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Business Process Overview

Process is performed on an ad hoc basis, potentially daily or multiple times
Process Frequency

per day.
Dependencies None
Assumptions None

The upload of journals via the SQR upload process can be done by SFS

Responsible Parties users at the campuses or by UWSA Problem Solvers.

There are six different SQR uploads, each with a distinct purpose and use.

Alternate Scenarios Those six SQRs and when to use them are described in detail below.

Process Detail

[. Initial One-time Setup

1. Create a folder on your local computer that will be used as a repository for the flat files that
will be loaded to SFS.

II. Different SQR Journal Upload Types
There are six different SQRs for uploading a spreadsheet journal.

1. GLSQ9040.SQR: Loads Actuals Journals without cash offsets from the flat file to the

Journal tables.
2. GLSQ9041.SQR: Loads Budget Journals with Business Unit security from the flat file to the

Journal tables.
3. GLSQ9042.SQR: Loads Encumbrance Journals from the flat file to the Journal tables.
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4, GLSQ9043.SQR: Loads Actuals Journals with cash offsets from the flat file to the Journal
tables.

5. GLSQ9044.SQR: UWSA staff only - Loads Actual Journals with any/all Business Units
from the flat file to the Journal tables.

6. GLSQ9045.SQR: UWSA staff only - Loads Actuals Journals with any/all Business Units
and with cash offsets from the flat file to the Journal tables.

lll.  Create Flat File from SQR Journal Upload Spreadsheet

1. Open Journal Upload Entry spreadsheet. Templates for the SQR Journal Upload
spreadsheet can be found on the UWSA website at:
http://web.uwsa.edu/sfs/documentation-training/gl/journal-upload-templates/

2. Enter Journal Header information:

Business Unit

Journal ID

Journal Date

Reversal Code (if applicable)

Reversal Date (if applicable)

Oper ID (OPRID/Operator 1D)

Scenario (if applicable) Note: This field is only applicable to Budget Journals
h. Journal Description

3. Enter Journal Line Information:

Account

Fund

Program

Dept

Amount

Project Grant

Class

30 Char Line Description

10-Char Journal Ln Ref

@~oooow

TT@ToooTy
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ACTUALS Upload Journal Entry

inse rtAddifionsl |

B et WSYS cpsIACTje bt

Jommad 0 0123456789 | NDescriplion| TEST JOURNAL UPLOAD HEADER |
Josmal Date | 31272013

Ledger ACTUALS Account Fund am D Amount | ProjectGrant | Class | 30 Char Line Description |10-Char Jinl Ln Rel
Fewersal Code H 1 21000101 4 i |50 FRUT1AR [ TEST LINE DESCRIFTION TESTRE FHLM
Pewersal Date
3
o 0450050 fl Journal Line Information
¥ |
souRce cone|  INT I L
# Journal Header Information
Ledger for Jounal Line
acruas || g
[

Note: Starting with the upgrade to PeopleSoft 9.1 ChartField Balancing functionality has been
enabled for the ACTUALS Ledger. During the Journal Edit process* cash offset (account 6100)
rows will be inserted as new journal lines for any unbalanced ChartField string (Fund,
Department, Project, and Program Code).

Chartfield Balancing rows can’t be changed. A change to one of the Non-Chartfield Balancing
rows will require the journal to be re-edited and the Chartfield Balancing rows will be updated if
necessary.

Journals may still be created with cash offset and if the journal is already balanced at the
Chartfield Balancing level no new cash rows will be added during the edit process.

*Debits must equal credits for Actual Ledger journals prior to running the Journal Edit.

IV. Load Journal Upload Flat Files

Crede Upload Flat Fe - Outpeat =
1. Once finished with your Journal Header and Journal Line Entry, click i
This will create a text file (.txt) on your computer in the C:\ps\ACTje.txt or C:\ps\BUDje. txt

folder that you created in your initial setup.

2. Navigate to the appropriate SQR Journal Upload page based on what type of journal is
being uploaded. Each SQR has a separate upload page, which can be found here:

Navigation: General Ledger > Journals > Process Journals > “SQR Specific Page”
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Favorites | Main Menu > General Ledger

General Ledger

Process Journals

Review and submit journals for editing, budget-checking, and posting
E" Zero GPR Cash Transfer
Zero GPR Cash Transfer

Budaget Check Journals
Request a process to budget-check a journal against predefined budget
criteria

E" Mark Journals for Postini
Identify journals that are ready to post and mark them for posting

E" Review Journal Status
Specify search criteria to review the status of journals.

E" Jrnl Load One BU no Cash
UwW_GLSQS040 Jrnl Load One BU no Cash

E Jrnl Load All BUS no Cash s U154 STAFE
ONLY

UW_GLSQ8045 Irnl Load All BUs no Cash

E" UW Procard Journal Load
UW Procard Journal Load

E" AR/BI Journal Update
AR/BI Journal Update

E" Mark Journals for Override
Mark journals for override after they fail budget checking.

E" Mark Journals for Unpostini
Identify and mark journals for unposting.

