Create Journals

Scope

The SFA CFO Accounting Division can create ajournal manually using
the Oracle SFA FMS GL. Users may also use Applications Desktop
Integrator (ADI) to create journal entriesin the Oracle SFA FMS GL.

System References

N/A

Policy

N/A

Responsibility

SFA CFO General Ledger SuperUser
Distribution

N/A

Ownership

N/A

Activity Preface

Create Journals-SFA CFO General Ledger Super
User

The following procedure shows how to manually enter journals directly
into the General Ledger.
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E%'Navigatm - 5FA CFO General Ledger Super User | _ [O] x]
Action Edit Guery Goo Folder  Special Help

Functions

Journals:Enter

Enter journals

Encumbrance
+ Import
+ Define
+ Generate
+ Budgets
- Inquiry
Account
Average
Budget

Funds Add Hemopye
Journals

Close Other Forms

1. Fromthe “Navigator” window, double-click Journals. The Journal
sub- menu appears.

2. Click Enter and click the Open button. The “Find Journals’ window
appears.

E;‘,i' Find Journals [ =]
Action Edit Query Go Folder Special Help

Batch |
Journal
Source Periad
Categary Currency
Status Control Total
Pasting Batch
Funds Journal

Clear New Batch New Journal | Find |
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General Ledger Batch Naming Convention

3. Click the New Batch button. The “Batch” window appears.

B Daboh |SFA FHE]

Arhon Edil Gery  Go

Help

Stats
Hatzh [RCTDLSS17345:0 | Prcting [Uaposied |
Ferod (D12 Funds  [Reapiimad
Halance Type Aciual Approwal M,
Descrption (LS Hatek to revarse a semmang drpmtnud
Trangaclion Code Drane
Cregted [@4-0CT-2001
Coniral Total | | Fogted

Batch Totals

Cebis

Cradts

Enfared

Comered

Mare Arbops

i 1

4. Type the name of the batch in the Batch field.

Program Description for Examplefor Description for Example for New

Existing Batch Existing Batch (l.e., [New Batch Batch (l.e,,
Adjustment) Allotment)

Campus Thefollowing naming |RCTCB123456:A | The following CB250CT0101

Based convention should be |where: RCT isthe 3- |naming convention |where: CB is
used for manual batch |letter initials of the  |should beused for |Program Name
entries: (3-letter Initials [person enteringthe  [manual batch Reference,
of Person Entering batch,CB isProgram |entriesthat do not [250CTO01 isthe
Batch)(Program Name [Name Reference, and |relate to other Creation Date, and
Reference)(Existing 123456: A isthe existing batches: 01 isthe 2-digit
System-Generated Existing System- (Program Name Sequential Number
Batch ID if any) Generated Batch ID | Reference)(Creation

Date:
DDMMMYY)(2
digit Sequential
Number)

Pell Thefollowing naming [RCTPell123456:A |The following Pell250CT0101
convention should be |where: RCT isthe 3- |naming convention (where: Pell is
used for manual batch |letter initialsof the  |should be used for |Program Name
entries: (3-letter Initials [person enteringthe [manual batch Reference,

of Person Entering
Batch)(Program Name
Reference)(Existing
System-Generated
Batch ID if any)

batch, Pell is Program
Name Reference, and
123456: A isthe
Existing System-
Generated Batch ID

entries that do not
relateto other
existing batches:
(Program Name
Reference)(Creation
Date:
DDMMMYY)(2
digit Sequential
Number)

250CTO01 isthe
Creation Date, and
01 isthe 2-digit
Sequential Number
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General Ledger Batch Naming Convention

