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Introduction

The CSU Journal Entry Guide describes the steps to manually create online journals or upload a journal into
PeopleSoft.

A custom Run Control and SQR process is used to upload a journal. The format of the file is “CSV”. The CSU
Journal Upload includes open period validation, combo edits, valid values, and balancing journals if specified, on
all data at one time.

It also supports all types of journal entries including Actuals, Budgets and Encumbrance journal entries in
accordance with CSU business processes.

This document will review the setup requirements and the processing steps for the CSU Journal Upload.

Related Documentation

In addition to this business process guide, users can review the following documents related to this process:
(Reference any accompanying policy guides, upgrade session notes, configuration guides, etc.)

e N/A
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1.0 Online Journal Entry

All financial information is recorded in the general ledger via journal entries. In PeopleSoft, there are five ways
that journals can be created: Online Journal Entry, Copy Journals, Journal Upload, Journal Generation from a
subsystem or interface, and Allocations. The first section of this guide will cover the Online Journal Entry Process.

1.1  Create Journal Entry

Create/Update Journal Entries Page

Navigation: General Ledger tile > Journals > Create/Update Journal Entries

Processing Steps / Field Screenshot / Description

Name

1. Click on the Add a New Create/Update Journal Entries
Value tab

2. Enter values (see table
below) Find an Existing Value Add a Hew Value

3. Clickon |24

Business Unit: |LBCMP |G
Journal 1D: MEXT
Journal Date: |[04/14/2014 Eﬂ

Add
Fields Description/Value Required/Optional
Business Unit: LBCMP/LBFDN/LB49R/LBGAP/LBCSU Required
Journal ID Leave default (“NEXT”). The system automatically assigns the Required
next available journal number.
Journal Date Transaction Date. Will default to current date but can be changed | Required

" to any date within an open period. (Message will appear if period
“~ Note: The is not open).

journal date

cannot be

changed after you

add the journal.
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Journal Header Page

Processing Steps / Field Screenshot / Description
Name
1' Enter Values (See table ‘ Header ‘ Lines ‘ Totals ‘ Errors Approval
below)
Unit LBCMP Journal ID  NEXT Date  07/17/2023
Long Description =
vz
254 characters remaining
*Ledger Group ‘ACTUALS Q| Adjusting Entry | Non-Adjusting Entry v
Ledger | Q| Fiscal Year 2023
*Source ‘TRF Q| Period 1
Reference Number ‘ ADB Date 07/17/2023
Journal Class ‘ Q ‘
Transaction Code ‘GENERAL Q O Auto Generate Lines
D O save Journal Incomplete Status
SJE Type ‘ - O Autobalance on 0 Amount Line
Currency Defaults: USD / CRRNT / 1
Attachments (0) Octa
Reversal: Do Not Generate Reversal Commitment Control
Entered By 40 Reid,Angela
Entered On
Last Updated On
m ‘ Notity || Refresh | l Add l Update/Display
Header Lines Totals Errors Approval
Fields Description/Value Required/Optional
Long Description First Initial, Last Name then a description of the purpose for the Required
journal. Field length is up to 254 characters.
Ledger Group Actuals Ledger or Budget Ledger Required
Ledger Leave blank Optional
Source TRF - "Transfers" used for corrections, reclassifications, or Required
transfer of funds
DCB - "Departmental Chargebacks" used to record
interdepartmental chargeback transactions
Reference Journal Reference No. Not Used Optional
Number
SJE Type Not Used Optional
Attachments Click on hyperlink to add attachment Optional
Reversal Accounting Use Only Optional
Commitment Accounting Use Only Optional
Control
Auto Generate Uncheck Optional
Lines
Adjusting Entry Non-Adjusting Entry = Default Required
Adjusting Entry = Used by General Accounting Office only.
Associated with adjusting periods (901-998)
Save Journal Uncheck Optional
Incomplete Status
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Journal Lines Page

Processing Steps / Field

Screenshot / Description

Name
1. Enter values (see table
( Header [m‘ Totals || Errors Approval

below) Unit  LBCMP Journal 11D NEXT Date  07/17/2023
2. To add lines, enter ] [ o ‘

number of lines and click i

on *+ LIy
3. After lines have been g — I e ——— i =

entered, verify that drop —

down menu selection is )

at “Edit Journal”, then F»T%\ viewst

C“Ck ( Process ‘ Unit Total Lines Total Debits Total Credits  Journal Status Budget Status

