process Multi-Currency Reference Number: | Period: | 7
I» Average Daily Balance
b Open Items SJE Type: | | ADB Date: [otrorz007
I» Consolidate Financial
Diata Journal Class: I Q [ Save Journal Incomplete Status
[» Maintain Standard - .
Enrlgeis Transaction Code: I (e}
» ""D‘rﬂﬂnc"eﬂgfa':kgm“”“ Curreney Defaults: USD | CRRNT /1
[> Review Financial Reversal: Do Mot Generate Reversal Cornrnitrnent Coritrol
Inforraticon
I Regulatory Ledger [& save | =] notity | 4 Refresh | it | ] Updste Display
Reports
[ ¥BRL Header | Lines | Totals | Errors | Approval

In addition to the periods create in the calendar, the year end closing process creates
ledger only entries into:

e Period 0 - contains the balance sheet brought forward from the previous year and
optional you can elect to roll forward revenue and expenditure information (inception
to date).

e Period 999 - entry closing revenue and expense balances to fund equity.
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The individual accounting codes that transactions are charged to are referred to as
chartfields. The conversion chart is here for your reference. The following pages walk
you through the control tables of the chartfields that each campus is responsible to

establish and maintain.

Legacy Code SES Chartfield

Fiscal Year Derived from
calendar

Fund Fund

Activity Program

DDS Department

Object Class Account

Account Project

None Class

SetlD

SHARE
SHARE
SHARE

Institution Specific
SHARE

Institution Specific

Institution Specific

Maintenance
Responsibility

UW System Admin
UW System Admin
UW System Admin
Each Institution

UW System Admin

Each Institution

Each Institution

Trees are used in SFS for grouping chartfields for the purpose of reporting and chartfield
combination editing and are discussed in a later section of this manual. Whenever you
enter a new chartfield value, you should check to see if any trees need to be updated to

include that code.
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Chartfield - Department

Activity: View Department control table values.
Navigation: Set Up Financials/Supply Chain>Common Definitions>Design
ChartFields>Define Values>ChartFields>Department

e Leave SetlD at UWOSH or your business unit and enter a department code or select
one from a search list. Remember that you can enter part of the number and click
Search to get a list of values that begin with the number you entered in the field.
Select and click the value to bring up the view of the Department.

e If you are adding a new department code, use the first day of the current
accounting period as the effective date if you create a new tree each month,
otherwise date it the date of the most current tree.

e If you are updating an existing department, use the last day of the current
accounting period as the effective date or the current or chosen date.

=~ Set Up Financials/Supply ;l
Chain

[ Install
> Security Department

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

[> Business LInit Related
= Comman Definitions § Find an Existing Value ' Add a Mew Value
[ Accounting Entry Enter department

Dl—ftmiﬂleastes SetiD: |= -] IUWOSH| B Q 301000 and C_“Ck
[ Activity Manitar Department: [begins with ] [301000 € a Search to review

[ Agency Location Codes
> Approvals Description: | begins with |~ | | the department
ase Sensitive information.

[ Attachments i )
[ Bank Branch File [ Include History [ Correct Hi

[ CalendarsiSchedules

[ Cash Processing Search

> Codes and Auto
Hurmbering

[ Credit Card Encryption Find an Existing Walue | Add a Mew Walue

[» Currency

[ Customers

= Design CharFields
[» Configure
[ ChartField Audits
=~ Define Values

lear | Basic Search Save Search Criteria

— ZhartField ¥alues

Department
SetiD: Lo SH Departiment: 201000
First [4] 4 or 1 [F] Last Man r nam
‘Effective Date: oFio1rz002 |[F ‘Status: | Active ~ Attributes = . a age a e
‘Description: YICE CHAMNCELLOR ADMIN SERVICES is last name,(no
Short Description: |VICE CHAMNC [CIBudgetary Only > Space) fl rst
Manager ID: QL Manager Name: |Sonnleitner,Thomas I
name.
B Save | SlRsturnto Search | [ Motity [ET] JE Include History | [ Correct History
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Chartfield - Project

Activity: View Project control table values.
Navigation: Set Up Financials/Supply Chain>Common Definitions>Design
ChartFields>Define Values>Chartfield Values>Project

= SetUp FinancialsiSupply ;I

Chain

E 'Snsgilr'iw Project ID

I Upgrade Enter any information you have and click Search. Leave fields hlank for a list of all values.
[+ Business Unit Related

= Common Definitians J/ Find an Existing Value Y Add a NewValug

[ Accounting Entry

Temnplates
b Activities SedD: == [uwosH Q

[+ Activity Monitar PR [ H .
[ Agency Location Codes Project: Ibegms WIthJI Q
[ Approvals Descriptiun:l hegins with j |
[» Attachments ) N
b Bank Branch File [~ correct History [~ Case Sensitive
[» Calendars/Schedules
[» Cash Processing . =] _—
> (oS PTG AT Search | Clear | Basic Search Save Search Criteria
Humbering
[ Credit Card Encryption Search Results
[+ Currency 18 ofE
[ Customers = .
< Desigh ChanFields SetlD _Project Description
[> Configure IWOSH1E10550 ARPS, HE EE M
[> ChartField Audits IWOSH1E1076E HUHMN, SOPHIE. FUUMD
= Define Values — WOSH 1640769 MONTEITH, BARBARA DOMNER
i UWOSH‘VémS?E DETTLE MIMMIE ROES
—Account Types UIWWOSLA1610894 CLASS OF 1971-LW OSHKOEH

— SpeedTypes
[ Combination Editing
[ ChartField Yalue Sets
[ ChartField Inhetitance

WIWMOZAH 1611028 BROWM, LELAND P, SCHOLARSHIP
WWMPASH 1611056 UWE0SH BUCKSTAFF PROPERTY TRUIS
U)AOSH’]EHEHWEINSTEIN L&T

[ Project | Description /

Project

SetlD: IIWOSH

Project: 161076

*Description: |HUHN- SOPHIE. FUND *Status: IActive j' Aftributes
™ Summary Project

“Start Date;  |010811975 [ “End Date:  |12/31/2999 | [

Project Manager
*Eifective Date *Manager

oriozz001 5 |

= E

Project Status

Effective Date *Project Status

[oriozizoo 5 [apen | =l
Bl save | E\Return to Search | +[E] Previous in List | 4[] Mest in List | [=] matify | [E add | UpdateDisplay | [FF Correct Histary

Froject | Description
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The description tab allows the user to enter a long description.

If you are adding a new Project number, use the first day of the current accounting
period as the effective date if you create a new tree each month, otherwise date it the
date of the most current tree.

If you are updating an existing Project number, use the last day of the current

accounting period as the effective date or the current or chosen date.

Chartfield - Class

e When a building number is required, it will be recorded in the Class Field table.
Otherwise, Class can be used at a campuses’ discretion.
e Usually, Class will be used to further define the Account Codes when more detailed

tracking is desired.

e If you are adding a new Class code, use the first day of the current accounting
period as the effective date if you create a new tree each month, otherwise date it the
date of the most current tree.

e If you are updating an existing Class code, use the last day of the current
accounting period as the effective date or the current or chosen date.

Activity: View Class control table values.
Navigation: Set Up Financials/Supply Chain>Common Definitions>Design
Chartfields>Chartfields>Class Field>Find an Existing Value Or Add a New Value

Click Search to view selected Class field.

— Set Up Financials/Supply
Chain
L= Install
[> Security
[ Upgrade
[ Husiness Unit Related
= Common Definitions
[ Accounting Entry
Templates
[= Activities
[= Activity Manitar
> Agency Location Codes
[ Approvals
> Attachrments
[= Bank Branch File
[ CalendarsiSchedules
[ Cash Processing
[ Codes and Auto
Mumbering
[ Credit Card Encryption
[> Currency
[» Customers
= Design ChartFields
[> Configure
[» ChartField Audits
= Define values
— ChartField Yalues
—Account Tvpes
— SpeedTypes
[= Combination Editing
[= ChaField Yalue Sets
[= CharField Inheritance
[ Review
I Rennrte

Class Field
Enter any information wou hawe and click Search. Leawve fields blank for a list of all values

{ Find an Existing Value " Add a Mew Yalue

SetlD: == |urviosH [}
Class Field: [beains with =] aQ
Description: | begins with = | |

™ nclude History [ Correct History [ Case Sensitive

Search I Clear I Basic Search Save Search Criteria

Search Results

Wiewe Al 1-100 af 140 EI Last

SetiD Class Field Description

LS H 59001
LhwosH 51002
LhWWosSHS1003 General Book
oS- 51004 Supplies
LwosSH 51005 Cards
LS 51006 Gifts

LWwoSH 51007 Sundries

LhWWOSHS1008 in
L BO001 Albee Hall
1 SHRANNN? Marmneow Hall

Mew Texthaook
Used Textboolk
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Class Field

Setld:  LWwiOSH Class Field:  BOoo0

When a new Class

First 4] 10f 1 [ Last

Shart code is added or an
‘Effective Date  Status Description Description Budgetary Only  Attributes existing code is
03r27i2001 [ [Active =] Jaibee Hall I r P = updated, be sure to
click Save.

& save | CLReturnto Search | [=] tify | BN UpdateDisplay
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Summarizing Chartfields with Trees

Trees allow you to organize your chartfield values in a hierarchical manner and are
mainly used in setting up security, in editing and in reporting. They are used to
summarize chartfield values so that the summary levels can be used in other areas of SFS.
Keep in mind you can create multiple trees using the same chartfield values and
summarize those values differently for various purposes.

Some trees have already been created for chartfields that are shared. However, you will
still need to set up a tree for your specific department codes. So, using that as an
example, the following pages walk you through the steps in setting up a tree.

Some things to understand about trees:

Trees are based on a single chartfield — they are not used to combine chartfields.

You may set up an unlimited number of trees for any chartfield.

Trees are effective dated so you can add new codes or make changes and have them
take effect whenever you specify. Effective dating also allows you to retain historical
data.

Trees have various levels including a parent level, a sibling and a child level.

Trees should always be created from the top down.

Each level/node of the tree is named so that it can be easily referred to for editing and
reporting. A node represents the group of detail values that “report” to it.

Detail values can be defined as a range or as individual, specific values.

Following is what a portion of an account tree might look like:

All Accounts
All Salaries
LTE/Student Salary
LTE Salary
LTE Salary

1601 — LTE Hourly
1602 — LTE Lump Sum
1603 — LTE Overtime
1604 — LTE Purchased Svcs 1A
Student Salary
Student Wages Regular
1771 — Student Hourly
1772 — Student Lump Sum
1773 — Student Overtime
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The following allows you to view the trees set up in SFS and get a better idea of the

various levels and groupings that are available.

Activity: View Trees in SFS.
Navigation: Tree Manager>Tree Manager

e Drill down on the left side to view the levels, nodes and detail values associated with
the tree. Do this by clicking on the plus (+) sign next to each node.