E" Journal Edit Errors Report
Print a report listing detailed information on journal edit errors,

E" Jml Load One BU auto cash
Uw_GLSQS043 Jrnl Load One BU auto cash

E" Encumbrance Journal Load
UW_GLSQ8042 Encumbrance Journal Load

Budaet Journal Load
UW_GLSQ8041 Budget Journal Load

Edit "Process Journals” Folder

Edit Journals
Request a process to edit journals.

ntry Event Journals
Reguest a process to create actual journals from budget adjustment journals.

E" Post Journals
Reguest a process to post valid journal entries to the ledger.

E Posted Journal Summary Report
Create a report summarizing posted journal information

= Jrnl Load All BUs auto cash UWS3A STAFF
UW_GLSQS3044 Jrnl Load All BUs auto cash ONLY

UW Procard Setup
UW Procard Setup

Permanent Interface

=l Il Load one BU no cash
= Jrnl Load one BU aute cash
= Encumbrance Journal Load
=] Budget Journal Load

a. Jrnl Load One BU no Cash: GLSQ9040.SQR — Actuals Journals without cash

offsets.

b. Budget Journal Load: GLSQ9041.SQR — Budget Journals with Business Unit

security.

c. Encumbrance Journal Load: GLSQ9042.SQR — Encumbrance Journals.

d. Jrnl Load One BU auto cash: GLSQ9043.SQR — Actuals Journals with cash offsets.

e. Jrnl Load All BUs auto cash: GLSQ9044.SQR — UWSA staff only - Actual Journals
with any/all Business Units.

f. Jrnl Load All BUs no Cash: GLSQ9045.SQR — UWSA staff only - Loads Actuals
Journals with any/all Business Units and with cash offsets.

3. Click

S for an existing run control or Click | | to
add a new run control for this process.

[Clcase Sensitive

Favorites © Main Menu > GeneralLedger > Journals > Process Journals > JmnlLoad One BU no Cash

Jrnl Load one BU no Cash

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

) Add a New Value

Search by: Run Control ID Pegins with|

Search |Advanced Search

Find an Existing Value | Add a Mew Value
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4. Enter Business Unit.

5. Click " {5 add a journal to upload.

Favarites Main Menu > General Ledger > Journals > Process Journals » Il Load One BU no Cash

Jrnl Load One BU no Cash
Run Control ID:  TRANSACTIONS Repori Manager Process Monitor |- Run

Process Request Parameters
Business Unit:| yyysys @,

File name|

Add| [sDelzte ] (miewss|

6. Click and navigate to the location of the upload file on your hard drive.

File Attachment
@ Help

CAPSIAC TjelTKT Browse_

~ Upload | Can cel

7. Click | Upload |

AddAttachment succeeded (0,0)

8. You should see a message that your Add Attachment succeeded.

9. Click 9K

10. If you would like to delete this attachment, click * Beleie

11. If you would like to view the attachment, click ' —

12. Click | un
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Favorites | Main Menu > General Ledger > Journals > Process Journals > Jrnl Load One BU no Cash
- : - - - L

Jrnl Load One BU no Cash

Run Control ID:  TRANSACTIONS Report Manager Process Monitor L

Run

Process Request Parameters
Business Unit: \uwgys @,

File name [ayg/ACTje. TXT

Add Delete View

[5] save | [=] Notify | [« Refresh | [Eh Add | | 5] Update/Display |

Fa\ruvr'rtes Mainvrv'lenu > Genera‘IrLedger > JouLnals > Process‘goumals > 1rnl Load One BU no Cash
Process Scheduler Request
UserID: bmchugh Run Control ID: test
Server Name: PSUNX - Run Date: |03M12/2013 El
Recurrence: - Run Time: |3:23:37FM Resetto Current Date/Time
Time Zone: @,
Select Description Process Name Process Type *Type *Format Distribution
Excel Journal Import GL3Q9040 S0R Report Web - PDF » Distribution
OK Cancel Refresh
QK

13. Select ‘PSUNX’ as the Server Name. Click * :
14. To verify that the process ran successfully, click Process Monitor hyperlink. If the Run

Refesh | niil the Run Status is ‘Success’ and the

Status is ‘Processing’, you can click -
Distribution Status is ‘Posted'.
15. Once the Run Status is ‘Success’ and the Distribution Status is ‘Posted’, click the Details

hyperlink.
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Favarites Main Menu > GeneraI_Ledger > JouLnab b Processvilournab > Il Load One BU no Cash

Process List (RN CANE N

UserID Q. Type ~ Last - | 99 Days + | Refresh |
Server - Name |GLSQ9040 @, Instance | to |
Run Status - Distribution Status - Save On Refresh
Process List personalize | Find | view 0| BV | 3 et K1 g ora T Last
Process _ Distribution .