‘ Notify ‘ Refresh ‘ Add ‘ Update/Display
Fields Description Required/ Optional Field Length
Account PS Account Chartfield — GL_ACCT_TBL Required 6
Fund PS Fund Chartfield — FUND_TBL Required 5
Dept PS Department Chartfield — DEPT_TBL Required for Revenue & 10
Expense Accounts
Program PS Program Chartfield —- PROGRAM_TBL | Optional 5
Class PS Class Chartfield — CLASS_CF_TBL Optional 5
Project PS Project Chartfield — PROJECT Table Optional 15
Scenario PS Scenario Chartfield — Required for Budget Ledger | 10
BD_SCENARIO_TBL only
Line Description | Line Description Optional 30
Stat PS Statistics Code Chartfield — STAT_TBL | Optional 3
Stat Amt Non-Monetary Amount. Used in Optional 2 decimal
conjunction with Stat Code places required
Open Item OPEN_ITEM_GL Table Required only for Accounts 30
marked as Open Iltem

Journal Line Campus Specific Optional 10
Reference
Monetary Amount. Positive amounts are debits and | Required 2 decimal
Amount negative amounts are credits. places required
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1.2

Valid Journal Entry Example

Processing Steps / Field
Name

Screenshot / Description

1. System will assign a
unique Journal ID
number.

2. Click on "™ to obtain
approval from
appropriate administrator
(based on DOA).
Alternatively, an email
can be sent to the
appropriate
administrator.

= Note: Journal Status
Budget Status must both be
“Valid” (V) before journal will
post.

Header Lines ‘ Totals Errors. Approval ‘
Unit LBCMP Journal ID_ 0002173782
Template List Search Crileria
Inter/intraUnit “Process | Edit Joural
¥ Lines
NS
Select Line *Ledger Account Fund Dept
o 1 ACTUALS [101100 Q| eroo1 a |
o 2 ACTUALS 580090 Q  GFoo1 Q ‘00732
D lnestoadd [ 1] + — @
~ Totals
F)[a
Unit Total Lines Total Debits
LBCMP. 2 100.00
m Notify H Refresh ‘
Header | Lines | Totals | Errors | Approval

New Window | Help | Personalize Page
Date 071712023 Errors Only
Change Values
Process Line | 10
Program Class Project Amount Refer:
| a | a| 100.00|
| Q al | a| 100,00
,
View All
Total Credits |  Journal Status Budget Status
100.0( v v
‘ Add H Update/Display

3. Type email address of
approver on the “To:” line
and reference journal
entry number and the
action requested on the
“Subject:” line. Click
B ¢ send.

Approver will notify
General Accounting via
the notify button or email
to fisgl@csulb.edu that
journal is ready for
posting.

Send Notification

Notification Details

To: |your.approver@csulb.edu
4
cc: ‘
4
BCC: ‘
&
Priority: ‘ i
Subject: | Please approve JE 0002173782 &
v
D Template: | Workflow Notification
Priority: %NotificationPriority
Diatn Sant: 2022 07 47 4
Message: |Please approve this journal entry. Supporting documents are 4
attached.
Vi

Click Apply to send this notification and remain on this page.

Type names or email addresses in the To, CC, or BCC fields, using a semi-colon as a separator.
Click LOOKUP RECIPIENT to search for a name. Click DELIVERY OPTIONS to view or change the method of the send.

Lookup Recipient

Delivery Options
O RichText

Click OK to send this notification and exit this page. Click Cancel to exit this page without sending a notification.
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1.3

Example of Journal Entry Errors

Processing Steps / Field
Name

Screenshot / Description

1. Click HEIE System will
assign a unique Journal

Header || Lines || Toais

Errors H Approval ‘

New Window | Help | Personalize Page

balanced by fund.

Unit LBCMP Ji 11D 0002173782 Date  07/17/2023 Errors Only
ID number. ™ oo s o e s
‘ nter/intraUnit ‘ *Process | Edit Journal I Process Line [ 10
- . ~ Lines
¥ Note: Journal Status (&
H ““ 33
will show “Error” (E) and st tmereager - rrogrn o [promes P—
Budget Status will show “Not o 1 ACTUALS oo al [eroor Q] a a a al | 10000
Checked" (N) D 2 ACTUALS 580090 Q| [eroor Q| [oo732 Q Q a al | +100.00
D u] 3 ACTUALS 580003 Q| [eroor Q| |oo7az Q Q Q al | 100.00
5
. “wpn . 4 - m
2. Click on “E” hyperlink trestosaa [ 1]
¥ Totals
under Journal Status to = .
determine error. N e S
LBCMP 3 200.00 100.00 E N
Header Lines Totals | Errors. Approval
Journal total is out of o || Lown || e | [ERBRY] | e
balance or Journal IS nOt Unit LBCMP Journal ID 0002173782 Date  07/17/2023

¥ Header Errors

5| Q]
Unit Field Name Field Long Name set Msg
LBCMP JRNL_HDR_STATUS Joumal Header 5860 48

Status
¥ Line Errors
EIEY
Message Text

D Field Long Name

No journal line between line 1 and line 3 is marked in error.

Header | Lines | Totals | Errors | Approval

Message Text

Journal is not balanced on journal totals or balancing ChartField totals

[ A ‘ Update/Displ

Combo edit error. Message
displays line number and
identifies combo edit rule
error.