=
o

1-9 ofQ

Used in Comba Edits UWOSH
Used in Combo Edits UWOEH
Used in Comba Edits UWOSH
Used in Combao Edits UWOSH
Used in Comba Edits UWOSH
Used in Combo Edits UWOSH
Used in Combo Edits UWOEH
Used in Combao Edits UWOSH
Used in Comba Edits UWOSH

Search:
®

> My Favorites Tree Manager

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

[> Order Management

1> Vendors / Findan Existing Tree |_ Create New Tree |

> Purchasing

[> eProcurement

[ Services Procurement Search by: [Tree Name | begins with [osH_oRG_COMED_ED

I Billing

> Accounts Payable

> Asset Managerment Search | Advanced Search

> Banking

> Commitment Control Search Results

> General Ledger

I Allacations

[ Set Up Financials/Supply Tros iame SetlD  Set Control Value Effective Date Tree Branch Description
Chain YOSH (hlank) 07/02/2004  (hlank)

I* Enterprize Components TEH (blank 050102004 (blank

zﬁg'::"ns;nager EDIT UWOSH (blank) 07/02/2003  (hlank)
e EDIT UWOSH (blank) 05012003 (blank)

EDIT UWOSH (blank) 07/02/2002  (blank)

e Eet it EDIT UWOSH (blank) 05/01/2002  (blank)
 Tree Auditor EDIT UWOSH (blank) 07022001 (blank)
— Tree Structure EDIT UWWOSH (blank) 05/01/2001  (blank)

> Reparting Tools EDIT UWOSH (blank) 0172001 (blank)

[> PeopleTools

CategoryValid Tree

Valid Tree
Walid Tree
Valid Tree
Valid Tree
Valid Tree
Valid Tree
Walid Tree
Valid Tree
Valid Tree

ED

Sawve &s Close

/< ree Definition  Display Options Prm
—— —

TOF = 102 = 102-1

Collapse All | Expand Al Find

2 TOP - TOF

£ [000000] - Mo Udds Match-Proflo Udds Match
COM - CON

ALL_ORGS - Al Orgs

100 - Fund 100

420 - Fund 420

421 - Fund 421

104 - Fund 104

“EX102- Fund 102

“ B 102-0- 1020 :
= poeyogoss NS i+ H. = &= F B X X

[011000] - CHARCELLOR S OFE o

[011040] - SEARCHESCREEM ASST CHAMNCELLOR
[011055]- 5 & S CHAMNCELLOR

[O11024] - COMMEMNCEMEMNT

[O11200] - INETITUTIOMNAL MEMBEREHIFP
[011200] - DIRECTOR AFFIRMATIVE ACTIOR
[011250] - &2 DIR OF AFFIRMATIVE ACTIOM
[011900] - DIRECTOR OF DEVYELOPMEMNT
[011950] - DIRECTOR OF ALUNMMI

[021000] - WICE CHAMNCELLOR'S OFFICE
[021005] - Wice Chan Of*S&S Asstve
[021007]- S & S DEAM OF EDUCATION
[021009] - &8 PROVOST VICE CHAMCELLOR

AARRAARRRERL

Various Tree
Manager
maintenance
commands used
to update or
display data.

Complete and 'eipe{ndéd detail on Trees can be found in the SFS Tree Manager Manual.
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SpeedTypes

If you have chartfield combinations that you use frequently, you can set up a shortcut key
called a SpeedType and then use that code when entering documents. SpeedTypes can
save keying and reduce errors. The following exercise shows you how to define a
SpeedType.

Activity: Add a SpeedType.

Navigation: Set Up Financials/Supply Chain>Common Definitions>Design
Chartfields>Define Values>SpeedTypes >Find an Existing Value or Add a New
Value

e Determine a name for the SpeedType Key. Make it meaningful so that it is easy to
recognize and interpret when you want to use it.

e |If you want to restrict the use of a SpeedType key to a particular operator or operator
class, complete those fields. If you leave them blank, the SpeedType key will be
universally available to all operators on your campus.

e Click Add to go to the input page.

= Set Up FinancialsSupplhy ;|
Chain
= Install
[ Security
[ Lpgrade
[> Business Unit Related

SpeedTypes

/ Find an Existing *alue Y Add a New Value

= Common Definitions

[ Accounting Entry
Templates
[ Activities
[ Activity Monitor
[ Agency Location Codes
[ Approvals
[ Attachments
[+ Bank Branch File
[ CalendarsiSchedules
[ Cash Processing
[ Cades and Auto
mlumbering
[ Credit Card Encryption
[ Currency
[ Customers
= Design CharFields
[ Configure
[ CharField Audits
= Define Values
— CharField Yalues
— Account Types

SetlD: IEE=Y
SpeedType Key: ISTUFF|

User ID: |

ph

Primary Permission List: |

Add

Find an Existing “Yalue | Add a Mew Yalue

Complete all the fields that will be of benefit when entering documents that have the

same chartfields.
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= Set Lip FinancialsiSupply ;|
Chain
[» Install
[> Becurity
> Uparade SpeedType
[» Business Unit Related i
= Common Definitions SetiD: LWWOSH
[ Accounting Entry SpeedType Keyw: STUFF
Templates i .
b Activitios Type of SpeedType: Universal {all Users)
[= Activity Manitar Descrintion:
[ Agency Location Codes ption: I
[ Approvals .
A Account: j3100 Q,
[> Bank Branch File Fund Code: Img Q
[» CalendarsiSchedules
[- Cash Processing Department: |3E|1SDD @
[» Codes and Auto
Murmhering Program Code: |1 a,
[ Credit Card Encryption N
> Gl Class Field: || Q,
[» Customers R
= Diesign ChartFields Project: I Q
I Configure Affiliate: | a,
[» ChartField Audits
= Define Values __| Currency Code: | Q,
— CharField Values o
— Account Types Statistics Code: | Q
[» Combination Editing
[ CharField Yalue Sets
[ ChanField Inheritance : ”
b Review & save | [Z] Matify | 4 Refresh I

Complete the page and Save your work.

When entering a document, you click on the SpeedType button and select the
appropriate key from the list instead of completing all of the chartfields on the journal
line.

Page 18



UW System Shared Financial System - General Ledger Manual - Peoplesoft Version 8.9

Chartfield Combination Edits

SFS allows you to define rules about which chartfield values should be combined for
accounting entries that are posted to the system. Any entries created in the various
modules of SFS are required to go through an edit process. Each time an individual
chartfield value is entered, the system immediately checks to see if it is valid. However,
the validity of the combination of chartfields is not checked until the edit process is run.
This process compares the chartfields on the entry to the chartfield combination table and
identifies invalid combinations.

This portion of the manual explains the steps for setting up combination rules and
building the combination edit tables. The following exercises walk you through the steps
and the panels. These steps are:

1) Define the Combination Edit Templates — these should already be defined, but
you should look at them to get a better understanding of the process.

2) Link the Combination Template to the Ledger Template — these should already be
defined, but you should look at them to get a better understanding of the process.

3) Set up a Combination Definition that specifies the chartfields you want to edit in
combination.

4) Define Combination Edit Rules.

5) Define Combination Edit Groups.

6) Tie Combination Edit Groups to a Business Unit and Ledger.

7) Run the Build Combination Edit Process.

Define the Combination Edit Templates

PeopleSoft delivers several templates for its applications that define the record names,
field names, and line status values to be used in combination editing.

You do not need to change the delivered templates for the various PeopleSoft
applications or create new templates unless you customize your system.

In the general ledger, we will be using the Peoplesoft delivered template below. Note the
“Line Error Log” is set to the TSE_JLNE_FLD record.
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Activity: Define Combination Edit Template.
Navigation: Set Up Financials/Supply Chain>Common Definition>Design
Chartfields>Combination Editing>Chartfield Editing Template

= Set Up FinancialsfSupply
Chain
[ Install
[+ Security
[ Upgrade
[ Business Unit Related
= Common Definitions
[> Accounting Entry
Templates
[> Activities
[ Activity Monitor
[> Agency Location Codes
[> Approvals
[> Aftachments
[ Bank Branch File
[ CalendarsfSchedules
[ Cash Processing
[> Codes and Auto
Mumbering
[ Credit Card Encryption
[ Currency
[> Custamers
= Design CharFields
[ Configure
[ ChartField Audits
[ Define Walues
= Comhination Editing
— ChatField Editing

ChartField Combination Editing Template

Template: JOURMALS *Descr: |Comb0 Template for Journals

Line Record: IJRNL_LN Q, Line Error Log: ITSE_JLNE_F LD Q
Header Record: I.JRNL_HEADER Q “Map Option: | PoiGL 'I

Transaction Date: I.JOURNAL_DATE Q, Foreign Currency: IFOREIGN_CURRENCY Q.

GL Business Unit: IEIUSINESS_UNIT Q

Custornize | Find | “iews All | i
Field Name *Status Code Status Value
[IRMC_LNE sTATUS Q@ [Invalid =] [ =l
Im Q. | Process | ID =1
[JRNL_UINE sTATUS @ [vaiig =l [o =
B Save | ELReturnto Search | 4[5 Previous in List | +[E] Mext in List | [=] mMatity | s Refresh I Eradd |

Link the Combination Template to the Ledger Template

For PeopleSoft applications that use the background combination editing process, you
must link the combination edit template for the application to a ledger template on the
Ledger Template - Fields Definition page (see below). The Journal Edit process uses the
specified combination edit template for ChartField validation during journal editing.

Combination Edit

Template

Select the templates applicable to the ledger template from the
drop-down list box.

Warning! The Journal Edit process requires this template for ChartField validation. The
Journal Edit process fails if the Combination Edit Template field is blank.
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Activity: Link Combination Template to Ledger Template.
Navigation: General Ledger>Ledgers>Templates>Find An Existing
Value>STANDARD>Record Definitions Tab

= General Ledger

;IJ( Record Definitions {_Field Definitions_|

[> Journals
+« Ledgers -
Ledger Template:  STANDARD *‘Description: |Btandard Detail Ledger
N E;;ali?j_oﬁri  Detail ¢ Summary Default Ledger Type: | standard General Ledger =] Default
— Ledger Groups
— Ledger Codes
= Import Ledeer frarm Flat *Record (Table) Name: LEDGER S Account ChartField: GL_ACCOUNT_TBL &
File
— Export Ledger Data Ledger Tmp: LEDGER_TMP & combo Data: COMBO_DATA_TBL ©
- _Lred elr:filg Forrgats Ledger Tmpz2: LEDGER_TMPZ Q. yrnl Gen Tmp: JBEM_WRK_TMP @
— lemplaie Repo
— Dietail Ledoer Repart Journal Line: JRML_LM 2 summary Ledger Stage Thl: SLEDGER 5TG  ©

— Ledoger Codes Repart
[> Sumnmary Ledgers

Journal Line Tmp:

JRNC_LN_TMP

Consolidations Log:

CONSOL_LOG @

[» Close Ledgers Secured Rptg Yw: Q Consolidation Equity Temp: CONSOL_EQTY_TM O
[» Process Multi-Currency =
[> Average Daily Balance
[> Open ltems . . l— i E l—
& consolidate Financial Closing Log: CLOSE_LEDG_LOG Q& Closing Account Tmp: CLO_ACCT_TMR &
Data Closing Tmp: CLO_LEDG_TMP O Closing Journal Header Tmp: CLO_JNHD_TMP O
[> Maintain Standard . . N
Budgets Closing RE Tmp: CLO_EARMN_TMP 2 Closing Journal Line Tmp: CLO_JMLN_TMP 2
[> Monitor Background Closing ChartField Table: CLO_CF_TBL Q Closing Journal Line Tmp2: CLO_JLNZ_TMP Q)
Process
[> Review Financial s
Infarmation
b Eiiﬂ':;w Ledger MultiCurrency Log: CURR_LOG_TBL @ MultiCurrency Tmp1: CUR_WRII_TBL | Q,
> ¥BRL MultiCurrency Tmp: CURR_WRK_TEL @
[> Cash Flow Statement
[» General Repotts -
[ Federal Reports
T o A A
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Set up a Combination Definition

Decide what combination of codes you want to edit and list those chartfields on this
panel. Keep in mind that the more rules you implement, the more time will be required
to edit the journals and maintain the rules. It is recommended to limit your
combinations to two or three chartfields due to performance. The following
definition shows an edit that controls which Funds and Program Codes can be used with
each Department code. Note that the Department code (formerly known as deptid) is the
anchor. The anchor chartfield drives the combination rule that you define in the next
step.