Program Description for Examplefor Description for Example for New
Existing Batch Existing Batch (l.e.,, [New Batch Batch (l.e,,
Adjustment) Allotment)
Debt Thefollowing naming |RCTFFELDCS1234 | The following FFELDCS250CTO0
Collection convention should be |56:A naming convention (101
Services used for manual batch |where: RCT isthe 3- |should beused for |where: FFELDCS
entries: (3-letter Initials |[letter initialsof the  [manual batch is Program Name
of Person Entering person enteringthe [entries that do not |Reference,
Batch)(Program Name |batch, FFELDCSis |relateto other 250CTO01 isthe
Reference)(Existing Program Name existing batches: Creation Date, and
System-Generated Reference, and (Program Name 01 isthe 2-digit
Batch ID if any) 123456:A isthe Reference)(Creation| Sequential Number
Existing System- Date:
Generated BatchID [DDMMMYY)(2-
digit Sequential
Number)
FFEL/GA The following naming |RCTFFEL GA12345 |The following FFELGA250CTO01
convention shouldbe |6:A naming convention (01
used for manual batch |where: RCT isthe 3- |should be used for |where: FFELGA is
entries: (3-letter Initials |letter initialsof the  |manual batch Program Name
of Person Entering person entering the  |entriesthat do not [Reference,
Batch)(Program Name |batch, FFELGA is |relateto other 250CTO01 isthe
Reference)(Existing Program Name existing batches: Creation Date, and
System-Generated Reference, and (Program Name 01 isthe 2-digit
Batch ID if any) 123456: A isthe Reference)(Creation|Sequential Number
Existing System- Date:
Generated Batch ID |DDMMMYY)(2-
digit Sequential
Number)
FFEL/Lender |Thefollowing naming |RCTFFELDS12345 |The following FFELDCS250CTO
convention should be  [6:A naming convention (101
used for manual batch |where: RCT isthe 3- |should beused for |where: FFELDCS
entries: (3-letter Initials |letter initials of the  [manual batch is Program Name

of Person Entering
Batch)(Program Name
Reference)(Existing
System-Generated
Batch ID if any)

person entering the
batch, FFELDCS is
Program Name
Reference, and
123456: A isthe
Existing System-
Generated Batch ID

entries that do not
relate to other
existing batches:
(Program Name
Reference)(Creation
Date:
DDMMMYY)(2
digit Sequential
Number)

Reference,
250CTO01 isthe
Creation Date, and
01 isthe 2-digit
Sequential Number
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General Ledger Batch Naming Convention

Program Description for Examplefor Description for Example for New
Existing Batch Existing Batch (l.e.,, [New Batch Batch (l.e,,
Adjustment) Allotment)
LEAP/SLEAP |Thefollowing naming |RCTLEAPSLEAP1 |Thefollowing LEAPSLEAP250
convention should be  [23456: A naming convention (CT0101
used for manual batch |where: RCT isthe 3- |should be used for |where:
entries: (3-letter Initials |[letter initialsof the  [manual batch LEAPSLEAPIis
of Person Entering person enteringthe  |entriesthat do not [Program Name
Batch)(Program Name |batch, LEAPSLEAP |relateto other Reference,
Reference)(Existing is Program Name existing batches: 250CTO01 isthe
System-Generated Reference, and (Program Name Creation Date, and
Batch ID if any) 123456:A is the Reference)(Creation(01 is the 2-digit
Existing System- Date: Sequential Number
Generated BatchID [DDMMMYY)(2-
digit Sequential
Number)
Direct Loan |Thefollowing naming |RCTDL SS123456:A |The following DL SS250CT0101
Servicing convention should be |where: RCT isthe 3- |naming convention |where: DLSSis
used for manual batch |letter initialsof the  |should beused for |Program Name
entries: (3-letter Initials |person entering the  |manual batch Reference,
of Person Entering batch, DL SS is entriesthat do not |250CTOl isthe
Batch)(Program Name |Program Name relate to other Creation Date, and
Reference)(Existing Reference, and existing batches: 01 isthe 2-digit
System-Generated 123456: A isthe (Program Name Sequential Number
Batch ID if any) Existing System- Reference)(Creation
Generated Batch ID  [Date:
DDMMMYY)(2
digit Sequential
Number)
Direct Loan |Thefollowing naming |RCTDLCO0123456: |The following DLCO250CT0101
Consolidation |convention shouldbe [A naming convention (where: DLCO is
used for manual batch |where: RCT isthe 3- |should be used for |Program Name
entries: (3-letter Initials |letter initialsof the  [manual batch Reference,

of Person Entering
Batch)(Program Name
Reference)(Existing
System-Generated
Batch ID if any)

person entering the
batch, DLCO is
Program Name
Reference, and
123456: A isthe
Existing System-
Generated Batch ID

entries that do not
relate to other
existing batches:
(Program Name
Reference)(Creation
Date:
DDMMMYY)(2
digit Sequential
Number)

250CTO01 isthe
Creation Date, and
01 isthe 2-digit
Sequential Number
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General Ledger Batch Naming Convention

Program Description for Examplefor Description for Example for New

Existing Batch Existing Batch (l.e., [New Batch Batch (I.e,
Adjustment) Allotment)