Header Lines Totals Errors Approval

Unit LBCMP Journal ID 0000423162

< Header Errors

Unit Field Hame Field Long Name Set Msg

LBCMP JRML_HDR_STATUS Journal Header Status 5860 53

< Line Errors

Line # Field Name Field Long Name Set Msg

Message Text

Journal line errors exist for this header.

Message Text

Date 04/14/2014

Personalize | Find H@ | i First [ 4 ot 4 ] Last

Personalize | Find \@ | = First M 4 or 1 ] Last

P DEPTID Department 9600 3

Combo error for fields Account/Deptin group ACCT_DEPT.
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2.0 Journal Upload

2.1 Prepare Custom Spreadsheet Journal

The CSU Journal Upload functionality facilitates rapid data entry using Microsoft Excel. The journal information
can be reviewed and approved before uploading into the system. The functionality will streamline the journal
processing and simplify journal data entry. CSULB has created a Journal Entry Upload Form for that is used to
capture the journal information in an excel template.

2.1.1 Fields and Descriptions in Custom Spreadsheet Journal Template - Actuals

CFS Actuals Journal Entry Upload Form Convert to CSV
Journal . .
Date Source Ledger Debit Credit Net
TRF ACTUALS 0.00 0.00 0
Required Optional Not Applicable] Reguired Optional | Not Reguired

The following describes the header fields:

Header Fields Description

Journal Date The Accounting date which determines the period the system will post the journals.

Source TRF - "Transfers" used for corrections, reclassifications, or transfer of funds
DCB - "Departmental Chargebacks" used to record interdepartmental chargeback
transactions

Ledger ACTUALS

Debit Total debit (positive amounts) recorded on spreadsheet. This field is automatically
calculated.

Credit Total credit (negative amounts) recorded on spreadsheet. This field is automatically
calculated.

Net The net amount of the Debit plus the Credit. This should equal to zero.
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The following describes each of the fields in the Body:

Fields Description Required/ Optional Field Length
Account PS Account Chartfield — GL_ACCT_TBL Required 6
Fund PS Fund Chartfield — FUND_TBL Required 5
Dept PS Department Chartfield — DEPT_TBL Required for Revenue & 10
Expense Accounts
Program PS Program Chartfield —- PROGRAM_TBL | Optional 5
Class PS Class Chartfield — CLASS_CF_TBL Optional 5
Project PS Project Chartfield — PROJECT Table Optional 15
Scenario PS Scenario Chartfield — N/A for Actuals ledger 10
BD_SCENARIO_TBL
Line Description | Line Description. Optional 30
Stat PS Statistics Code Chartfield — STAT_TBL | Optional 3
Stat Amount Non-Monetary Amount. Used in Optional 2 decimal
conjunction with Stat Code places required
Open Item OPEN_ITEM_GL Table Required only for Accounts 30
marked as Open Item.
Currently not used at
CSULB.
Journal Line Campus Specific Optional 10
Reference
Monetary Amount Required 2 decimal
Amount places required

2.1.2 Fields and Descriptions in Custom Spreadsheet Journal Template - Budget

Convert to CSV
CR- 0.00 | NET= 0

2014-15 CFS Budget Journal Entry Upload Form
DR=

0.00 |

Journal Datq Journal # Bource Ledger | Auth. Orig. Dept. cc:

TRF | BUDGET

Journal Desc: Ref:

Account Fund Deptid | Program Project Tcemario (ORIGINALITRANSFER] Line Desc Amount

The following describes the header fields:

Header Fields Description

Journal Date The Accounting date which determines the period the system will post the journals.

Source TRF - "Transfers" used for corrections, reclassifications, or transfer of funds
DCB - "Departmental Chargebacks" used to record interdepartmental chargeback
transactions

Ledger ACTUALS

Debit Total debit (positive amounts) recorded on spreadsheet. This field is automatically
calculated.

Credit Total credit (negative amounts) recorded on spreadsheet. This field is automatically
calculated.

Net The net amount of the Debit plus the Credit. This should equal to zero.
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The following describes each of the fields in the Body:

Fields Description Required/ Optional Field Length

Account PS Account Chartfield — GL_ACCT_TBL Required 6

Fund PS Fund Chartfield — FUND_TBL Required 5

Dept PS Department Chartfield — DEPT_TBL Required for Revenue & 10

Expense Accounts

Program PS Program Chartfield —- PROGRAM_TBL | Optional 5

Class PS Class Chartfield — CLASS_CF_TBL Optional 5

Project PS Project Chartfield — PROJECT Table Optional 15

Scenario PS Scenario Chartfield — Required for Budget Ledger | 10
BD_SCENARIO_TBL

Line Description | Line Description. Optional 30

Stat PS Statistics Code Chartfield — STAT_TBL | Optional 3

Stat Amount Non-Monetary Amount. Used in Optional 2 decimal
conjunction with Stat Code places required

Open Item OPEN_ITEM_GL Table Required only for Accounts 30

marked as Open ltem.
Currently not used at
CSULB.