Activity: View the Combination Definition.
Navigation: Set Up Financials/Supply Chain>Common Definitions>Design
Chartfields>Combination Editing>Combination Definition

= Setlp Financials/Supply =]
Chain
[ Install
b o ChartField Combination Editing Definition
5 g‘;?T"I’:T?SI’? LDJSTI_Iln?“EE:ﬁISEd SetlD: oS H Combination Definition: ORGEDIT
[ Accounting Entry
Templates
[ Activities
L Activity Monitor Long Description: [This combination edit validates the fund and program that are associated =1
[ Agency Location Codes with the organization code.
[ Approvals
[ Attachments =1
[ Bank Branch File
E g:lsehng?‘;if;gﬁgmes Combination ChartFields Customize | Find | View Al £ First [4] 13 ar 3 [P Last
[> Codes and Auto IChartField Anchor ChartField
Mumbering [Departrment =1 =
[ Credit Card Encryption
> Currency [Fund caode =1 =
[ Customers

*Description: [org Eqit

HH H
[0

— Design ChartFields [Frogram Gode = | L
> Configure
= ChartField Audits
[ Define Yalues
— Cornbination Editing & save | LU Return to Search | +[Z] Previous in List | +[Z] Mext in List | =] mMotify | ta Refresh | s add I
— ChartField Editing

Define Combination Edit Rules

Activity: Define Combination Edit Rules
Navigation: Set Up Financials/Supply Chain>Common Definitions>Design
Chartfields>Combination Editing>Combination Rule

Chartfield Combination Rule - Rule Definition Tab

e In the Description and Long Description fields enter short and long descriptions of
the Combination Rule.

e Effective date range determines the time frame the rule is valid.
e Combo CF Definition identifies which chartfields are included in this combination
(below). You can only modify this field if you are in the ‘add’ mode.
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Value Required Field Edit — if the checkbox is turned on the rule does not have to
specify values or tree nodes.

== Set Up FinancialsiSupply
Chain
L= Install
[ Security
[ Upgrade
[ Business Unit Related
= Cammaon Definitions
[ Accounting Entry
Templates
[ Activities
[ Activity Monitor
[ Agency Location Codes
[ Approvals
[ Attachments
[ Bank Branch File
[ CalendarsiSchedules
[ Cash Processing
[ Codes and Auto
MNumbering
> Credit Card Encryption
[» Currency
[ Customers
= Design ChartFields
> Caonflgure
> ChartField Audits
[ Define Yalues
= Zombination Editing
— ChartField Editing

Long Description:

r ChartFi

Fund Code

Frograrm Code

Effective Date From:

*Combination Definition: IO RGEDIT

;/ Rule Definition _ CharField Combinations
SetlD: Lo sH Combination Rule: ORGEDIT
*Description: IORGEDIT

Ywhen a new Org is added vou must add the ORG to each applicable Fund-
FProg node under the OSH_ORG_COMBO_EDIT tree. If a new fund is added
vou must add the Fund_prog node to the tree with applicable Orgs as detail,

‘than add new find-nrno tn this nole

ID‘1 0151800

eld Option

¥ Open Effective Date To

Effective Date To:

=
ID‘I.I'D‘I.I’QDQQ

Effective Date for Prompting: I':"I 1142007

= Save | ELReturn to Search | +[E Previous in List | +[E] Mext in List | [=1 hotity |

Template
— Zombination
Diefinition

Rule Definition | ChardField Combinations

Chartfield Combination Rule — Chartfield Combinations Tab
The top portion of this panel identifies the anchor chartfield and its value(s).
The bottom portion identifies valid values of the other chartfields in this combination

edit rule.

Walue Required
|
]

E Ao

Values can be listed in detail or you can refer to a tree node. If you select the tree
node, you will need to complete the Tree Information also — the name of the tree and

the level.

Note carefully which fields the various scroll bars control.

[~ Set Up Financials/Supply
Chain
[+ Install
[» Becurity
> Upgrade
[> Business Unit Related
= Common Definitions
[ Accounting Entry
Templates
[ Activities
[ Activity Monitor
[ Agency Location Codes
[ Approvals
[ Attachments
[ Bank Branch File
[ Calendars/Schedules
[ Cash Processing
[» Codes and Auto
MNumbering
[ Credit Card Encryption
[ Currency
[ Customers
= Diesign ChartFields
[ Configure
[> ChartField Audits
[ Define Values
< Combination Editing
— ChanField Editing
Template
— Cormbination
Definition

=l

ion Rule

| Rule Definition ChartField C

i

ey Window |

SetiD: L0 SH

Anchor ChartFields

Combination Rule:

ORGEDIT

ChartField:

Departrment

” Selected Detail Values
 Selected Tree Nodes

Mon-Anchor ChartFields

ModeAfalue

118-4

Non-Anchor ChartField:

Fund Code

& Selected Detail Values
' Selected Tree Nodes

B save

LLReturn to Search

Tree: |

HNodeMfalue

118

+[5] Previous in List | 4[] Mesdt in List

[=7] motity |

Eule Definition | ChartField Combinations
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Define Combination Edit Groups

Combination Rules can be linked together into a Combination Group. Then, SFS
General Ledger applies these rules collectively as a group during the Journal Edit
process. Note that within one group, all combination rules must have the same
combination definition.

Activity: View a Combination Edit Group
Navigation: Set Up Financials/Supply Chain>Common Definitions>Design
Chartfields>Combination Editing>Combination Group

e “User Defined” Combination Data checkbox would be turned on if you have a pre-
populated combination data table that you want to edit against instead of the
Combination Rules.

e “Anchor Values Not In Rules” would be turned on if you want to limit the validation
of journal lines to those that contain the anchor chartfield values defined in your rule.
The following example illustrates this.

Assume you have a combination rule set up that includes the following values:

Department Fund Account
053000 301 1120
053000 301 1210
053000 301 3100
053000 350 1120
053000 350 1210
053000 350 3100

Assume you are running the following journal line chartfield values through the edit
process.

Journal Line | Department | Fund | Account | Amount
1 053000 301 1120 1250.00
2 054000 350 3100 1025.00
Result:

e Journal Line 1 would pass the edits regardless of whether or not the Bypass Anchor
Values checkbox was turned on.

e Journal Line 2 would pass the edits if the Anchor Values Not In Rules was turned on
— otherwise it would be marked invalid because it isn’t included in the rules.
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= Set Up FinancialsiSupply
Chain
[= Install
[ Security
[> Upgrade
[> Business Unit Related
= Common Definitions
[ Azcounting Entry
Templates
[ Activities
[> Activity Maonitar
[ Agency Location Codes
[ Approvals
[» Attachments
[ Bank Branch File
[ CalendarsfSchedules
[» Cash Processing
[ Codes and Auto
Humbering
[> Credit Card Encryption
[ Currency
[ Customers
= Design CharFields
[» Configure
[> ChartField Audits
[> Define Yalues
= Comhination Editing
— ChartField Editing
Template
— ombination
Definition

I

SetlD: WOSH

ChartField Combination Editing Group

Process Group:  OQRGEDIT

*Description:

Long Description:

*Combination Definition:

*Combo Editing Option:

Combination Rule

IORGEDIT Q,  ORGEDIT

*Anchor Values Not In Rules: | Mark Invalid

*Combination Group Defines: I Walid Camhinations

|oRGEDIT

Rule uses atree to create the FUND-PROG relationship of each ORG

IORGEDIT

| Combo Data Table

[ user Defined

& Save | L\ Return to Search | +[E] Prewvious in List | 4[5 Mesdt in List I [Z] Mtity | 4 Refresh |

— ombination Rule
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Tie Combination Edit Groups to a Business Unit & Ledger

Activity: Tie Edit Groups to a Business Unit & Ledger
Navigation: Set Up Financials/Supply Chain>Business Unit Related>General
Ledger>Ledgers for a Unit>Journal Edit Options Tab

e Select your business unit and click Search. (In this example, scroll to actuals

e Use this page to designate which combination rules apply to specific transactions. Do
this by selecting one or more Combination Edit Groups (in the bottom part of page).

e If you don’t want to use Combination Editing, you can turn it off by not entering
Combination Editing Groups in the Process Group field on this page. If no
Combination Editing groups are attached to this field, the system does not apply any
Combination Editing rules.

= Set Up Financials/Supply
Chain
[+ Install
[ SECLUity
[> Upgrade
= Business Unit Related
[ Assets
[> Billing
[» Contracts
[» Engineering
[» Expenses
= (General Ledger
[+ Open Periods
— General Ledoer
Diefinition

— Ledgers For A Unit

— Maintain Process Date
[» Grants
[ Irentory

[ Lease Administration

[ Maintenance
lanagement

[» Manufacturing

[> Order Managerment

[> Payables

[ Procurement

[ Program Manage t

[+ Project Costing

[ Promations
hanagement

[> Propogal Managem

[ Purchasing

[ Quality

=]

e indawy |

/_ Definition_}" Journal Edit Options {__Currency Options | Jaurnal Post Options '~ Approval Options ', [F)

Business Unit:  LW0OSH

Detail Ledgers

Ledger Group:

Document Type:

*Journal Balance Option:
*Journal Edit Errors Option:
*Journal Amount Errors Option:
*Control Total Option:

Position Accounting:

*Journal Date < Open From Date:

*Journal Date > Open To Date:
ChartField Combo Edit

FHDMAICLAS Q,
FUND_PROJ Q
ORGEDIT Q

ACTUALS

e

|Defau|tt0 Higher Level Yalue

|Defau|tt0 Higher Level Yalue

|Defau|tto Higher Level value

|Defau|tt0 Higher Level Yalue

|Defau|tt0 Higher Level Yalue

|Defau|ttn Higher Level value
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Run the Build Combination Edit Process

Activity: View the Build Combination Edit Process
Navigation: Set Up Financials/Supply Chain>Common Definitions>Design
Chartfields>Combination Editing>Build Combination Data

This process will be scheduled to run nightly by UW System Administration.
Business units should only run this process if a change in the rule or tree used in the
combination edit process is made and entries would be effected by the change before
the nightly process is run by UW System Administration.

Use this process to update combination edit tables for new and invalid combinations.

e Select the “Build Data Table” in the “Build Option” drop down.

e The “As of Date” will be compared to the tree and rule dates to build the
combinations.

e Do not check the “Use Wildcards in Combination” box (GL Star complications).

e Do not check the “Use Active Values Only” check box.

e From Peoplebooks: “ Select to use only the active ChartField values as of the “as
of date” when building the COMBO_DATA_TBL. If you select this option,
combination editing considers your ChartField combination invalid even if the
ChartField values you use are active at the date of the transaction. Use this option
to reduce the COMBO_DATA _TBL size. However, you should not select this
option if you need to edit transactions earlier than the inactive date.”

=3 iEhlUp Financial l=rSupply = MNews window | Help | Custamize
ain
© Install
EE;;QQ’E Build Combination Data Request
- Business Unit Related
= Gommaoh Definitions Run Control ID:  COMBO_EDIT_SELEGT Report Manager Process Monitar &I
b Accounting Entry
Templates
b Activities
ctivity Monitor s of Date: [01/11/2007 [ | Update

b Agency Location Codes
b Approvals Process Reguest Parameters Customize | Find | Yiew &1l | B8 First (4] 1.2 o1 2 2]
> Aftachiments Reduest Process i
© Bank Branch File Number  Er Unit

4 : B Use Wildcard in Use Active

Ledger Group  Build Option As of Date e ey

b CalendarsiSchedules 5

b G FLIeOoEnD) 1 [once =l [ovvmsr =, [sTo_BUDGE <, [Build Data Table =1 [oera1s2008 (] (m|

3 "iﬂ“ebﬁ and Auto 2 [narPre @, [acTUALS <, [Build Data Table =1 [oar31s2008 (] [}
uuuuuu o

© Credit Card Encryption

sssssssss
= Design ChartFields
[ Configure
[ CharField Audits
> Define Values
= Gombination Editing
— ChanField Editing
Template
— Combination
Definition

= save | LA Return to Search | +[5] Previous in List | +[E] Mext in List | [=] Motiry | s Refresh | E
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Things that could cause your chartfield combinations to become invalid and require you
to update them include:

e Inactivating a chartfield on a date that is within the effective date range of that
combination.

e Changing a chartfield Combination Rule to exclude chartfield values that were valid
before the change.

e Changing the tree used in a Combination Rule so that the resulting valid values are
now different.

e Using the same anchor values twice within a combination group.
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Combination Edit Inquiries

Use the following navigation to query the contents of your combination tables.

