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 For more information and specific user guides, navigate to:


SABHRS Documentation > Financials > User Guides
> General Ledger
General Ledger Journals

The General Ledger supports a number of state business and accounting functions by incorporating those functions into a single database, thereby reducing the maintenance, reconciliation, and data integrity problems that occur when data is stored in multiple places. Information is posted to the general ledger through the processing of journals, and the information that makes up a journal comes from the various transactions processed by each agency (e.g., deposits, vouchers, etc.). 
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Each transaction entered by an agency includes chartfields, which tell the system the financial accounting data for that transaction. The chartfields segregate and categorize transaction and budget data, and as such, each transaction impacts an agency’s budget. The chartfields enforce budgetary controls and classify transactions so that financial records and budgetary information can be tracked and analyzed.
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Chartfields are generally numeric; however, they can contain alphabetic characters, as well. Each chartfield also has an associated lookup icon [image: image2.bmp] to help users identify and select a valid chartfield value.

Chartfield Definitions

	Field Name
	Description

	 Business Unit
	The major organizational identifier required to achieve effective control over the State’s financial activities. In some instances, additional general ledger business units are recorded to facilitate more efficient accounting practices. Agencies may establish multiple business units in the accounts payable (AP) and accounts receivable (AR) modules to facilitate their internal business processes.

	Account
	Alphanumeric code used to designate resources and expenditures (e.g., expense, asset, revenue, liability, fund balance, etc.) to a clearly defined purpose.  

	Fund
	An independent fiscal or accounting entity with a self-balancing set of accounts provided to record assets and other resources, together with all related liabilities, obligations, reserves, and equities, and changes therein. Funds are segregated for the purpose of carrying on specific governmental activities or attaining certain objectives in accordance with regulations, restrictions, or limitations.

	Organization (Org)
	Value used to establish agency reporting structure and capture revenue and expenditure activity for a designated area, function, or organizational grouping within the agency.

	Program
	Designates a year; used to determine if the budget, and thus expenditures/revenues, are associated with the current fiscal year or the previous (also known as prior or reverted) fiscal year.

	Sub-Classification
(Sub-Class)
	Along with a given fund and year, identifies the source of appropriate authority. The first three characters indicate the agency program, the fourth indicates the source of authority, and the fifth character is assigned by the agency. This field is used for budgeted expenses and non-budgeted transfers, but is not required on revenues, except for non-budgeted transfers.  

	Project
	Optional field for agency use in agency reporting structures; use recommended for all revenue and expense accounts.


Chartfields are entered separately for each transaction, and can be combined in numerous different ways. Chartfield combinations are checked during the Edit process to ensure they are valid. 

Create New Journal

Although journals are created automatically when an agency’s transactions (through payables, receivables, etc.) are processed, many instances exist in which a journal may need to be created manually. This section describes the procedure for creating journal entries. To begin entering a journal, navigate to:


General Ledger > Journals > Journal Entry > Create/Update Journal Entries

By default, the Add a New Value page is displayed with your business unit, a journal ID of “NEXT,” and the current date. 
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If your agency does not use automatic numbering, enter the desired journal ID number. Accepting the “NEXT” default value allows the system to assign the next available journal ID number to this journal when it is saved. 

The Journal Date field determines the fiscal year for the transaction and can be overridden with the journal date of your choice, provided the date is within the current fiscal period, and no earlier than the first day of the current month.  

Click the Add button to go to the journal header page. 

Header

The header page contains the basic information about the journal, including the journal source, ledger group, and a description of the transaction or purpose of the journal. 

Enter a description (up to 254 characters) to explain the purpose of the journal, if desired. 

Although the ACTUALS ledger group displays by default, you may enter the desired ledger group or click the lookup icon [image: image4.bmp] and select the desired ledger group from a list of valid values. 
The default Source value is ONL (online), however, you may type in a different source or select one from a list by using the lookup icon. 
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Reference Number is an optional field used by some agencies to enter a user-defined number (up to 8 characters) for internal tracking purposes. This reference number is different than the open item reference number, however. 