% Note: Line Description cannot contain “, - Commas”.

2.1.3 Upload Template

Journal Actuals  NEW BTR Form 1415
Template.xIsm Template.xIsm

2.1.4 Format Cells

It is critical that the formatting of this form be left intact and that the form be filled out correcily.

e The SQR that uploads the data is comma delimited; therefore, the order of each column must not change.
e Columns A through I, K & L should be “Text” formatted. Columns J & M should be “Number” formatted with 2

decimal places.
e There cannot be blank rows between lines.

e Do not hide or delete columns, if a column is not being used, leave it blank.

e Make a copy of the original template and keep the original in a safe place. The template can be copied as
many times as necessary using the “File Save As” Excel functionality.

Last Revised: 07/17/2023
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Format Cells Page

Navigation: Excel > Home > Number

Processing Steps / Field Screenshot / Description
Name

1. Format the cells based on
the information above.

Mumber |Nigr1ment| Fant | Border | Fil |Probection

Category:
General Sample
Mumber
Currency

Accounting : . P
Date Decimal places: |2 lEI
Time [] Use 1000 Separator {,)
Percentage

Fraction Negative numbers:
Scientific
Text
Special
Custom

Mumber is used for general display of numbers. Currency and Accounting offer spedalized
formatting for monetary value.

Last Revised: 07/17/2023 Page 10 of 20



2.1.5 Save First as an xIsm File

Once the journal data for upload is completed save the file as an excel spreadsheet in case you must go back

and make changes.

Processing Steps / Field
Name

Screenshot / Description

1. Open Excel Template or
previously saved xlsm
upload file

2. Format cells or update
data.

3. Save file as xxxxxx.xlsm

A B E ] E F G T T 3
: CFS Actuals Journal Entry Upload Form
) Journal Date| Source Ledger Debit Credit Net|
3 05/14/2014 TRE ACTUALS 78718555.75| -78718555.75 0|
q
5 equired Optional Required Optional | Not Applicable Required|
5 __fccount Fund i Class Scenario |Line Descr (30 characters] Stat| Stat Amount] Jinl Line Ref Amount]
8 501112 UF002 00126 Revenue collected in advance 197532.00]
s | 103004 UF002 Revenue collected in advance 1
| 02005
0 205090 ] Save As d l . |
aveAc
ulll SRR @. < \\CMS\Fin-Share () » CMS Finance Dept » Staff » Maria » Journal Entry Documents
2 103004 — _
| 203080|| Orgsnize v MNewfolder
r - =
W 501001 £l Recent Places “ MName Date modified Type Size
r
5 103873 i ) Journal Actuals Template 7/22/2014 312 PM  Microsoft Excel M... 47KB
G ) Libraries ; o
< )] Journal Upload Template MD 5/14/2014 258 PM Microsoft Excel M... 74 KB
[ Documents - h . .
Im (] Journal Upload Template 5/14/2014 437 PM Microsoft Excel M... 3KB
) Music
B & Upload Template OLD 3/26/201412:02 PM  Microsoft Excel M... 69 KB
=] Pictures

B videos

1M Computer
&, Local Disk (C) L4
5% MDaloisi (\\campus.ad.csulb.edt
5% \\CMS\Fin-Share ()

5 \WCMS\PSoft (N:)

F OB AC D AR T M

23
24

25
26

[0 il ournal Actuals Templatel

2 Save as type: | Excel Macro-Enabled Wo

rkbook

= Authors: ipfeil

29
a0 [C] Save Thumbnail
31
32
33

Tags: Add a tag

Title: Add a title

Last Revised: 07/17/2023
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2.1.6 Save xIlsm File as a csv File

Save the file a 2nd time as a csv file.

Processing Steps / Field
Name

Screenshot / Description

. CD]]VE CSV A B [ o E F G H I K
1 . C“Ck on | CFS Actuals Journal Entry Upload Form
button , | JournalDate| Source | Ledger Debit Credit] Net
. Yes 05/14/2014 TRF ACTUALS 78718555.75| -78718555.75 o
2. Clickon | = | :
5 e Optional Optional | Not Applicable Reguired,
3. Save as XXXXXXX.CSV 5 _Bccous | Fund Clasz Line Deser (30 charagtacz) Stat| Stat Amount Amaunt
8 501112 UF002 00126 Revenue collected in advance 197532.00)
r ro
s [ 103004 | uron2 Comnting G5V Up\mﬂli‘ ] -21948.00
m 205090 | uFoo2 -175584.00
Ul GTEE || MR || GHRE Do you want to create the CSY JE upload file? EEENEC
| 103004 | UFo02 -1156.00
v
205090 | UFo02 -10064.00
v
w | 501001 | GFool | AccTg FALL o 60276702.00
v
s | 103873 | Groo1 5727876104
® 205090 | GFoo1 | collected in advance -2997940.96
| sosso | eroo1 | accre FALL Revenue collected in advane | 50031.00
Review the file to verify file is Hame R e
. . @) CSULB C5U Journal Entry Process CFS90...  5/6/2014442PM  Microsoft Word D... 1,286 KB
saved as a csv file without 5 Joural pload Template D /132004 627PM Micosot bce =
=) Journal Upload Template MD 5/13/2014 422PM  Microsoft Exce Open
header. & Journal Upload Template Microsoft Exce et
] Upload Template OLD Microsoft Exce Edit
Convert to Adobe PDF

%~ Note: To review the
csv file, use the “Open With”

™
% Convertto Adobe PDF and EMail

Scan for Viruses...