Activity: Query a Combination Edit table
Navigation: Set Up Financials/Supply Chain>Common Definitions>Design
Chartfields>Combination Editing>Review Combination Data

= SetUp FinancialsiSupply :I

Enter the value or values you wish to see for a business unit.

Use % as a wildcard to query ranges of values. See the Department field in the
following panel for an example of how to select combination edits for all
organizations that begin with 05.

Click the Search button to display your requested data in the lower portion of the
panel.

Mev Window | Hel

in
tall
Note that 271\ curity Review Combination Data
de
rOWS Were sinedslUnit Related *SetlD *Group Rule Business Unit for Promp
returned with ATcTE:ﬁg E‘HUUHS wosk Q. [ORGEDIT Q. @ [oroEDIT Q. |uwoskQ
Templates - " Book
the Dept b e Account Fund Dept Program  Class Project Affiate [0 Stat currency
A ctivity Maonitor l_ l— I_
USIng 30 and I“gency Location Codes Q @ J30% ) B < a a &
0, 1 “pprovals
A)(WI Idcard) ' Attachments ICombinatio:: Groups and Rules nd | Vigw A First K] 1 of 1 Last
Bank Branch File
T CalendarsiSchedules Group Rulg Definition FromDate  To Date Group Defines
[» Cash Frocessing ORGEDIT ORGED ORGEDIT 01011900 010172089 Valid
4 Eﬂ?ﬂebse?ﬁgmm Max Rows Displayed
b Credit Gard Encryption Number of Rows Retrieved: 271 | 10 F [=
[ Currency Combination Data |8 First [ 900600 [F] Last

[: Customers
= Design ChartFields

Dept Program Class Statistics Code Currency Code

Account

[> Canfigure 102 301000 1
1> ChartF ield Audits 128 s01000 J
[» Define VYalues
= Combhination Editing 1] S0 !
- Chartfield Editing 133 201002 1
Template 131 301003 1
— Combination 133 301003 1
Definition
— Combination Rule o0 SO0 3
— Combination Group 128 201020 1
— Combination Rule 128 301032 1
Repor 128 301025 1

— Combination Graup
Report

— Build Combination
Data (= ety

— Combo
CopyiRename/Delete

— Review Budnets
Cormbo Data
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Budgets

Budgets are stored in a separate ledger from all other types of transactions.

SFS supports five types of Control budgets.
Currently none of these are used.

Appropriation — establishes a budget for money authorized for expenditures for a
specific purpose during a specific period of time.

Allotment — allocates a portion (or the full amount) of an appropriation and makes it
available for encumbrance or disbursement over a specific period of time.
Departmental Budget — tracks and controls spending of a budget at a lower level of
detail than the appropriation. This is often called the expense budget and is the one
that we will concentrate on in this manual.

Revenue Estimate — tracks revenues recognized and cash collected against estimated
revenues.

Project— controls expenditures specifically for a project or a grant. This will be used
more as we make more use of the project/grant features of SFS.

There are two options available for budgets, Standard Budgets and Control Budgets. At
this time business units are using only the Standard Budget. There is no link between the
two, so if you use both options you must enter transactions into both separately.
Following is a description of each option along with the pros and cons of each.

Standard Budgets are entered for reporting purposes only. Journal entries to adjust
Standard Budgets are more flexible than the control budget journal entries. You can
enter numerous budget lines to transfer or establish budget amounts at the fund-
program-department level. Standard Budgets can be edited for valid chartfield
combinations — control budgets cannot.

Control Budgets will be used by only a few business units. Control budgets are set
up in two stages. In the first stage, you establish Commitment Control ledgers and
ledger groups and then set up your budget definitions by attaching processing
parameters to the ledger groups. Within a control budget definition, you can set up
one or more Rulesets, or sets of key ChartFields, translation rules, and calendars. You
can also attach certain budget-checking options to specific values of the control
ChartField (the values for which determine if the Budget Processor considers a
transaction for budgetary control). Control Budget use will be described further in a
different document.
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Budgetary Control

The Budget Checking Module (BCM) enforces budgetary control on financial

transactions. Even if you are not using Control Budgets the BCM process must still
be run and transactions must still be marked as passing budgetary control. How this
fits into the process will be clearer when you complete the section of this manual on

Journal Processing.

Entering Standard Budgets

There are two methods that we are currently using to enter budget amounts. They are:
Enter budget journals.
Import budgets from spreadsheets.

Activity: Enter a Standard Budget
Navigation: General Ledger>Journals>Journal Entry>Create Journal
Entries>Add

7 General Ledger
= Journals
= Journal Entry
— CreatefUpdate Journal

Entries
— Copy Journals
[* Standard Journals
[+ Impart Journals
[» Subsystem Journals
[ Pracess Journals
[» Suspense Correction
— Ly Pracard Setup
[» Ledgers
[» Summary Ledgers
[* Close Ledgers

Header Tab
Select the Ledger Group to which the journal will post (this will most likely be

STD_BUDGET).

4l

Mew Window | Hell

Create/Update Journal Entries

| Eind an Existing Value | Add a New Value |

Business Unit: IUWEXT Q
Journal ID: MEXT

Journal Date: |mmgrznu? El

Add

Ledger is grayed out whenever there is only one ledger linked to a ledger group.
Reference Number can be used for whatever you would like.
Source should be “BUD”.
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e Fiscal year and Period are derived from the journal date based on the calendar
associated with the ledger group.

7 Genetal Ledger

7 Journals

= Journal Entry
- Create/Update Journal

- Copy Jourrals

[* Standard Journals
[ Import Journals
[ Bubsystam Joumals
[ Process Joumals
[ Buspense Correction
= Ui Procard Setup

[ Ledgers

[» Bummary Ledgers

[ Close Ledgers

[ Process Multi-Currency

[ Awarane Daily Balance

[ Open ltems

[ Consolidate Financial
Data

[ Maintain Standard
Burgets

[ Manitar Backaraund
Process

[ Review Financial
Information

[ Regulatory Ledger
Repors

[» XBRL

Lines Tab

[ Weader | Lines | Totals | Emus | Approval |

Mew Windoy

Unit:  UWOSH Journal ID:  NEXT

Long Description; |

*Ledyer Group: ISTD_BW Q&
Ledger: I Q
*Source; lﬁ Q
Reference Number: I

SJE Type: 1z
Journal Class: I Q
Transaction Code: l— Q

Currency Defaults: USD F CRRENT M1
Reversal Do Mot Generate Reversal

& Save | [Z] Matify | ) Refresh |

Header | Lines | Totals | Errors | Appraval

Ll

I” Auto Generate Lines

Mon-Adjusting Entry =

2007
=

oizooy

[ Save Journal Incomplete Status

Commitment Cantrol

Ehadd Updatemismayl

e Use this page to record the budget transaction. Budgets can be a single sided entry —
no offset is required.

e Note that for budgets, the account number is often a word instead of a four-digit code.
For example, in the panel view below, SEXP1 refers to a rollup of all Supplies and
Expense. To determine what is included in these summary levels, go to Tree Manager
and view the tree node names.

e Once you’ve entered the transaction, save your work and click on the edit button.
This runs the combination edits.
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Template List  Search Ctiteria  Change Yalues

| —
{ Header i Lines Y Totals Y Errars Y Approval \ / \
Unit:  UWOSH Journal ID: 0000121282 Date:  D/23/2005 ‘Pro€gss: |EditJoumal = M

InterntraUnit |

Linestoadd:l 1 = B

“Ledyer

Select Line *Unit
(] 1 Lwas G, ST |

Account Fund Dept Program  Class Bud Ref Project Budget Period

e afm afmms e al alal_ala

BUDGET

Customize | Find | Wiew All | L] First <] 10t 1 [¥ Last
Unit Total Lines Total Dehits Total Credits Journal Status
UWOsH 1 1,000.000 0.000 i)
ESEVE | [=] Wity 7L Retresh
Header | Lines | Totals | Erors | Approval
Scenario  Currency  Amount Rate Tvpe Exchange Rate >> Base Currency Base Amount *Calculate Reference Journal Line Description
o fuso 1,000.000 [cRRNT G, [ 1.00000000 2= USD | 1,000.000 [System Rule =] | [Sunplies & Expense

[S%Cr

UplsteDispl

Totals Tab

Select “Edit
Journal’ from
dropdown and
click Process to
run combination
edits.

This panel allows you to use control totals for debit and credit amounts and the number of

lines.

Errors Tab

This page will show you any error messages that resulted from running the edit process.

When all errors have been corrected, go back to the Lines page and click on the Post icon
to post the budget entry.
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| Header | Lines j Tatals | Errors

W Approval |

Unit:  LWOSH Journal ID:

~ Header Errors

oooo1212a2 Date: 0B/23r2005

Field Long Hame

Customize | Find | i First E 1af 1 |E| Last
Message Text
Mo journal headers are marked in errar.
~ Line Errors

Field L ong Name

Customize | Find | # First [ 1af 1 [ Last
Message Text

Mo journal line between line 1 and line 1 is marked in errar.

B save | [=] Motify | 4 Refresh |

B Addl | UpdateDisplay

Approvals Tab

This panel is used only if you have implemented workflow. At this time, we are not
using workflow.
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Journal Processing

Journal Entry Processing accepts journal entry input transactions, edits them for accuracy
and completeness, balances them to ensure accounting rules are followed, ensures they
pass budget checking parameters and posts them to a ledger. After posting, the original
journal entries are retained by PeopleSoft General Ledger for analysis and audit trail
purposes.

The following diagram shows the General Ledger journal processing flow:

Enter Journal Import Journal
Transactions Transactions
On-line. from another
System.

L, | EditJournal
Transactions

Budget Check
(BCM) Journal
Transactions

l

Post Journal
Transactions
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Note. Although the diagram above denotes edit and budget check as two systems, in 8.8,
if you edit a journal and there are no errors, the system will return a journal and budget
status of valid. In this case, two processes do not have to be run separately.

Enter Journal Transactions Online

Journals are identified by a combination of Business Unit, Journal ID and Journal Date.
So, it is possible for you to use the same Journal ID if desired, as long as the Journal Date
is different.

Activity: Enter a Journal Transaction
Navigation: General Ledger>Journals>Journal Entry>Create Journal Entries

Header Tab

On the criteria panel, use a Business Unit of UWOSH or your business unit and allow

the GL Journal ID to default to the next number if you are using auto-numbering

otherwise enter Journal ID. Use today as the Journal Date. Click OK to go to the

header panel.

Select the Ledger Group to which the journal will post (this will most likely be

ACTUALS).

Ledger is grayed out whenever there is only one ledger linked to a ledger group.

Reference Number can be used for whatever you would like.

Source should be “INT” for most journals. You can setup a default general ledger

source code in your user preferences.

Enter a description in the Long Description field.

Accounting Period and Fiscal Year are taken from the calendars that are set up.

Selecting Adjusting Entry will cause this to be posted to an accounting period of 998.

Be sure this is what you really want to do if you select it. Note. The journal will not

process if the fiscal year to be adjusted is not set up on the CC Detail Calendar.