Direct Loan |Thefollowing naming |RCTDLO123456:A |Thefollowing DLO250CT0101

Origination |convention should be |where: RCT isthe 3- [naming convention |[where: DLO is
used for manual batch |[letter initialsof the  [should be used for |[Program Name
entries: (3-letter Initials [person enteringthe [manual batch Reference,
of Person Entering batch, DLO is entriesthat donot |250CTOl isthe

Batch)(Program Name
Reference)(Existing
System-Generated
Batch ID if any)

Program Name
Reference, and
123456:A isthe
Existing System-
Generated Batch ID

relate to other
existing batches:
(Program Name
Reference)(Creation
Date:
DDMMMYY)(2-
digit Sequential
Number)

Creation Date, and
01 isthe 2-digit
Sequential Number

5. Tabto the Period field and type the accounting period for the journal
entry. Y ou may enter any Open or Future Enterable period for the
journal entry. However, you may only post journals with a period

that is Open.

6. Typeamore detailed description in the Description field, if desired.

7. Click onthe Journals button. The “Journals’ window opens.

m Joiimals |SFA FHG] - BPCTDLS 5130562,
Bchon Edit. Grery  Go Help
Joumal | Coarwe rsioe =
Fanod |0e02 Efective Diate [01.0CT 2001 Curmancy [USD
Categary Source |Marsual Diate [01-0CT- 2004
Bl Type (A Budgel Type |Usar
Dascrphian | Rate |1
Contml Tatal
=
Ling . Acoout [ebr LIS0) Gradil [USCH Desenplicn Ll
4l | |
Acct Desc |
More Details I Change Carremcy. Kore Actians
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8. Enter the journa name in the Journal field.

General Ledger Journal Entry Naming Convention

Program

Description of Journal Entry

Example of Journal Entry

CampusBased

The following naming convention
should be used for manual journal
entries: JE(Category)(Program Name
Reference)(3-digit Monthly Fiscal
Period)(2-digit Fiscal Y ear)(2-digit
Sequential Number).

JEAdjustmentCBOCT0101

Pell

The following naming convention
should be used for manual journal
entries: JE(Category)(Program Name
Reference)(3-digit Monthly Fiscal
Period)(2-digit Fiscal Y ear)(2-digit
Sequential Number).

JEAdjustmentPel|OCT0101

Debt Collection
Services

The following naming convention
should be used for manual journal
entries: JE(Category)(Program Name
Reference)(3-digit Monthly Fiscal
Period)(2-digit Fiscal Y ear)(2-digit
Sequential Number).

JEAdjustmentFFEL DCSOCT0101

FFEL/GA

The following naming convention
should be used for manual journal
entries: JE(Category)(Program Name
Reference)(3-digit Monthly Fiscal
Period)(2-digit Fiscal Y ear)(2-digit
Sequential Number).

JEAdjustmentFFEL GAOCT0101

FFEL/Lender

The following naming convention
should be used for manual journal
entries: JE(Category)(Program Name
Reference)(3-digit Monthly Fiscal
Period)(2-digit Fiscal Y ear)(2-digit
Sequential Number).

JEAdjustmentFFELDCSOCTO0101

LEAP/SLEAP

The following naming convention
should be used for manual journal
entries: JE(Category)(Program Name
Reference)(3-digit Monthly Fiscal
Period)(2-digit Fiscal Y ear)(2-digit
Sequential Number).

JEAdjustmentL EAPSLEAPOCT0101
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General Ledger Journal Entry Naming Convention

Program Description of Journal Entry Example of Journal Entry
Direct Loan The following naming convention  [JEAdjustmentDL SSOCT0101
Servicing should be used for manual journal

entries: JE(Category)(Program Name

Reference)(3-digit Monthly Fiscal

Period)(2-digit Fiscal Y ear)(2-digit

Sequential Number).
Direct Loan The following naming convention  |JEAdjustmentDLCOOCT0101
Consolidation  |should be used for manual journal

entries. JE(Category)(Program Name

Reference)(3-digit Monthly Fiscal

Period)(2-digit Fiscal Y ear)(2-digit

Sequential Number).
Direct Loan The following naming convention | JEAdjustmentDLOOCT0101
Origination should be used for manual journal

entries: JE(Category)(Program Name
Reference)(3-digit Monthly Fiscal
Period)(2-digit Fiscal Y ear)(2-digit
Sequential Number).