Openwith

Always available offline

1 (=)

Intemet Explorer
Microsoft Excel

. Restore previous versions bict=nad
command, and open in Sen‘m" Wordpad
notepad. S Choose default program...
If you re-open the csv file into o

opy

excel, you will lose all the

Create shortcut

1 Delete
formatting of the spreadsheet -
y e
and the unseen zero’s in the Praperies
file.
. - e ——
Sample of a csv file opened | Journal Upload Template MD - Notepad =
. File Edit Format View Help
in NOtepad 501112 ,uF002,00126,, ,,,Revenue co'I'\ected in advance,,,, ,].9 532 00 -
103004, UFOOZ, v1re.Revenue collected 'm advance, ,,,,-2194
205090,vF002,,,,,,Revenue collected in advance,,,, ,—175584 00
[ 501112,uF002,00128,,,, ,Rever’lgﬁ cal ;ecteddm advance, ,,,,11220.00 -
- H 103004,UF002,,,,,,Revenue collected in advance,,,,,-1156.00 b
\" NOte. If the f|le 205090,vF002,,,,,,Revenue collected in advar’lce, s1s,-10064.00
501001 ,GF00L,ACCTG, ,FALL, , ,Rs‘a)lfenuedco'l'\egted in advance,,,,,60276702.00 |
H . 103873, GFOOL,,,,,,Revenue collected in advance,,,,,-57278761.04
Conta|n3 eXtI’a ||neS at the 205090, 6GF001, , ,,,,Revenue collected in_advance,,,,,-2997940.96
501850,GF001,ACCTG, ,FALL, , ,Revenue collected in advance,,,,,50031.00
103875, GFOUL, 4115 Revenue collected in advance,,,, ,—28554 00
bOttom, be sure to delete 205090, 6GF001, , ,,,,Revenue collected in_advance,,,,,-21477.00
501201,GF001,ACCTG, ,FALL, , ,Revenue collected in advance,,,,,156718.00
them prior to loading. Then 363000, Eiggi’ L Rvenie collected ip. advance. | !l 1438400
s 11.0,Revenue collected in_advance,,,,,-
p g 501101,46101,ACCTG, ,FALL, , ,Revenue collected in advance,,,, ,13 2760.00
. 102004 46101, 4111, Revenue collected in advance,,,,,-1309083.2
resave the file 205090,46101, , ,, . ,Revenue collected in advance,,,,,-64676.67
" 504008, 53401 ,ACCTG, ,FALL, , ,Revenue collected in advance,,,, ,4098384 00
102004, 53401, 4112 Revenue collected in advance,,,,,-3902766.
205090, 53401, ,,,,,Revenue collected in_advance,,,,,-195618. UO
501005 GF001,ACCTG, ,FALL, , ,Revenue collected in advance,,,, ,1030320 00
10387 GFOUL, 4111 Revenue collected in advance,,,,,-981222.0
205090 GFO01,,,,,,Revenue collected in_advance,,,,,-49098. CIU
501801, ID00L,ACCTG, ,FALL,, ,Revenue collected in advance,,,, ,114480 00
103004, IDOU]., y 111 Revenue collected in advance,,,,,-108970.
205090,1D001,,,,,,Revenue collected in_advance,,,,,-5510. OCI
501102,46301,ACCTG, ,FALL, , ,Revenue collected in advance,,,, ,Sf 2400. 00
103004 46301, 4112 Revenue collected in advance,,,,,-544750.0
205090,46301,,,,,,Revenue collected in advance,,,,,-27650. CIU b
i

2.2 Upload the Custom Spreadsheet Journal File

2.21

The following program is used to upload the CSV which was created in the above steps.

Run Control
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Navigation: General Ledger > Journals > Import Journals > CSU Journal Entry Upload > Add or Update an

existing Run Control

Name

Processing Steps / Field Screenshot / Description

1. Complete the Run
Control Information.

C5U Journal Entry Upload

Run Control ID LBCMP_JRNL_UPLOAD Report Manager Process Monitor
*Business Unit: LBCHMP|Cy
Ledger: ACTUALS Q
Journal Date: 051412014 |
Source: TRF |Q

Description: 8. 8mith - To reclass revenue collected in advance:

Select Journal File ICSUiftphome/bftpfpdiFBC_Adj.csv

B save |& Returnto Search | +E PrewiousinList || 4B MNextinList ||[E] Mofife

Ref No: Offset Required:

Journal Class: Q Offset Account:

Er Add

CSU Journal Entry Upload Field Definitions/Values

balance, select this. (Not applicable to Budget Journals.)