If you want this entry automatically reversed (i.e. an accrual), select the appropriate

reversal option. The choices are:

¢ None — assumes no automatic reversal of this entry. This is the default.

¢ Begin Next — creates a reversing entry dated the first day of the next accounting
period.

¢ End Next — creates a reversing entry dated the last day of the next accounting

period.

On Date Specified by User — creates a reversing entry on the date you specify.

The SJE Type field should be blank. We do not use it.

The Journal Class field type should be blank. We do not use it.

The Transaction Code field type should be blank. We do not use it.

* & o o
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¢ The journal prefix for an encumbrance journal must be PO.

¢
¢

If an encumbrance journal is being entered online, Source Code must be ENC.
If an ENC journal is being entered, the user must click on the commitment

control item and select Encumbrance for the journal to be processed correctly.

ledger group.

7 General Ledger
= Journals
= Journal Entry
teflipdate Journal

— Copy Journals
[+ Standard Journals

[ Import Jourma

[ Subsystern Journals
[ Process Journals
[ Suspense Correction
— LY Procard Setup

[ Ledgers

[ Summary Ledgers

[ Close Ledgers

= General Ledger
= Journals
== Journal Entry

ate Journal

— Copy Journals

[ Gtandard Journals
[ Impart Journals
[ Bubsystem Journals
[ Process Journals
[ Buspense Correction
— LW Procard Setup

[: Ledgers

[> Summary Ledgers

[ Close Ledgers

[: Process Multi-Currency

[> Average Daily Balance

[ Open ltems

[ Consolidate Financial
Data

[> Maintain Standard
Budgets

[ Monitor Backgraund
Process

[> Reviews Financial
Infarmation

[: Regulatory Ledger
Reports

[- *BRL

P Pl Pl P ot

5

=]

L]

If a Budget journal is being entered, STD_Budget must be selected as the

Mew Window | Hell

Create/Update Journal Entries

Business Unit: IUWEXT Q
Journal ID: MEXT <

| Find an Existing Yalue | Add a New Value

Journal ID is not
changed if auto
numbering is used
otherwise enter the

Journal Date: |mmgmnu? EI

name of the journal. In
this journal auto
numbering is not used

Add
e Windoy
/" Header Y Lines ' Totals " Erors/ | Approval |
Unit:  LWEKXT Journal ID: - WPARK Date: 01172007
Long Description: || ﬂ
-
*Ledger Group: IACTUALS &} [ Auto Generate Lines
Ledger: I &} Adjusting Entryr INon-Adjustmg Entry 'I
*Source; IINT Q Fiscal Year: 2007
Reference Number: I Period: I 7
S.JE Type: I 'l ADB Date: IDH11I2UD? [
Journal Class: I Q [ Save Journal Incomplete Status
Transaction Code: I [}

Currency Defaults: USD f CRREMT S 1
Reversal: Do Mot Generate Reversal

B save | [=] rotify | %) Refresh |

Header | Lines | Totals | Errors | Approval
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Lines Tab

e Use this page to record the transaction lines. Entries must be double sided and net to
zero. For example, a direct charge payment would be recorded as a debit to an
expense account and a credit to Cash (account 6100). The most frequently used offset
accounts are:
¢ 6100 - Cash
¢ 8120 - Reserve for Encumbrance

e If you want to use a SpeedType instead of entering chartfield values, click on the
SpeedType button and select the appropriate SpeedType code. See the section on
SpeedTypes for instructions on defining them.

- General Ledger :l
= Journals
= Journal Entry

Mew Window | Help | Custamize F

[ Header " Lines \  Totalz | Emors | Approval |
Unit:  UWEXT JournalID:  JVRARK Date: 0141172007 ‘Process: [Editounal =] | Process |

— Copy Jourmals

[» Btandard Journals Template List Change Values Interfintrallnit |
> Subaystam so
> Subsystem Joumnals nes

[ Pracess Journals Select Line *Unit *Ledger SpeedType Account Fund Dept Program Class Project

[ Suspense Correction

R e o1 UWEXT G ACTUALS [144H150 sy| a fres @ [a1m200 Qs a @, [resruao
géedgers Lo r oz LWEKT C ACTUALS | Q | Q 144 |Q |419an Q|5 Q | Q |144HJ90

umma edgers
Saes r oz JUWERT QL ACTUALS | a| Q [rae @ [arezoo Qs a a, [resruao

[ Close Ledgers
[ Process Multi-Currency

[ Average Dally Balance =
I Open Items Lines to add: I 1 = =
[» Consolidate Financial
Data LCustomize First [ 1.0 1 [ Last
[> Maintain Standard Unit Total Lines Total Dehits ournal Status  Budget Status
Budgets UWEXT 3 0.00 I N N
[ Monitar Background
Process -
[> Review Financial & save | [Elnatity | 7 Refresh
Information
> Regulatary Ledger Header | Lines | Totals | Errors | Approval

Totals Tab

This panel allows you to use control totals for debit and credit amounts and the number of
lines.
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Errors Tab

If errors occur in the process of editing your journal entries, this panel will be helpful to
determine the problem.

Approvals Tab

This panel is used only if you have implemented workflow. At this time, we are not
using workflow.

Edit, Budget Check and Post Journals Online

e Once you’ve entered the transaction, save your work and click on the Edit Journal
drop down. This runs the combination edits. The following conditions could cause
an error:

L4
L4

¢
¢

The accounting period (determined by the Journal Date) is not currently open.
Total Debits do not equal total Credits and the ledger is defined as a balanced
ledger.

Actual Totals for the journal do not match the control totals (if entered).

One or more journal lines use invalid chartfield values or chartfield combinations
as of the Journal Date.

e Check the Error panel to see if there are problems. If there are, make corrections and
edit the transactions again.

e Once the transactions have successfully passed the edit process, click on the Budget
Check button. When this process is successful, the status next to the line description
will change to “Valid Budget Check”.

e Next you can post your transactions by clicking on the Post Journal drop down.
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Header  Lines Y Totals ) Emors | Approval

Unit:  LWOSH Journal ID:  CBSTORES Date: 0B/02/2005 'Process: EditJournal | Process
Interfintralinit Budget Check.Joun
Template List  Search Criteria  Change Values nterfintralni CIErrors only CopyJournal

Delete Joumal
Edit Chartfield

Select  Line Error Account Dept lass Bud Ref Project  Currency
S ¥ oo Jahor @l [FEREE ] Jal @ Jafue Ja
S o Ja e Ja [ ey AL Jal_Jabe ]
o s ¥ s Jafzs @Bms AR Jw Jal @l jafuo |a
o . X bow  Jafz Ja@sme Jaf Ja[ Ja[ Ja[  Jafuw Ja
o s ¥ s Jafzs @Bms jafp Jal Jal al jafuo Ja
o e X bow  Jafz Ja@sms Jaf Ja[ Ja[ Ja[  Jafuw Ja
o 7 = mw Jafss @losw  jafs Jal Jal &l jafm |a
o s X bow  Jafm Jalesw Jafs Ja[ Ja[ Ja[  Jafpw ]a
o e = mo Japor @b jap Jal Jal &l jafm |a

i}
[

o Jafm amm el Ja]R[_a[ _Jam Ja

Lines to add:

Unit Total Lines Total Debits Budget Status
UWOSH 96 3,343.400 0.000 E M
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Edit, Budget Check and Post Journals in Batch

If you have a large volume of journal entries, it will be more efficient to edit, budget
check and post them in batch processes that are run overnight. Following is
documentation of those processes for your reference.

Edit Journals in Batch

Activity: Edit Journal Entries in Batch
Navigation: General Ledger>Journals>Process Journals>Edit Journals

The following page shows how the Batch Edit Process should be set up.

- General Ledoger ;'
= Journals
[+ Jaurnal Entry )
[» Standard Journals Edit Journals
[ Import Journals Enter any information you have and click Search. Leave fields blank for a list of all values.
[+ Subsyster Journals

= Process.Journals | Find an Existing Value | Add a Mew Value |

[ Permanent Interface
— fero GPR Cash

Transfer Run Control ID:I begins with j Itriple_shnt_j
— ARYBI Journal Update

— EditJournals I’ case Sensitive

— Budget Check
Journals Search | Clear | Basic Search Save Search Criteria

— ldark Journals for
Override

— Entry Event Journals Search Results

— ldark Journals for 10f1

FPosting Run Control ID Language Code

— Mark Journals for - -
Unnostin Triple Shot Journals English

— Post Journals
— Review Journal Status

— Joumal Edit Errars Find an Existing Value | Add a Mew Yalue
Fannrt

The next page displays the Edit Journals Request which provides multiple options
available which allows you to run single processes or multiple processing, i.e., budget
checking and posting. The following page also illustrates a process similar to the SFS 7.5
version of the “Triple Shot’ that allows for editing, budget checking and posting of the
documents in a batch in one process run.
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The run control
has the boxes
checked to run
the “Triple
Shot’ but can
select less if not
all processes are
to be run.

Edit Journals Request

Run Control ID:  Triple_Shot_Journals Eeportanager  Process Monitor Run |
Process Request Parameters Eind | Wiew &) First [ 1af1 [ Last
Request Number: 1 El
" Once
* hlways *Description: Edit_BudoepZheck_Post_Journal
" Don't Run

Business Unit: IUWOSH Q Ledger Group:

Source: I Q System Source:
Process Partition ID: I Q
Journal ID From: I Q To Journal Jb: I Q

\ Journal Date From: I El To Jo

&

[ Edit ¥ Post [MRe-Edit [ Recal)?échange Rates [ Mark Journalis)to Post ¥ Budget Check

Leave afield blank to select all its values.
B save | L\ Return to Search | [=] Motify, 4 Refresh | [Es Al | Update/Display

Clicking on the ‘Rdn’ button on the page results in the following “Process Scheduler
Request” page.

Process Scheduler Request

User ID: Gt Run Control ID: Triple_Shot_Jourmals
Server Name: IF'SUN>< 'l Run Date: IDBIEHEDDS El
Recurrence: Run Time: |1 1 207PM Resetta Current DatedTime

Time Zone:
Process List

Select Description Process Name Process Type Type *Format Distribution
W PSiGL.Jnl Editand Errar Rpt GLJEDERR PSJab |iwen  ~|[PDF  =| Distribution
W PSiGLJournal Edit GL_JEDIT Application Engine  [web | [PDF | Distribution

QK | Cancell Refreshl

\
Server should be selected and PSUNX should be identified.

Output Destination should be File with the file name as shown below.

The PS/GL Jrnl Edit and Error Rpt process should be highlighted and both
processes selected.

Clicking on OK will run the process.

Page 42



UW System Shared Financial System - General Ledger Manual - Peoplesoft Version 8.9

e You can review messages that come from this process by navigating to the

Process Monitor to view the status which should display ‘Success and Posted’
when completed.