9. Tabtothe Effective Date field. The date defaults based on the period

field.

FYI1: If aperiod field isaprior one, the Effective Date field will default
to the last day of that month. If a period field is the current period, the
Effective Date will default to today’s date. If the period field is a future
one, the Effective Date field will default to the first day of that month.

10. Tab tothe Category field and click on the List of Valuesicon from
theToolbar. The “Categories’ window appears.
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Eg% Categones

Find|% |
1Categnr:.r iDescriptinn il
| A Inventary A Inventany Entry

|8 Payables A Payahles Entry

| A Receivables A Receivahles Entry

| Bccrual Maonth End Accrual Entng

Addition Addition

Adjustment Adjusting Journal Entry

| Allocation Allacation

Allatrent Allotrrent =
— e )J_J

Find (014 Cancel‘

11. Click on the appropriate category and click the OK button. The
“Journals’ window appears with the cursor to the Description field.
The Sour ce and Balance Type fields will default.

12. Type amore detailed description in the Descriptionfield, if desired.
SFA FM S will use this as the default description for each journa
entry line. You may enter the same description entered in the
Journal field.

13. Tabtothe Control Total field and type the anticipated total dollar
amount of the credit journal entries.

14. Tabtothe Line field and type a1 for the first journal line. The
Description column defaults with the description of the journal entry.
Each succeeding journa line will follow sequentialy (e.g., 2, 3, 4)
automatically.

15. Tab to the Account field and click on the List of Valuesicon on the
Toolbar. The “SFA COA” window with the Aliasfield appears.
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EE3 GFA COA

| |
Clea|| Eannall 0K |

16. Click onthe LOV icon in the SFA COA window and Select avalue.
After you have selected a value from the LOV window, Click on the
OK button in the SFA COA window. This opensthe SFA COA
accounting information with the default accounting information for
the Alias you selected.

&4 SFA COA

|

Fund [irakpd;) FED DIR STUDENT LN - FINANCING
Fund Category |B CATEGORY B - DIRECT
Budget Fiscal Year (02 | Year 2002

Account 135006 UNAPPLIED RECEIVABLE

Organization |ENJBO0OO0D ACCOUNTING
Limitation DL-F DISBURSEMENTS
Object Class l33l]2A DIRECT STUDENT LOANS
Activity (000 SFA Default Activity
CFDA [268 FED DIRECT STUDENT LOANS
Cohart Year EI SFA Default Cohort Year
Sector EI Non - Governmental
Source Code EI Direct Loan Servicing
Cost Code ll]l]l]l] SFA Default Cost Code ==
Institution |R0 LENDER LS Overpayment Refund Lender Default =l

Clear Cancel 0K
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Note: You do not have to select an Alias. If you click on the OK button
without selecting an Alias from the LOV, the SFA COA window will
open displaying blank accounting fields.

&R s e Cos

EE

Fund-

Furd Category

Budgat Fiscal Taar

Accoun
Cirganization

Lirnitation

p— .
Object Class |

Aty
CFOA
Cahoit ¥ear

Sector

Sourge Code
Cost Cods L

Institution =

Clear ! Cum:ul! 0K I

17. Type the appropriate value in the Fund field or click the List of
Values | con on the “SFA COA” window to select from alist of vaid
values.

18. Tab to the Fund Category field and type the appropriate value for the
field or click the List of Valuesicon on the “SFA COA” window to
select from alist of valid values.

19. Tabto the Budget Fiscal Year field and type the appropriate value
for the field or click the List of Valuesicon on the “SFA COA”
window to select from alist of valid values.

20. Tab to the Account field and type the appropriate value for the field
or click the List of Valuesicon on the “SFA COA” window to select
from alist of valid values.

21. Tab to the Organization field and type the appropriate value for the
field or click the List of Values icon on the “SFA COA” window to
sdect from alist of valid values.
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22.

23.

24,

25.

26.

27.

28.

29.

30.

Tab to the Limitation field and type the appropriate value for the
field or click the List of Values icon on the “SFA COA” window to
sdlect from alist of valid values.

Tab to the Object Class field and type the appropriate vaue for the
field or click the List of Values icon on the “SFA COA” window to
sdect from alist of valid values.

Tab to the Activity field and type the appropriate value for the field or
click the List of Valuesicon on the “SFA COA” window to salect
from alist of valid values.