Fields Description/Value Required/Optional
Business Unit LBCMP/LBFDN/LB49R/LBGAP/LBCSU Required
Ledger Actuals Ledger or Budget Ledger Required
Journal Date Journal Date. (Message will appear if period is not open) Required
Source TRF Required
Ref No Journal Reference No. Not Used Optional
Journal Class Journal Header Class. Not Used Optional
Description Journal Header Description. First Initial, Last Name then a Required
description of the purpose for the journal.
Offset Required If you want the program to balance those funds that are not in Optional

Offset Account Logic

If a Journal is out of balance by Fund and you want the Journal Upload program to balance it, you need to
select the “Offset Required” on the Run Control.

The program will use the following logic to determine the Chartfield(s) string for the “side” that is out of balance:

Fund - Automatically inherit the Fund that is out of Balance.

Account - Use the “Offset Account” specified on the Run Control.

Dept/Class/Project/Program — no values will be inherited.

Select Journal File

This is used to FTP the file you want to Upload.

Last Revised: 07/17/2023
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Processing Steps / Field
Name

Screenshot / Description

1. Select Browse and then
select the “csv” file you
want upload. Click on
the file, and then select
Upload.

File Attachment
Help

JACMS Finance Dept\StaffiMariatJournal Entry Dncumen‘

Laload Cancel

2. Click Run to process the
job.

CSU Journal Entry Upload

Run Control ID LBCMP_JRNL_UPLOAD Report Manager Process Monitor

*Business Unit: LBCMP|Q

Ledger: ACTUALS | Q

Journal Date: 05114/2014 |

Source: TRF | Q

Ref No: Offset Required: [C]

Journal Class: Q Ofiset Account: Q
Description: 8. 8mith - Toreclass revenue collected in advance

Select.Journal File iCSUMphomedlbftpfdviJournal_Upload_Template_MD.csv

B Save | & Returnto Search || +E Prewious in List

+F MextinList | |[[Z] Motify Er Add
The Process SChedUIer Process Scheduler Request
Request page will display
r UserID: 40000025790 Run Control ID: LBCMP_JRNL_UPLOAD
3. Select ¥ CSU Journal
Server Name: Run Date: [p514/2014 E]
Upload JOb Recurrence: - Run Time: |9:30:40AM Resetto Current DaterTime
. Time Zone: Q

4. Click OKto process e
Select Description Process Hame Process Type Type *Format Distribution
CSU Journal Upload Job CSUGLO1J PSJob (Mone) ~ (MNone) ~ Distribution

OK Cancel

The CSU Journal Entry
Upload page will display.
5. Click the Process
Monitor link.

B Save | Q& Returnto Search

CSU Journal Entry Upload

Run Control ID LBCMP_JRNL_UPLOAD Report Manager

Process Monitor Zuy

Process Instance:5756160
*Business Unit: LBCMP|Q

Ledger: ACTUALS Q

Journal Date: 05/14/2014 |5

Source: TRF R

Ref No: Offset Required: [C]

Journal Class: Q Offset Account: IS
Description: 8. 8mith - To reclass revenue collected in advance

Select.Journal File ICSUMphomedlbftpfdvilournal_Upload_Template_MD.csv

+E Previous inList || +F MextinLlist | |[Z] Notify Er Add
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2.2.2 Journal Upload Success Example

Processing Steps / Field
Name

Screenshot / Description

The Run Status will say
Success, which means the
upload is successful.

1. Click CSUGLO01J.

Process List Server List

View Process Request For

User ID|40000025790 | & Type - Last
Server *  HName Q
Run Status - Distribution Status

Process List

Process
Seq. Process Type i User

Select Instance

5756160 PSJob

Go back to CSU Journal Entry Upload
B Save | |[=] Notify

Process List| Semver List

Instance

40000025790

- 30 Days -
to

Save On Refresh

~
Personalize | Find | View All HE' | i
Run Date/Time Run Status

05/14/2014 9:30:404M PDT Success

Refresh

First B 1 of 1 I L ast

Distribution
Status Details

Posted Details

2. Click CSUGL01B
Success

Process Detail

Process Name: CSUGLO1J

Main Job Instance: 5756160
Left | Right

B 5756160 - CSUGLO1 Success
B 5756161 - CSUGLO1A Success

3 _=7561462. £S1GL004 Es;;;gia
B 5756163 - CSUGLO1E Success

Refrash

3. Click View Log/Trace.

Process Detail

Process
Instance 5756163
Hame C3UGLO1B
Run Status Syccess
Run

Run Control ID LBCMP_JRNL_UPLOAD
Location Sgrver

Server PSUNX

Recurrence

Date/Time

Request Created On 05/14/2014 9:31:14AM PDT
Run Anytime After 05/14/2014 9:30:404M PDT
Began Process At 05/14/2014 9:32:564M PDT
Ended Process At 05/14/2014 9:3312AM PDT