ProcessList | SewerList |

User ID: |G1M QY Type: | Last: m Days =| Refresh |

Server: |PSUNX ¥ | Name: O, Instance: | to |
Run ~| Distribution -  Save On Refresh
Status: Status

Process List Customize | Eind | “iew All | # First [ 1-3:

Select Instance Seq. Process Type Process Name User RunDate/Time Run Status gzttrl:tsaution Details
[l 23859708 Application Engine GL_JEDIT G1M 06/21/2005 1:12:07PM PDT  Queued A Details
= 2389705 FSJob GLIEDERR GTmM 06/21/2005 1:12:07PM PDT  Queued (R Details
] 2389704 Application Engine GL_JEDIT G1M 06/21/200512:40:21FPM PDT Success Fosted Details
[ 2389701 PSJak GLIEDERR G1M 06/21/2005 12:40:21PM PDT Success Posted Details
[l 238672 Application Engine GL_JRML_COPY G1M 06/31/20058 8:20:24AM POT  Success Posted Details

Budget Checking Journals in Batch

Activity: Budget Check Journal Entries in Batch
Navigation: General Ledger>Journals>Process Journals>Budget Check Journals

The following page shows how the Batch Budget Checking Process should be set up.
The Process Scheduler Request is the same as described above for the Journal Edit.

e Be sure this process is successful before going on to the Post process.
e You can review the status of the journals by navigating to General

Ledger>Journals>Process Journals>Budget Check Journals>Review Journal
Status>Find an Existing Value
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[ETRE—1
I Commitment Control =l Mew Window | Help | Customize Pag
<> General Ledger
= Journals
& Joumnal Entry Budget Check Journals Request
[ Standard Journals
[> Subsystem Journals Run Control ID:  BUDGET_CHECK_JOURNALS Feport Manager  Process Monitor RN |
= Process Joumals
— Edit Journals
Process Request Parameters
+
— Mark Journals for Request Number: 1 El
Overtide  Don't Run
— Mark Journals far " Process Once *Description: BUDGET CHECK JOURNALS
& Rlways Process
— PostJournals s
— Review Journal Status
— Journal Edit Errors Business Unit: UWOSH =}
Repart
_ Posted Journal InterUnit Business Unit: QU Ledger Group: ACTUALS O
Summary Report 3 l— : I—L[
—Jrnl Load One BU no SOuIcEs @ system Source:
Cash : [ a : &
= Jrnl Load One BU auto Sl fleboumalin:
cash Journal Date From: ki To Journal Date: i
— Encumbrance Journal
Load .
— Budget Journal Load | — Leave afield hlank fo select all its values.
B E i"‘uspense Correction B save | E\Return to Search | +E] Previous in List | ] Nest in List I Motify I %) Refresh I Evnad | Update/Display
edgers

Process Scheduler Request
User ID: G Run Control ID: GL_BUDGET_CHECK

Server Name: FEUNE * | Run Date: 082172005 E!'J
Recurrence: Run Time: 3:55:08PM Resetto Current Date/Time |

Time Zone: l:IQ

Distribution

Select Description Process Name Process Type Type ‘Format
Camm. Cntrl. Budget Processar FSFPKBDFP3 COBOL SaL (MNone)

Ok | Cancel| Refresh |

[ Process List Y Sewver List |

User ID: |G11 Q) Type: Last: - - Refresh

Server: | PSUNK ~ | Name: &} Instance:| | to | |
Run Distribution v [Isave On Refresh

Status: Status
Process List

Select Instance Seq. Process Type Process Name User RunDateTime Run Status
2389784 COBOL SQL FSPKBDP3 GIM  06/21/2005 8:55:08PM PDT Success Posted Details
23849714 Application Engine GL_JEDIT Gl 062152005 1:41:51PM PDT  Success Fosted Details
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Post Journals in Batch

There are two steps to posting a journal in batch. First you must mark the journals that
you want to post. Then you run the process to post them.

Activity: Mark Journals for Posting

Navigation: General Ledger>Journals>Process Journals>Mark Journals for
Posting.

[ Asset Management B Mew Window | Heln | Customize H
> Banking S I t th
> Commitment Control _ elec e
[~ General Ledger Mark Journals for Postlng
= Journals
> Journal Entry *Unit *Ledger Group Year *Period Source Journal ID Journal Date From Journal Date To JOUFH&'S that you
[> Standard Journals uwostQ, facTuas @ fzoos @ [ 1z @ a | @, [oeintraons | W|Sh to POSt; |f
[» Subsystern Journals
= Process Journals 1 [m] i i
Search Include Adj. Periods
- EditJournals Lomi | | sotect g~ rossmerrarf Post Selscted Joumals ' you choose to do
— Budnet Check 1
Journals Select Journals to Post Cusmomize | Find | view sl | 8 First ) 1303 Y] Last a.I I, then CI |Ck the
Mark Journals for Process  Unit Line Unit Journal ID_Da Lines  Description button ‘Select A“’
O UWOSH SHESFT CASHIER 06032005 57 CASHIER DAILLRECEIPTS
O UWOSH Uw0SH CBLABEL 0GM17/2005 20 JUNBAABELING & CHARGES and Save
PostJournals
_ Review Journal Stalus O LWOSH UwOEH CBETORES 06/04/2005 95 CUSTODIAL AMD CLERICAL SUPPL
— Journal Edit Errors
Report
— Posted Journal
Summary Report
—drnl Load One BU no
Cash
—dml Logd One B auto
— Encumbrance Journal [T
Load
— Budnet Journal Load B save | [Enetify | | s Retresh

Activity: Post Journal in Batch
Navigation: General Ledger>Journals>Process Journals>Post Journals

Post Journals Request
Run Control I Journal_Posting Report Manager Process Manitor Run J‘. Run the request
Process Instance:2389789,2389792,23897493
Process Request Parameters Find |View &l Fiezt g opq Pl Last and the Process
Request Number: 1 = SChedu |e|’
gill:::ys ‘Description: Journal Posting Request page
CDon't Run will dlsplay and
Business Unit: UWOSH @ Ledger Group: ACTUALS O CheCk a” bOXeS
Source: Q System Source: A for SEI’VEI’
Process Partition I0: Q PSU NX, then
Journal ID From: Q Journal ID To: Q Cl |Ck OK
Journal Date From: H Journal Date To: H N OTE . you
From Year: To Year: - I I :
From Periodk: To Period: will return to
the Post
L Skip Open tem Reconciliation Skip Summary Ledger Update JOU I’na|5
Leave a fisld blankto select all its valuss. Request page
Bl Save | [=] Metity | #t Refresh El Add UpdsteDisplay with three
process
instances.
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Process Scheduler Request

Server iS User ID: G1M Run Control Il Journal_Posting

PSUNX and Server Name: > | PSUNK v| Runpate:  [oe;z1/2008 )

select all. Recurrence: v| RunTime:  [3:32:55PM Resetto Current DateiTime |
Time Zone: Q
Select Description Process Name Process Type Type ‘Format Distribution
FE/GL Journal and ADH Post GLADBPST FEJoh (Mone) = || {Mone) -~ |Distribution
PSIGL Journal Post GLPPROET COBOL SAL {Mone) (Mone) | Distribution
FPSIGL Post Daily Balances GL_ADB_POST Application Engine  |Web | [ THT | Distribution

Ok | Cancel | Refresh |

Click on Process Monitor on the Post Journals Request page to see the status of the

various processes and when the processes have finished the screen should display
Success and Posted.

{ Process List {_ServerList

User ID: [G1M L Type: + | Last: 15| |Days »| Refgsh
Server: | PSUNX + | Name: Q, Instance: to
Run | Distribution v [“]save On Refresh
Status: Status
Process List Customize | Find | Wiew A
Select Instance Seq. Process Type Process Name User Run Date Time: Runygtatus. status Details
2389793 Application Engine GL_ADB_POST GiM 062172005 9:32:55PM PDT  Success Fosted Details
2389792 COBOLSGEL GLFPFPOST G1M 06/21/2008 Q:32:85PM PDT  Success Fosted Details
2389789 FSJob GLADBPST G1M 062172005 9:32:55PM FDT  Success Posted Details
2389788 Application Engine GL_JRMNL_COPY G1MW 06/21/2005 9:13:58PM PDT  Success Fosted Details

When complete you may wish to view the status of the journals using Journal Inquiry.
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Journal Inquiry
You can review the status of the journals that have been entered in the General Ledger as
follows:

Activity: View Journal
Navigation: General Ledger>Review Financial Information>Journals

I Commitment Gantral | Click Search tO_gO
[ to Journal Inquiry
> Ledgers Journals — | Criteriaand fill in
[ Summary Ledoers Enter any information you have and click Search. Leave fields blank for a list of al E
b Close Letgers data to narrow the
I Average Daily Balance / Find an Existing Value Y Add a New'alue | search. Click
[= Open ltems

> Maintain Standard ) ___ Search on th(_a
Budgets '“““"""aW Journal Inquiry
[ Monitar Background . -
Process Criteria and the
= Review Financial Search | Clear | Basic Search Save Search Criteria Journal |nquiry

Infi ti . .

e Details page will
Find an Existing Value | Add a Mew Yalue .

— Ledger dlsplay.

Journal Inquiry Criteria
Journal Inquiry

Inguiry *Unit *Ledger “Year *From Period  “To Period Suspense Status

JOURMAL [owosra,  [ecTuss Q [2008 @ | 12Q | e | aQ Search |
Journal ID Date Status Source  Currency Stat Document Type

[ Q| P a [la a [ a [ &

User Document Sequence Max Rows Sort By

| a | | 100 [Journalld x|

B save | S\ Return to Search | [=] nlotity | s Refresh B Achel UpdateﬁD\splayl

Journal Inguiry Criteria
Journal Inquiry

Inguiry *Unit *Ledger “Year *From Period *To Period Suspense Status

JDURNAL UWiOSH QL ACTUALS Q2005 O 12/Q 12/ Q a Search

Journal ID Date Status Source Currency Stat Document Type

[ a[ ®Fla [a[la [« [ a

User Document Sequence Max Rows Sort By

| Q| | 100 [Journalld  x

Journal ID  Date Unitll  Status Source %{% User Unpost Date Descr

0000121274 06/21/2005 UW0OSH Posted 05H MNo Susp Gim QBf21/2005 TEST

0000121276 06/21/2005 UWOSH Posted O8H Mo Susp G1M 0B/21/2005 TEST BATCH

0000121277 062172005 UWOSH Posted Q8H Mo Susp G1M 06/21¥2005 test3

APDD121120 DB/01/2005 UWOSH Posted APA Mo Susp G1M 06/0142005 AP Accrual

CASHIER  0B/03/2005 UWOSH Posted Q8H Mo Susp G1M 06/02/2005 CASHIER DALY RECEIPTS
CASHIER  06/D4/2005 UWOSH Posted Q8H Mo Susp G1M 06/04/2005 CASHIER DALY RECEIPTS
CBTET1X  06/D8/2005 UWOSH Posted Q8H Mo Susp G1M 06/08/2005 TEST JOURMAL

& save | 2Retumto Search | oty | b Refresh Ebadd Updelleﬁ'Disp\ayI
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Select a Journal ID to display all of the information about the journal.

Journal Inquiry Details
Journal Inquiry

Inguiry Unit Ledyer Year From Period ToPeriod Currency Suspense Status Doc Type
JOURNAL UWOSH  ACTUALS 2005 1 13

GoTo: Journal Criteria Header Msg:

JournalID: 0000121277 Date: 062112005 Source: asH Schedule:

Ledger Grp:  ACTUALS Original Date:  0B/21/2005 Lines: 4 Doc Seq:

Status: Posted InterUnit BU:  UwoOsH Posted: 06/21/2005 Process: Edits OK
Balanced: DR=CR Reversal: Mone Reversal Date:

Operator Id:  G1m

Long Description  [test 3 j‘

Totals by Currency

Currency: USD DR: 200.000 CR: 200.000  Net: 0.000

& Show All Lines

 Show  From Line: Thru Line: leydoimaliones

Line # Transaction Amount Currency Account  Operating Unit  Fund Code Dept Program Class  Bud Ref Product  Project
1 100.000 USD 3185 102 301500 1
2 -100.000 USD 6100 102 301500 1
3 100.000 USD 6100 128 301500 1
4 -100.000 USD 3185 128 301500 1

B save | QRetumnto search | |[Enotty | Retresh
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Copying Journals

To save on keying, you can use an existing journal entry as the basis for a new journal
entry.

Activity: Copy a Journal to save keying.
Navigation: General Ledger>Journals>Journal Entry>Copy Journals
Select the Run Control ID or Add a New Value and click Search.