Tab to the CFDA field and type the appropriate value for the field or
click the List of Values icon on the “SFA COA” window to select
from alist of valid values.

Tab to the Cohort Year field and type the appropriate value for the
field or click the List of Valuesicon on the “SFA COA” window to
select from alist of valid values.

Tab to the Sector field and type the appropriate value for the field or
click the List of Valuesicon on the “SFA COA” window to select
from alist of valid values.

Tab to the Sour ce Code field and type the appropriate value for the
field or click the List of Values icon on the “SFA COA” window to
salect from a list of valid values.

Tab to the Cost Code field and type the appropriate value for the field
or click the List of Valuesicon on the “SFA COA” window to select
from alist of valid values.

Tab to the I nstitution field and type the appropriate value for the
field or click the List of Valuesicon on the “SFA COA™ window to
select from alist of valid values. The Loan/Grant Type field

appears.
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31.

32.

Tab to the Loan/Grant Type field and type the appropriate value for
the field or click the List of Valuesicon on the“SFA COA” window
to select from alist of valid values.

Click on the OK button. The “Journals’ window appears with the
Account field populated.

\-" Jourmals |5FA FHG] - BCTDLSS 230505
Achion. Edit. Grery  Go Br T Help
Joumal PEAdfusEen L S5 GCTII | Coarwe rsiom =
Fanod (P02 Efective Diate J11-0CT2000 Currancy  |USD
Calegory [Puljustmand Sournce @ Diate [01-0CT- 2004
Blarce Type |4 Budgel Type |Usar
Descnphon |Reverse a summany depost that was proviowshy rmldnll Rate 1
Cortrol Tatal II]D.Hl
Ling . Acoourt [ebi AIELG Cradif 11504 Dagenption
=8| RN A 35006, ERIB0000.A18.3] 0000 [|Reverse @ summany
{2 |Peesaeey .8 .02.035003, ERIBO000.A 10,3 mm||ﬂwam 3 sHmmary . E
G |[iea3 6 i 10000 ERIB0000 A 163 200 00 |[Revmrse & summany .
4 |fra3ey 6 02930000 ERIB0000.A10.3 200.00|[Reverse a summary - [ |
il "Flmmn.:.rlmary E
410 00 dun.m|
4l ]
Acct Desc |
More Details I Change Carrency... I Kore Sctians

FYI:

Y ou may enter the credits and debitsin any order you wish. SFA

FMS will dert you if the total of the credits does not equal the total of
debits. SFA FMSwill not alert you if the total amount of credits or debits
isincorrect on a particular account.

33.

35.

Tab to Debit field or Credit field and type the dollar amount of the
journa entry. It isunnecessary to enter commas. If no decimal point
is entered, SFA FMS will default “.00".

Tab to the Descriptionfield. SFA FMS will default the Jour nal
Description from the Journal Header. At your discretion, you may
type a different description for each journal line.

Use the scrollbar to move the screen display to the right.

Enter
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3 T2 ASEA
Aetion Edil Query G0 celos Hpensl Helo
Jolrred RJESadjmstm end L SS0CTO0N | Comarsson =

Fernd |2 Effeciivees Date E-D'LT[-EUU'I Cumercy (W50
Calegory |Adjustment Sayice | Mamwal Date @i-0CT-2001
Balanca Typa |A Budgat li Tope |Uker
Duscriplion |Reverse & sammarny depesd thal was pravieusly recarded I Hala E
Cortml Tolal ann.nn

Ex|

Lie  Account Trare=ction Code [
:|;= £253%NY. 002135006, ENJDINNEAM.T| mummary depesit that was profLS_HEFUNDS |:
PR WY B A 5003, EHIBEN. A3 sismmany depesii tat was deS_HE FLIHDS |:
1 |[4253xnY_A.02 310000 ERIRDANE A7) sismmary depesit that was prefLS_REFUNDS |:
o LS Y. ELAL2 SI0000, ERIRRASE, AR, sismmany depasit that was prefLS_HEFUNDS E

a |
Acct Deer |FED DR STUDEMT.CATEGORY B ear 20020005H CORNTROL ALACOOUNTIMNG.DL-F IMNSBURSEME

e [ena s I T anige CHrne -, Mooe ALsons

36. Click onthe Transaction Codes fieddd and Click on the LOV icon to
sdect avaue.

37. For additional journal entries, See Note below or, Repeat steps 15
through 36 until all lines of the journal entry are complete.