SElect Instance . Crocess [Ype Mame Run Date/lime Run status - oo Details

Select Instance Seq. Process T Name User Run Date/Time Run Status S Details

[ |6136877 S0OR Report GLSQ9040 00216164 03/06/2013 12:57:25PM CST  Success Posted Details

16. To see a PDF displaying the status of the SQR Upload process, click the View Log/Trace
hyperlink.

Favortes = Main Menu > Ganaml_l_adger > Joumaks > Pmcass']nurnah > Jmil Load One BU auto cash

Process Detail

Instance &137696 Type SOR Report
Name GLSQ9043 Description Actual Journal Load with Cash
Run Status Success Distribution Status Posted
e ————]
Run Control ID test Hold Request
Location Server Queue Request
Server PSUNX Cancel Request
2 Delete Request
Rscumsoca Restart Request
T
Request Created On 0312/2013 3:52:36PM COT Paramegters Transfer

Run Anytime After 03/12/2013 3:52:30PM CDT Message Log
Began Process At 0312/2013 3.52:54FM CDT Balch Timings
Ended Process At 03/112/2013 2:53:06PM COT _

17. Select the PDF document.
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Favorites Main Menu > GeneraIvLedger ¥ JouLnals ¥ Processtournals » Jrnl Load One BU auto cash

View Log/Trace
Report ID: 3672911 Process Instance: F137696 Message Log
Name: GLS09043 Process Type: SOR Report

Run Status: Success
Actual Journal Load with Cash
Distribution Details
Distribution Node: SFPROEV_RPTNOD Expiration Date: 06/10/2013

Hame File Size (bytes) Datetime Created

SOR GLSQ9043 6137696.1og 1,793 0311242013 3:53:06.016784PM CDT
0l09043 §137696.PDF | 1,360 03M2/2013 353:06.016754PM COT
BT R T A 1,169 03122013 3:53:06.016784PM CDT
Digtribution 1D Type *Distribution ID

User bmchugh

18. The PDF document will indicate the number of transactions loaded and whether there were

any errors.
T A

Report ID: GLSQ9043 SECURE JOURKAL LOAD UTILITY Page Koo 1
Ran Daza 0371272013
Rum Time 15:52:56

Toral Transacticnss 3 Error Transactionss 0

Inpue linss not loaded dug oo unsuthorized Businsss unit:

e End Of Raporp tee

19. To view the newly uploaded Journal
Navigate: General Ledger > Journals > Journal Entry > Create/Update Journal Entries.
Note: This Journal will be uploaded with a Journal Status of ‘N’ and a Budget Status of ‘N’,
meaning that it still needs to be Edited, Budget Checked, and Posted. For more information
on Journal Editing, Budget, Checking, and Posting a Journal, please see the Business
Process document on that topic (GL.2.01 - Edit, Budget Check, and Post Journal).

V. Review Audit Logs
Click the Audit Logs hyperlink in the top right hand corner of the Create/Update Journal Entries

page to open Search Audit Logs Page with journal audit log information. Note: That the View
Audit Logs hyperlink will not appear until the journal has been edited.
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Favorites | Main Menu > General Ledger > Journals > Journal Entry > Create/Update Journal Entries

7 New
_ﬂeader m Totals Errors épproval
Unit: UWsYsS Journal ID: JRMLOADOO Date: 04/03/2013 [ Errors Only
Template List Search Criteria Change Values View Audit Logs
' InterfintraUnit “Process: Edit Journal - | E & tne |10 BE

Personalize | Find | B | 7

Select Line Error *Unit *Ledger SpeedType Account Fund Dept Program Class PC Bus Unit

0 i X [uwsys @ ACTUALS [ @, [a7a0 @, 108 @, [s11000 @, |1 Q, o uwsys @
B |2 ¥ [uwsys @, ACTUALS [ @, [a7a0 @, 138 @, [e14000 @ |1 @, a, [uwsys @
B |3 ¥ [uwsys @ ACTUALS [ @, [a100 @, 108 @, [e11000 @ |1 @, Q, [uwsys @

The following example shows the audit log for a journal update.

Favorites = Main Menu > Set Up Financils/Supply Chain > Common Definitions »  Audit Logging > Search Audit Logs
ENewwindow (ZHelp [ Personalize Pag

Search Audit Logs

Application Name: General Ledger Document Name: GL JOURMNAL
Search Criteria
* Business Unit <] [uwsvs a
GL Journal ID is equal to - |JRNLOADUEI1 Q
Journal Date = [2013-04-03
Journal Process is equal to - -
Event Code is equal to - ’7(]3
Event Date is equal to - ’—B
UserID is equal to - ’7
Process Instance is equal to - —]

Include Archive

Include Batch Changes

[ include Purge Logs
Search | Clear

Personalize | Find | & | # First Kl 40r1 [ Lost

Revision History
Author Version | Date Description of Change
Brendan McHugh 1.0 3/11/2013 Initial Draft
Linda Diring 1.1 05/16/2013 Updates and screen shots, Finalize
Susan Kincanon 1.2 05/29/2013 Review final

Jon Ahola 1.3 07/23/2013 Review and approval

Susan Kincanon 1.3 07/23/2013 Update and publish to website

Susan Kincanon 1.4 10/16/2013 Update hyperlink, republish
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