Ok Cancel

Type SQR Process

Description CSU Journal Upload - Part2
Distribution Status pgsted

Update Process

Hold Request

Queue Request
Cancel Request
Delete Request
Restart Request

Actions

Parameters Transfer

Message Log

Batch Timings

Last Revised: 07/17/2023
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Processing Steps / Field
Name

Screenshot / Description

4. Select the PDF file to find
the Journal ID that was

View Log/Trace

CSU Journal Upload - Part 2
Distribution Details

Distribution Node: FBCFSPSBE Expiratio

File List
Hame

n Date:

File Size (bytes)

Report
created.
Report ID: 93904 Process Instance: 5756163 Message Log
Name: CSUGLO1B Process Type: S0R Process
Run Status: Success

T

Datetime Created

created.

Mo Erroers Found - CF & Combe Edit

Total Jeurnal Header Inserts

S6163.log 1,688 05/14/2014 9:33:12.464910AM POT
2,870 05/14/2014 9:33:12.464910AM PDT
csuglDTb_ 5756163 out a7z 05/14/2014 9:33:12.464910AM POT
Distribute To
::;?r';r:m" *Distribution ID
User 40000025790
Return
This report displays the
number of Journal Lines, Report ID: CSURLOIR JOURMAL EMTEY TPFLOBD - POST CHARTFIELD WV
. . Cperater: 40000025750
total Debits and credits, and
the JOUI"nal |D that was Tpdate Description Count Total Credits Total Debits

Total Jeurnal Line Inserts 152
Total Open Item Inserts 4]
IJouInal Created = 0000513644] 152

-78, 718 555.75

78,718,555.75

2.2.3 Journal Upload No Success Example

The Journal Upload file will be rejected for the following reasons:

e CSUGLO1A - File layout issues and Fund balancing issues.
e CSUGLO01B - Chartfield Values are not Valid and Combination Edits.

Note: If the file is rejected due to errors, a PDF file(s) will be generated and will list what errors were encountered.
You must return to the excel spreadsheet you saved and make the necessary changes to the data. Once the
corrections have been made, save the file again as an Excel (xlsm) file. Then save the file again as a CSV (csv)
file. Re-run the CSU Journal Entry Process. Select the Select Journal File first to FTP the new file then run the

process. If the file was a success the PDF file will list the Journal ID that was created.

Processing Steps / Field
Name

Screenshot / Description

The run Status will say No
Success, which means a
journal was not created.

1. Click CSUGL01J

Process List Server List

View Process Request For

User ID 40000025790 |Q Type ~ Last
Server ~*  Name Q
Run Status - Distribution Status

Process List

Select Instance Seq. Process Type Blucess User
Name

5756185

PSJob

Instance

to

- Save On Refresh

Personalize | Find | View All \@ | |

Run Date/Time

CSUGLO1J | 40000025790 0514/2014 2:59:51PM PDT

30

Days - Refresh

First B 1-2 of 2 I8 | ast

Run Status Distribution
Status

Mo Success | Posted

Details

Details

Last Revised: 07/17/2023
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Processing Steps / Field
Name

Screenshot / Description

2. There are 2 jobs that
identify the types of
errors that might have
occurred:

e CSUGLO1A - Fields do
not match file layout
specifications and/or
funds that are out of
balance.

e CSUGLO01B - Chartfield
Values are not valid
and/or Combination Edit
errors exist.

You will only need to view

the job(s) that have a No

Success by them.

3. Click CSUGL01A No
Success

Process Detail

Process Name: CSUGLD1)

Main Job Instance: 5756185
Left | Right

D._{ [T ad =] B Vol W W RN T
3 5756186 - CSUGLO1A No Success,
- Uccess
3 5756188 - CSUGLOB Success

Refrech

4. Click View/Log Trace

Process Detail

Process

Instance 5756186
Name CSUGLO1A
Run Status No Success

Type SOR Process
Description CSU Journal Upload - Part 1

Distribution Status Posted

Report ID: 98924
Hame: CSUGLO1A

Process Instance: 5756186

Run Status: Mo Success

CSU Journal Upload - Part 1
Distribution Details

Distribution Node: FBCFSPSB

File List

Name File Size (bytes)
1,688
3,048
771

Distribute To

Distribution .

