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Manual Journal – Year End Adjustments Journals are used to move Workday cash balances to the proper coding string for new fiscal year operations. These journals are processed in late July or early August annually.

Following are guidelines for such transactions.

1. Manual Journal - Year End Adjustments may only move balances between Funds within a Block Grant, Cost Center, Driver Worktag within a Fund/Ledger Account combination. That means that the BU/Block Grant/Ledger Account combination must be the same on both sides of the shift.

2. Manual Journal - Year End Adjustments may not be made for GPR and SEG Annual Funds because there is no balance that comes forward to the new fiscal year for these funds.

3. UWSA staff process Manual Journal – Year End Adjustments to sweep Fund FD0131 Cash from campus accounts and put it into the Systemwide Tuition Carryover department.

4. Use ledger account 9000, Operating Transfers and revenue category, RC00215, Operating Transfer Intra-Division in the transactions that move the dollar amounts from one funding string to another funding string within a fund. Use revenue code 9000, Operating Transfers and revenue category, RC00214, Operating Transfer Inter-Division in the transactions that move dollar amounts between funds within a block grant. DO NOT use account 3000, Retained Earnings – Prior Year or 3001 – Retained Earnings – Current Year in these transactions.

5. A Cash offset transaction (ledger account 1005) needs to be entered for each dollar amount shifted between funding strings.

6. The net effect of all transactions that have account 9000 RC00214 and RC00215 must be zero.

7. The net effect of all transactions that have account 1005 must be zero.

8. Each campus should upload or enter their Manual Journal - Year End Adjustments to Workday. Use a journal date of 06/30/xxxx to help assure the data does not get posted to the wrong fiscal year. 

9. The Manual Journal – Year End Adjustments will route to UWSA for review. UWSA staff will verify that the data is formatted properly and will then approve the journal.

10. UWSA staff will run the year-end close in Workday after all journals are completed for the fiscal year so that the balances are brought forward as Beginning Balance of the new fiscal year.

Here is an example of a properly formatted Manual Journal – Year End Adjustments:

The funding string of fund FD0128, function FN0100, and Cost Center CC001234, Program PG0000011234 for unit UWXXX has a positive cash balance of $10,000. That balance needs to be moved to the funding string of fund FD0128, function FN0100, and Cost Center CC005678, Program PG0000015678. The transactions involved would be as follows.

	Company
	Fund
	Function
	Cost Center
	Program
	Ledger Account
	Revenue Category
	Debit
	Credit 

	UWXXX
	FD0128
	FN0100
	CC001234
	PG000011234
	9000
	RC00215
	10,000
	

	UWXXX
	FD0128
	FN0100
	CC001234
	PG000011234
	1005
	
	
	10,000

	UWXXX
	FD0128
	FN0100
	CC005678
	PG000015678
	9000 
	RC00215
	
	10,000

	UWXXX
	FD0128
	FN0100
	CC005678
	PG000015678
	1005
	
	10,000
	



Manual Journal – Year End Adjustments journal data will not be interfaced to DOA because there is a net zero effect at the level of reporting required in STAR.

Please contact Cathy Riedl-Farrey if you have any questions about these procedures.
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