Note: You may copy records and fields you have aready entered to
minimize data entry for other journal entries. After you have created your
first journal, smply place the cursor in the Account field. Select

Edit-> Duplicate Record Aboveor Edit-> Duplicate Field Above. Then,
update the unique fields for the new record.
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@
* [;;_J::.nr.nlz [SFA FHS] - ACTOLSS 123458 &
stion B poen o . Hrip

Zl=ar Fisld | EECTINY bt i e =
REGHL Efactive Dale @1-0CT-2001 Gureny [USD
s i
-5} Leston Walues Sayica |[Masual Diats 01 LT -2

| EailFin. Eudge Tupa: |User
Hirw Racand i any dupeasid thal was previsusly recendod Rajs |1
Dakie Racar Jon.na

Ckear Amcom
Dupliedie Recom Alms

=
it sk Trarcacion Code 1
4 7 _ON0.ANNI| surmmany depesit that was prew|LS_REFUMDS
) 03| surmanary depesit that was prev|L5 REFUSDS
Firyncin _@ Surmmany depesit that was prod L5 REFUMDS
Cigar Hack 10.3]  sunsmany dopesit thad was prod|LS_REFUMOS B
Clear Fam sy & sl thad was priog E

A Ix1

Bt Dase |

[ Hara Detats | v Curancy.. | s Ackons

M Stat| ick | e | BHE | @10 | #Te. | fota | (miMe ] foEn. ] Fofn| Arbal | B ([F o, (B0E 222Pd

38. When al the debits and credits have been entered, verify that the total
journal lines credits equal the control total.

FYI1: If thetotal of the journal lines credits does not equal the control
total, you may either update the Control Total field, make changes to the
journal debits/credits, or save the journal in its out-of-balance state. To
update the control total, place cursor in Control Tota field and type in the
amount of the new control total. To save the journa in its out-of-balance
state, click the Save icon on the Toolbar. A “Decision” window will
appear informing you that there is a control total violation for this journal.
Click the OK button. SFA FMS will not permit the out-of-balance journal
to post. You will need to modify the journal control total or journal lines
to balance the journal before you can post it.

39. Click the Save icon on the Toolbar. The Toolbar will display
“Transaction Complete” and “# records applied and saved”.

40. Click the X button to close the “Journals’ window. The “Batch”
window appears.
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=l Bakoh |5FA FHE]

Arhon  Edil  Grery Qo ISEe HpEre = Help
- Stats
Hatch (RCTRLSS1Z3856:0 | Posting |aposisd
Ferod (Dol Funds  [Repiimad
Balance Type  Aciual Approwal M,
Descrption (LS Hatck to revomsoe a semmang dl-ptu'rtl‘rwl 1=
Trangaclion Sode Drane
Craged [24-0CT-2001
Conttl Tocal | | Fogtad
Batch Totals -
(614141 Credits
Enfarad Annj 4ma|
Camer=d | Amn| 1h
| Avurralks | Mare Actops |

41. Click the X button to close the “Batch” window. The “Enter
Journas’ window appears

EedEmben Louimals [SFA FHE]

Achon  Edt Query Go Eolder Casoa Help

= Bstgh Etalus  Batch Hame Journal Harre Ferind dourrel Debits — Joumal Cradil

: 4 |
Mewr Joarnal I | Rewiew Jawmal I Regueny I
B Blatch | Bl e Badch | Mare Actinas |

42. Click the X button to close the “Enter Journas’ window. The
“Navigator” window returns.

End of Activity.
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@

—

Create Journals-
SFA CFO GL Super
User

Create Journals-

SFA CFO GL Super
User

—

Create Journals-

SFA CFO GL Super
User

— From “Navigator”
window, double-click
Journals. Journal
sub-menu appears.
@)

Click Enter & click
Open button. “Find
Journals” window
appears. (2)

Click New Batch
button. “Batch”
window appears. (3)
Type name of batch
in Batch field. (4)
Tab to Period field
& type accounting
period for journal
entry. You may enter
any Open or Future
Enterable period for
journal entry.
However, you may
only post journals
with a period Open.
©) )
Type a more detailed
description in
Description field,

if desired. (6)

Click on Journals
button. “Journals”
window opens. (7)
Enter journal name
in Journal field.