Menw G|

[ Banking
[ Cammitment Cantrol
= General Ledger
= Journals
= Journal Entry
— Create Journal Entries

| { Find an Existing Value _Add a New Value

Run Control ID:| begins with + || Copy_Journals

[case Sensitive

— Copy Journals
[> Btandard Journals
[ Bubsystem Journals

Search ‘ Clear | Basic Search Save Search Criteria

[ Pracess Journals

[ Buspense Coarrection
[ Ledgers
[ Bummary Ledgers

Search Results
Wi Al

Run Control ID

1-100 of 131 m Last

Language Code

ACTUAL EXCEL UPLOAD Enilish
[- Close Ledgers B
I Average Daily Balance ACTUAL LOADS WITH OFFSETS Enql!sh
[> Dpen lterns ALL CRYSTAL English
I Maintain Standard ALLJOBS Enalish

e Select a Journal and enter the journal date and a new journal ID. When using auto-
numbering be certain to leave ‘“NEXT” in new journal field or enter the new Journal
ID.

e Click Run to begin the process. Once the copy is complete, the new journal will be

marked with a status of “No-Status-Edit Required.”

Copy Journals Request

Run Control ID:  Journal_Copy EeportManager  Process Monitor _ RUN

Language: English 2

Process Request Parameters

Customize | Find
‘Process

e . . . Reverse Recalculate
Frequen. Unit Journal ID Journal Date  ADB Date New Journal ~ New Date New ADB Date Reversal Cur Effdt Signs  Budget Date
Once (v ||UWOSHS 0000121276 |Q |06/21/2005 | 06/21/2005 MNEXT 06/21/2005 |+ |DBi21/2005 | Reversal |0B/21/2005 [ O O

B save | [Elndtify | i Refresh
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The Process Scheduler Request is now displayed. Select server ‘PSUNX’, and be sure the
process is selected and click OK.

Process Sc/eduler Request

User ID: G Run Control I: Journal_Copy

Server Ngme: PSUN * | Run Date: 06/21/2005 [

Recurrepce: ~ | Run Time: 9:13:58PM Resetto Current Date/Time

Time Zgne: Q

Selecy Description Process Name Process Type ‘Type ‘Format Distribution

Journal Copy Process GL_JRML_COPY Application Engine | Weh ~ =T ~ | Distribution
Ok | Cancel | Refresh |

Go to Process Monitor and review the process instance until it displays Success and
Posted.

[ Process List {_Server List |

User ID: | G1M QL Type: ~ |Last: 15| |Days |»| Refresh

Server: | PEUNK ~ | Name: Q. Instance: to
Run + | Distribution v Save On Refresh
Status: Status
armnize | Find | Al 3 First 4 1-

Select nstance Seq. Process Type Process Name User Run Date Time Run Status sntuzlmo" Details
2380788 Apnplication Engine GL_JRML_COPY G1M 064212005 9:13:58PM PDT Success Posted Details
2389754 COBOL SuL FSPKBDP3 Gl 062172005 8:55:08PM PDT Success Fosted Details
2388714 Application Engine GL_JEDIT G 062172005 1:41:51PM PDT Success Fosted Details

To view the copied journal navigate: General Ledger>Journals>Create Journal

Entries>Find an Existing Journal (normally has had no editing done).
J/ Header " Lines Y Totals | Emors | Approval |

Unit:  LWOSH Journal ID: - 0000121280 Date: 06/21/2005 ‘Process: EditJourmal hd Process

Ternplate List  Search Criteria  Change Yalues Interintrallnit Errors Only Line: | 10

~ Lines
Select ine *Unit ‘Ledger Account Fund Dept Program  Class Bud Ref Project Currency
] 1 UWosHC, ACTUALS 3100 < 10z |@ 201500 a [1 Q Q. Q. a [usp |a
(] 2 oS, ACTUALS 6100 @ oz |Q [301500 a 1 Q a, a, a, [uso  |a@
O 2 UWOSHC, ACTUALS 5100 (128 | [a01s00 a [ Q [«} [«} o (usp o
O 4 UWOSHC, ACTUALS 3100 < 128 @ (301500 a1 [} [} [} o [uso |a

Lines to add: 1 = =

Custornize | Find | B8 First (U orq D Last
Unit Total Lines Total Debits Total Credits  Journal Status Budget Status
LWYOBH 4 0000 0000 N i

B save | SiReturnto Search | [ Notify % Refresh

Header | Lines | Totals | Errors | Approval

The copy journal process is now complete after Edit, Budget Check and Post.
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Deleting a Journal
If a journal has not be posted it may be deleted.

Activity: Delete a Journal
Navigation: General Ledger>Journals>Create Journal Entries>Find an Existing
Journal

e Create a journal, edit it which will also budget check but do not post.
e On the Lines page, select the process ‘Deletg Journal’ and click Process.

ader  { Lines Y Totals " Erors |} Approval |
. UwosH Journal ID: 0000121279 Date: 082112005 “Pracess:[DeleleYoumnal =] _Process |A/

plate List  Search Criterla  Change Yalues Interfintrallnit | I Errors Only Line: [ 10
Belect ine *Unit *Ledyer Account Fund Dept Program  Class Bud Ref Project Currency  Amount

1 UwosHC, ACTUALS 3100 Q 1oz @ (301500 ah Q. Q (¢} Q |usp QL 10.000
o 2 UWOSHQ, ACTUALS 5100 Q |tz Q |301500 Qi Q Q Q Q |usp @ -10.000

s to add: |_1 = |=-"

Customize | Find | Wiew All | i First [« 1of 1 [ Last

it Total Lines Total Debits Total Credits Journal Status Budget Status
0EH 2 10.000 10.000 W Y
bave | [S]ndtity [ 7 Refresh

Br| Lines | Totals | Errors | Approval

e SFS will display a message verifying deletion before it deletes the journal. Click
“Yes’ to delete the journal.

Are&u sure that you want to delete this journal? (5010,20)

ras I Mo I

Create Journal Entry

/Eind an Existing ¥alue Y Add a New Value

Business Unit: IUWOSP Q
Journal ID: INE){T
Journal Date: [06/21/2005 [+

Add

Find an Existing “alue | Add a Mew Walue

& Journal O000121274 is delsted. (5210,7)
oK |

Message indicates that the journal has been deleted.
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Inquiring in the General Ledger

There are many queries and reports that are set up to view data in the General Ledger as
well as in other modules such as Purchasing and Accounts Payables. These queries and
reports are discussed in a separate manual. The inquiry panel below is another alternative
that allows you to view General Ledger information through the SFS panels rather than in
a report format.

Activity: Inquire into the General Ledger
Navigation: General Ledger>Review Financial Information>Ledger

e Use your own name or make one up for the Inquiry Name

e Complete the fields at the top of the panel with the information you want to view.
When you select a ledger, the chartfields and the list of reports will be populated.

e Check the appropriate boxes if you want to include Balance Forward or Adjustment
amounts. ‘Balance Forward” must be selected in order to see some of the summary
reports.

e Enter any chartfield values that are useful in narrowing down the number of records
you want to view. A wildcard of % can be used to designate a range.

e You can view either summary or detail information by selecting the magnifying glass
under the appropriate column.

= General Ledger ;I
[ Journals
[ Ledoers Ledger
[ Summary Ledgers
[ Close Ledgers
[ fwverage Daily Balance
[ Open Items

/ Find an Existing ¥alue | Add a Hew Value

[: Maintain Standard Inquiry Name:w
Budgets

[ Monitor Backaround
Process add

= Review Financial

Infarmation ) .
— Journals Find an Existing Yalue | Add a Mew Yalue

— Ledger Group

=1 adnar Parind
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Ledger Inquiry Criteria
Ledger Inquiry

Enter ledger, period, and ChanField selection criteria. Click an one of the Summarization hyperlinks located
in the lower right side ofthe page to execute the query.

Inguiry *Unit *Ledger “ear *From Period *To Period Currency Stat

GARY [omosia  a[ a a [ a [ al a Search |

[ Include Balance Forward [ Include Adjustment Period(s)

™ Include Closing ™ Onlyin Base Currency Max Rows: I 100
Clear Criteria |
B save | [=] Motify | % Refresh | B | Update/Display

Select the ledger ‘Actuals’ and the following page will display.
Ledger Inquiry Criteria
Ledger Inquiry

Enter ledger, period, and ChartField selection criteria. Click on one ofthe Surnmarization hyperlinks located in the lower
right side of the page to execute the query.

Inguiry *Unit *Ledger ™ear *From Period *To Period Currency Stat

GARY [owosta fectuals @ a [ a [ a [ a ] a Search

[~ Include Balance Forward ™ Include Adjustment Period{s)

[~ Include Closing ™ Onlyin Base Currency Max Rows: I 100
Chartfield Criteria irs 5 View

ChartField Value ChartField Value Set UpdateMew Wiew Balance by Period, Acct, Dept
Account Q, I @, Updateltlew Balance by Period Acct Project

Period Balances by Account

Department I Q I Q. Undaleilew ¥ g by Period, Account
Operating Unit | Q, | Q. UpdateiNew Surn by Period, Account, Dept
Surn by Period, Alt Account
el T I Q I QU Undaterew Sum by Period, Project
Fund Code | Q| O, Updata/Mew W
Class Field [ a | O, Updaterbew [~ LedderBalances
Program Code | Q, I Q, UpdateiNew W Leduer Activi
Clear Criteria
Budget Reference | Q. | O, Updateiblew [ 4'
Affiliate I =y Q UndateiNew B Delste Critaria |
Fund Affiliate | Q| Q, Updata/Mew W
Qperating Unit Affiliate | a | O, Updateitew W
Project | Q, I Q. Updateitenw W
Adjiustment Type | Q | O, Updateitlew W

Enter a Department 301500, Account 3100, Unit, Ledger, Year, and Accounting
Periods and click hyperlink Sum by Period Account and the following page will
display.
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Summarization Details

Ledger Inquiry
Inquiry Unit Ledger Year From To Currency  Stat
GARY WD SH ACTUALS 20058 1 13 UsD
ChartField Criteria
I Include Balance Forward I Include Adjustment Period(s)

I™ Include Closing Adjustments

GoTo:  |nouiry Criteria Query Results:

| First (4 1 or 1 [ Last

Ledger Amount by Currency £ ize | Find | ] First [4] z M Last
Period Activity Detail Account Transaction Amt Currency Base Amount Base Currency
2 Activity Detail 3100 396.000 USD 396.000 USD
3 Activity Cetail 3100 170.580 USD 170.580 UED
4 Activity Detail 150.620 USD 180,620 USD
& Activity Detail 0.000 Ushr 0.000 UsD
9 Activity Detail 1,015.000 USD 1,015.000 USD
10 Activity Dretail 2.810.000 USD 2,810,000 USD
11 Activity Detail 0.000 USD 0.000 UsD
12 Activity Cetail 3,100.000 USD 3,100.000 UsSD
Transaction Amount: T642.210 USD Base Amount: T.642.210 USD

B save I [=] motify I % Refresh I B 2 | | UpdateDisplay

Click the hyperlink or Activity or%}etail for an expanded view of the data.
By clicking Detail link the resulting page will display the Activity link for a finer
breakdown of data such as document number.

Ledger Balances

Ledger Inquiry
Inquiry Unit Ledger Year From Period  To Periog Currency  Stat Code
GARY UWOSH ACTUALS 2005 1 13 UsD CharField Criteria
[~ Include Batance Forward [~ Include Adjustpreht Period(s)

™ Include Closing Adjustments

Scroll Message Detail:
Go To: Inouiry * Sum by PerigdAcount 1to1oft

Citeria
Ledger Details

Period Activity Acce Oper Unit Fund Department Program Code Class  Bud Ref Product  Project Affiliate Fund Affil
100 128 301500 1

B save | [=] Natify | 4 Refresh I

Additional information when scrolling to the right on above page.