1D Type Distribution 1D

User 40000025790
Retum

Run Update Process
Run Control ID LBCMP_JRNL_UPLOAD Hold Request
Location Server Queue Request
Server PSUNX Cancel Request
Delete Request
Recurrence @ Restart Request
Date/Time Actions
Request Created On 05/M14/2014 2:59:53PM PDT Parameters Transfer
Run Anytime After 05/14/2014 2:59:51PM PDT Message Log
Began Process At 05/14/2014 3:.00:25PM PDT Batch Timings
Ended Process At 05/14/2014 3:.00:39PM PDT View Log/Trace
5. Select the PDF report )
View Log/Trace
Report

Message Log

Process Type: SQAR Process

Expiration Date:

Datetime Created

05/14/2014 3:00:39.7125690PM PDT
05/14/2014 3:00:39.712569PM PDT
05/14/2014 3:00:39.712569PM PDT

Last Revised: 07/17/2023
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Processing Steps / Field Screenshot / Description

Name
CSUGLO1A Error Report. Report ID: 2SUELOLE JOURMAL ENTRY UPLORD - PRE CHARTFIELD VALIDATICN & CCI
Cperator : 40000025790 Input File = /CSU/ ftphome/1bftpfdv/Tournal_Upload Templat,
Displays Fields that do not
Lins # Err # E/W Fisld In Errer value of Field

match the layout | -
specifications and/or funds

Run Control edits completed .. ...

1 1 E Mumber of Input Record fields Fields encountered = 14
Input Record is supposed te centain exactly 13 fislds
are out of balance. s b o Trpat oemed Fiotds Pields encountered = 14

Input Recoerd is supposed te centain exactly 13 fields
Input File e=dits completed ... ..

153 2 E Fund/Menstary Debits/Menstary Credits UFee2/11, 220,00/ -186, 804 , 00
Fund is out of balanes

Fund Balance sdits completed .. ...

No Warnings Found
Errers Found - Pre CF & Combo Edit: 3

6. Click CSUGL01B No

Process Detail

Success.
Process Name: CSUGLD1Y Refresh
Main Job Instance: 5756189
Left | Right
7. C“Ck VleW LOg/TI’aCG Process Detail
Process
Instance 5756192 Type S0R Process
Name CSUGLO1E Description CSU Journal Upload - Part 2
Run Status |p Success Distribution Status Posted
Run Update Process
Run Control ID LBCMP_JRMNL_UFPLOAD Hold Request
Location Server Queue Request
sarver PSUN Cancel Request
Delete Request
Recurrence ©) Restart Request
Date/Time Actions
Request Created On 05/14/2014 3:22:.04FPM PDT Parameters Transfer
Run Anytime After 05 2014 3:22.01PM PDT Message Log
Began Process At 05/14/2014 3.23.57PM FDT Batch Timings

Ended Process At 05/14/2014 3:24.02FM PDT
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Processing Steps / Field
Name

Screenshot / Description

8. Select the PDF report.

View Log/Trace

Report

Report ID: 98929 Process Instance: 5756192
Name: CSUGLD1B Process Type: SQR Process
Run Status: Mo Success

CsU Journal Upload - Part 2
Distribution Details

Distribution Node: FBCFSPSB Expiration Date:
File List
Hame File Size (bytes)
SOR_C3UGL01B_5756192.log 1,688
3,521
- 932

Distribute To

T

Wessage Log

Datetime Created

05/14/2014 3:24:02.982198PM PDT
05/M14/2014 3:24:02.982198PM PDT
05/14/2014 3:24:02.932198PM PDT

Displays Invalid Chartfields
and/or Combination Edits.

Distribution | I
1D Type Distribution 1D
User 40000025790
9. CSUGLO1B Error Report report 0 covorors JOURNAL BNTRY UPLORD - POST CHARTPTERD VALIDATION ¢ CONBO EDIT
Operator: 40000025790

Field In Error

Account

3 1 E

Errors Found - CF & Combo Edit: 1

Value of Field

Message

Invalid chartfield - Account

Last Revised: 07/17/2023
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2.3 Review Journal

Once the Journal is uploaded, Edit & Post the Journal. Refer to your campus business processes for more
information on running Journal Edit and Journal Post.

Create/Update Journal Entries Page

Navigation: General Ledger > Journals > Journal Entry > Create Journal Entries

Name

Processing Steps / Field

Screenshot / Description

ID

1. Click on the Find an
Existing Value tab

2. Enter uploaded Journal

3. Click on Search

Create/Update Journal Entries

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

‘ Find an Existing Value || Add a New Value

| = Search Criteria

Use Saved Search: v
w begins with ~ |0000513644 i

ournal e = - ]
Document Sequence Number: begins with ~
Line Business Unit: = - |—|Q
Journal Header Status: = - -
Budget Checking Header Status: = - -
souee SRR E—
Entered By: pegins with ~ | o
Attachment Exist: = hd -

Basm Search [E) Save Search Criteria Delste Saved Search

message.
4. Click OK.

=,

= Note: The system will
display the warning error
message at the right:

This is only a Warning

5. The Journal is ready to
be Edited, Budget
Checked and Posted.

Message

This journal must be formatted by the Journal Edit process before you can use it here (5010,101)
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