(®

Tab to Effective
Date field. date
defaults based on
period field. (9)

Tab to Category
field & click on

List of Values icon
from Toolbar.
“Categories” window
appears. (10)

Click on appropriate
category & click OK
button. “Journals”
window appears with
cursor to
Description field.
Source & Balance
Type fields will
default. (11)

Type a more detailed
description in
Description field,

if desired. SFA FMS
will use this as
default description
for each journal
entry line. You may
enter same
description entered
in Journal field.

(12

—

— Tab to Control Total

field & type
anticipated total
dollar amount of
credit journal

entries. (13)

Tab to Line field &
type a 1 for first
journal line.
Description column
defaults with
description of
journal entry. Each
succeeding journal
line will follow
sequentially (e.g.,
2,3,4)
automatically. (14)
Tab to Account field
& click on List of
Values icon on
Toolbar. “SFA COA”
window with Alias
field appears. (15)
Click on LOV icon in
SFA COA window &
Select a value.
After you have
selected a value
from LOV window,
Click on OK button
in SFA COA window.
This opens SFA COA
accounting info with
default accounting
info for Alias you
selected. (16)

Type appropriate
value in Fund field
or click List of
Values Icon on “SFA
COA” window to
select from a list

of valid values.

(17

Tab to Fund Category
field & type
appropriate value
for field or click

List of Values icon
on “SFA COA” window
to select from a

list of valid

values. (18)

Tab to Budget Fiscal
Year field & type
appropriate value
for field or click

List of Values icon
on “SFA COA” window
to select from a

list of valid

values. (19)

Tab to Account field
& type appropriate
value for field or
click List of Values
icon on “SFA COA”
window to select
from a list of valid
values. (20)

Tab to Organization
field & type
appropriate value
for field or click

List of Values icon
on “SFA COA” window
to select from a

list of valid

values. (21)

Tab to Limitation
field & type
appropriate value
for field or click

List of Values icon
on “SFA COA” window
to select from a

list of valid

values. (22)

Tab to Object Class
field & type
appropriate value
for field or click

List of Values icon
on “SFA COA” window
to select from a

list of valid

values. (23)

Tab to Activity

field & type
appropriate value
for field or click

List of Values icon
on “SFA COA” window
to select from a

list of valid

values. (24)

Tab to CFDA field &
type appropriate
value for field or
click List of Values
icon on “SFA COA”
window to select
from a list of valid
values. (25)

Tab to Cohort Year
field & type
appropriate value
for field or click

List of Values icon
on “SFA COA” window
to select from a

list of valid

values. (26)

Tab to Sector field
& type appropriate
value for field or
click List of Values
icon on “SFA COA”
window to select
from a list of valid
values. (27)

Tab to Source Code
field & type
appropriate value
for field or click

List of Values icon
on “SFA COA” window
to select from a

list of valid

values. (28)
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— Tab to Cost Code

field & type
appropriate value
for field or click

List of Values icon
on “SFA COA” window
to select from a

list of valid

values. (29)

Tab to Institution
field & type
appropriate value
for field or click

List of Values icon
on “SFA COA” window
to select from a

list of valid

values. Loan/Grant
Type field appears.
(30)

Tab to Loan/Grant
Type field & type
appropriate value
for field or click

List of Values icon
on “SFA COA” window
to select from a

list of valid

values. (31)

Click on OK button.
“Journals” window
appears with Account
field populated.

(32)

Tab to Debit field

or Credit field &
type dollar amount
of journal entry. It
is unnecessary to
enter commas. If no
decimal point is
entered, SFA FMS
will default “.00”.
(33)

Tab to Description
field. SFA FMS wiill
default Journal
Description from
Journal Header. At
your discretion, you
may type a different
description for each
journal line. (34)

Use scrollbar to
move screen display
to right. (35)

Click on Transaction
Codes field & Click
on LOV icon to
select a value. (36)
For additional
journal entries, See
Note below or,
Repeat steps 15
through 36 until all
lines of journal

entry complete. (37)

Create Journals-

SFA CFO GL Super
User

When all debits &
credits have been
entered, verify that
total journal lines
credits equal
control total. (38)
Click Save icon on
Toolbar. Toolbar
will display
“Transaction
Complete” & “#
records applied &
saved”. (39)

Click X button to
close “Journals”
window. “Batch”
window appears. (40)
Click X button to
close “Batch”
window. “Enter
Journals” window
appears (41)

Click X button to
close “Enter
Journals” window.
“Navigator” window
returns. (42)

I
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