[ mize | Find | (] First 1] 1of 1 [v] Last
Qper Unit Affil Adjustment Stat Transaction Amt Currency Base Amount Base Currency
386000 USD 386.000 USD

| Related Links | (B tucled | UpdateDisplay |

If this inquiry is used regularly you may wish to SAVE. It can be changed/updated each
time or removed to meet the needs of the inquiry.
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Journal Generator

Generally, a large number of transactions originate in another SFS module or outside the
system and are fed into the General Ledger. Journal Generator is a tool within SFS that
converts accounting entries into journals and transfers them to the appropriate ledger.
The following exercises walk you through the setup for converting transactions from the
Accounts Payable module to the General Ledger module. Steps include:

1) Set up accounting entry definitions to map data to appropriate fields and tables.

2) Prepare template to summarize accounting entries and create the journals.

3) Run Journal Generator.

Activity: View Accounting Definition for Accounts Payable Transactions.
Navigation: General Ledger>Journals>Subsystems Journals>Accounting Entry
Definition

e Select APDEFN — Accounts Payable Definition

= Journals =]
[ Journal Entry
[ Btandard Journals
[ Import Journals

Accounting Entry Definition
Enter ary information you hawve and click Search. Leave fields blank for a list of all values.

/ Find an Existing Value ' Add a New Value

Template ] —=
— Generate Journals SetlD: = IUWOSH Q,

[ Process Journals Accounting Definition Name: | begins with = | |
[» Buspense Correction

= LW Procard Setup

[ Ledgers Search Clear | Basic Search Save Search Criteria
[ Summary Ledoers

[> Close Ledgers
[> Process Multi-Currency Search Results

[ Average Daily Balance 1.3 of 3
[ Open ltems

[» Consalidate Financial

Data IWAIEH AMDEF asset Managernant Definition
[> Maintain Standard LWQSH APDEFM Accounts Payahle Definition
Budgets U0 SH R EHEFT Eeguisition Definitian

[> Manitor Background
FProcess

[» Reviewy Financial ) -
e Find an Existing Value | Add a Mew YWalue
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Accounting Entry Definition

SetID: UWOSH Accounting Definition: ~ APDEFN Description: |ACCUUMS Fayable Definition

*Recori: |VCHR_ACCTG_LINE Q
Record Update: IVCHR_ACCTG_LINE Q, *Systemn Source: IJGen-AP hd I
Page Name: |AF'_GL_DRILL Q ¥ Cross Product Drill Down

[ Skip Commitment Control In GL Commitment Control Amount Type: IActuaIS 'l

*Accounting Date: |ACCO UNTING_DT Q. Journal Ref: IVOUCHER_ID Q,
*Monetary Amount: IMONETARY_AMOUNT Q, Jrnl Descr: IDESCR Q

*Foreign Armount: |FOREIGN_AMOUNT Q Open ltem Key: I.JRNL_LN_REF Q
Statistical Amount: ISTATISTIC_AMOUNT Q,

~ Chartfield Mapping Custornize | Find | 2] S First E 1-EBof & E Last

Field Name ChartField Summarize ChartField

| Account | |Account =l = =
|Fund Cade | |Fund Code = W~ =l
|Department | |Depar1ment | I [=]
|Pr0ject | |Pr0ject | v =
[iliate | [afiliate =l ~ =l
[class Field | [class Field =l ¥ =

F Multibook Order By

B save | S\ Return to Search | Presvious in List I +[E] Mext in List | [=] motity | Er 2dd | UpdataDizplay |

e This page defines the tables and the fields that are used in the conversion and where
the data will be placed.
e The Chartfield mapping at the bottom of the page identifies the chartfield names that

are in the Accounts Payable module and the General Ledger chartfield that each will
be mapped to.
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Activity: View Journal Generator Template for Accounts Payable
Navigation: General Ledger>Journals>Subsystems Journals>Journal Generator

Template

e Note the various templates listed in the following page.
e Select and click on the AP Accrual template.

= General Ledger
= Journals
[> Journal Entry
[+ Standard Journals
[ Import Journals
= Bubsystern Journals

— Accounting Entry
Cefinition

Template
— Benerate Journals
[* Process Journals

[ Buspense Correction
= LWy Pracard Setup

[> Ledgers

[> Summary Ledgers

[* Close Ledgers

[* Process Multi-Currency

[> Average Daily Balance

[ Dpen items

[» Consolidate Financial
Diata

[» Maintain Standard
Budgets

[ Monitor Background
Frocess

[ Rewiew Financial
Infarmation

[* Regulatory Ledger
Reports

[ XBRL

[ Cash Flow Statement

[> General Reports

o Eaddaresl Dme st

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

/ Find an Ekisting Value % Add a New Value ',

SetiD: = - |uwosH Q

Journal Tem| Iate:lbegins withj|

[ Include History [~ Correct History

Search | Clear |Ela5ic search [E Save Search Criteria

Search Results

1-19 of 18
Journal Template Description
UWOSHADDASSET Asset Additions
Asset Adjustment
AP Accrual
AP Cancel
UWOSHAP REVALUE AP Revalue
UWOSH CLOSURE AP Closure
LwaSH DPEASSET Asset Depreciation
UWOSHEMT Encumbrances

IWMOSHEMS CLO
WWOSHEMNC REY
LwaSH L PYASSET

Encurnbrance Clasure
Encurmbrance Reversal
AssetLease Payment
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Defaults | SUMMANZAHON | eee———

SetiD: UWYOEH
Effective Date

I Accounting Entry In Sync

' Do Not Generate Reversal

*Journal Source:

“Journal Date;
*Alt. Journal Date:

Descr:

Line Descr:

*Effective Date: [01/07/2000 5 +Status:

Template: AP_ACCRUAL

IACUVE 'I

*Create One Journal Per:

Lo} Beginning of Next Period

|APA Q

First [4] 1 o 1 [ Last

Descr: |AF' Accrual =
|App|icaliun Business Unit ;'
" End of Hext Period " Mext Day

Journal ID Mask:

|Accnuntmg Date on Transaction LI

|Retam Primary Journal Date

=

™ Stayin Period

|AP Accrual

IAF
Reference: I
*Currency Effective Date: IJW Date 'I

B save | L\ Return to Search | +[E Previous in List | A[E] Mest in List I Rlatity | B el |

—

Reference:

Update.fDisplayl &= Include History | [&# Carrect History |

Review the various options on the Defaults tab and the Summarization tab.
Note especially the Journal ID Mask. This ID is used as the first digits of the Journal
ID in the General Ledger. This identifier, along with the journal number, becomes

very important any time it is necessary to track transactions through the system.

Activity: View Process to Run Journal Generator.
Navigation: General Ledger>Journals>Subsystems Journals>Generate
Journals>Add A New Value

Once the setup is done and the templates are designed, you can initiate Journal Generator
by running a process. Following is how that process might look — you can initiate it by

clicking on run.

(- Accounts Payable

- Asset Management

(- Banking

(- Cammitment Contral

[~ General Ledger

= Journals
[+ Joutnal Entry
[> Standard Journals
= Subsystem Journals
— Accounting Entry

Definition
— Journal Generatar
Template

— Generate Joumnals
[» Process Joumnals
- Buspense Correction
[ Ledgers
> Burmmary Ledgers
[» Close Ledgers
> Average Daily Balance
> Open Rems
[> Maintain Standard
Budgets
> Monitor Background
Process
[> Review Financial
Infarmatian
> General Reports
— General Ledger Center
> Allocations
(- Set Up Financials/Supply
Chain

=Y

™ Edit

© once
* Always
" Don't Run

Ledger Group:
Template:

*From Date Option:
*To Date Option:

& save | [=] Moty

Run Control ID:  Journal_Generator

™ Budget Check ™ Post

Process Request Parameters First E| 1 of 1 El Last
Request Number: 1 EI
“SetiD: [owos o

Application Business Unit:

Mew Window | Hel | Customize Pan

Generate Journals Request

Report Manager  Process Monitor (RN

*Accounting Definition Name: IWO\
[owosi
oruas
[ a
IBegm Date - From Period
|End Date - To Period

[ ®
[ =

From Date:

E
H

To Date:

Leave a feld blank to select all its values:

4 Refrash |

EsAdd Updlata/Display
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Pr Scheduler Request

The server is
PSUNX; select
the process and
click OK.

User ID: G1M Run Control ID: Journal_Generator

Server Name: > IPSUNX 'l Run Date: IDSIEEIEDDS [
Recurrence: I 'l Run Time: |2:56:1 GPM Resetto Current DateiTime |
Time Zone: I Q

& Select Description Process Name Process Type Type *Format Distribution

I F5_JGEM FS_JGEM Application Engine IWeb 'l ITXT 'l Distribution

Ok | Cancel Refresh
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Appendix A

Sources for Help

PeopleBooks is on-line documentation that is available in SFS. It is especially valuable
when you are trying to understand some terminology or some of the options that you see
on the various panels. To activate PeopleBooks, select the “Help” hyperlink on the top of
the page SFS.

Helpful Hints

PeopleBooks can also be opened without having the SFS system running, type the
following address in your browser:
http://sfswebtest.services.wisc.edu:6001/PSOL/htmldoc/eng/psbooks/index.htm .

Help Desk procedures will be determined by each campus. Most campuses have a
central help desk number for technical questions, such as:

e | can’t get into the database.
e My computer keeps locking up on me.
e | keep getting an error that throws me out of the system.

A business unit’s administrative department (such as the controller’s office) may handle
functional questions or you may be directed to contact your campus help desk first and
they will track the call and get the appropriate help. Examples of functional questions
include:

I can’t find my purchase order in the system.

How do | set up a new vendor?

How do | correct an error that | made?

How do | find the status of a purchase order?

Check with your business unit’s Controller’s Office if you are not sure of the proper
procedures for your campus.
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Appendix B
Home Pages
SFS version 8.8 has a concept of ‘Centers’ or ‘Home Pages’ which will appear in the
target area. The home pages are designed to make navigation easier. Home pages are set
up for each module, and may look different based on the level of security.

The following page is used to navigate to General Ledger Center:

[ Order Management

[ Yendars

[z Purchasing

[> eProcurerment

[> Services Procurement

[> Billing

[ Accounts Payable

[> Aszet Management

[» Banking

> Commitment Cantrol

= General Ledger

[» Joumnals

[» Ledgers

> Summary Ledgers

I» Close Ledgers

[+ Average Daily Balance

[ Qpen ltems

[» Maintain Standard
Budgets

[> Manitar Background
Process

I» Review Financial
Infarmation

[ General Reports

[> Allocations
[» Set Up Financials/Supply
Chain

Er—

General Ledger Center

Access General Ledger

Journals
Creste, import, review, process, and archive
fournal entries.

Creste

Standard Journals

Subsystem Journals

S More..

Standard Budgets
= Develop, mairtzin, and reviews on standard
budgets.

Budget Journals

Bucaet Import

Edlit Journals

3 More..

Fﬁ Commitment Control

55 Define, creste, maintain, and review
Commitment Coontrol budgets.
Define Control Buddets
Define Budset Security
Budget Journals
7 More..

@ Leduers
& Define ledger structure and run summary
cloging, ADB, impart, export, and archive
ledger process.
Diefinition
Summary
Closing
B More...

W Reporting
Create general, federal, and XBRL reports.

General Reports

I=- 3Monitor Background Process
Unlock journals and non-shared tables;
reviewy shared table statistics; report on
background process.
=] Journal Unlock
[EBackaround Process Repart

Allocations
|£| et up and perform allocstions
Define and Perfarm Alocations
Reports

Inquiry
Run inquiries on journals, ledgers, and
accounting entries.

Journals

Ledgers

Accourting Entries

=) % Definition and Administration
S Define and administer the system
InstallationdIser Preference
Security
Business Unit Related
& Mare...
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