The SJE Type is used for creating Standard Journal models.

The transaction code defaults to “GENERAL,” however, during fiscal year end processing (FYE), you may need to change this code to NOCASH. 

Lines

Enter the journal transaction information on the Lines page. The Account and Fund fields are required on all transaction lines. 
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Complete the accounting information in the first line of the journal by entering the coding or entering SpeedCharts.

SpeedCharts are a saved set of values that can be used repeatedly when coding transactions to reduce the number of keystrokes users must enter, save time, and enhance accuracy when entering accounting information. To use SpeedCharts, click the Multi-speedcharts button. 
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Enter the SpeedChart number, amount, and account (if desired). Any account values you enter will override the account values within the SpeedChart. 
Insert additional lines as needed by entering the number of lines to add and clicking the Insert SpeedChart Lines [image: image8.bmp] icon. To delete a line, click the Select checkbox in the line to be deleted and click the Delete Selected SpeedChart Lines [image: image9.bmp] icon.

When all lines are completed, click the Explode!! button. After exploding, you can insert additional rows as necessary into the journal. 
[image: image124.wmf] 

When SpeedCharts are exploded, existing journal lines are deleted, so you should enter SpeedChart lines first, and then insert additional lines, if necessary. 

If additional lines are needed, click the Insert Journal Lines [image: image10.bmp] icon. The system will automatically copy all the values from the previous line into the inserted line(s). To change the fields that are copied into inserted lines, click the Template List link.
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In the Journal Line Copy Down section, de-select the chartfields you do not wish to copy down by clicking the select box under the associated field. Only the information from the selected fields will be copied into additional lines. When finished, click the OK button to save your changes and return to the journal lines page. 

To delete lines, click the select box next to the line to be deleted and click the Delete Selected Journal Lines icon [image: image12.bmp]. 

[image: image125.wmf]
It is not necessary to enter cash lines in a regular journal, as the system will automatically insert them, provided the debits and credits balance. 

If at any point you change any chartfield values during the entry of journal lines and you wish to see the results of the changes, click the Calculate Amounts icon [image: image13.bmp] to refresh the screen and update the totals.

The Totals section at the bottom of the lines page provides a summary of the journal lines, and indicates the total debits and credits. 
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Totals

The totals page provides information such as the total debits and credits, and the differences between the control and actual totals. This page is often used as a tool to ensure accuracy in entering journal amounts. 
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Errors

Errors found in the journal during the edit process are listed on the Errors page. This page is often used to identify the types of errors associated with the journal lines; however, budget errors are not listed or identified on this page. 
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Approval

Users with approval security can navigate to the Approval page to deny a journal for posting to the Actuals ledger (the default action is Approve). The history of recent actions and comments will be displayed on this page. 
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InterUnit

InterUnit journals are journals that affect two different business units, such as when one unit is being billed by another. Although the Approval page will display an approval status for both agencies affected by the journal, only one of the agencies can approve the journal on that page. The receiving agency approves an InterUnit journal on the Approval page; however, the journal should already reflect the journal having been approved. 
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The initiating agency approves the journal on the InterUnit page by clicking the Approve radio button and then clicking Save. 

Process Journal

After the journal lines have been entered, it is necessary to edit, budget check, and post the journal in order for the information to be recorded in the general ledger. Editing checks the journal for validity in terms of valid accounts, funds, organizations, chartfield combinations, etc. Budget checking ensures that the budget impacted by the transactions exists and that adequate funds are available. 
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Notice that the Journal and Budget Status are listed in the Totals section of the page. 

	Status
	Description

	N
	Nothing has been done yet

	S
	Security; awaiting further processing by OBPP (only in budget journals)

	V
	Valid chartfield entries 

	E
	Errors exist

	P
	Posted


To begin the edit checking process, click the Process button. If the journal passes edit checking, the system will automatically budget check the journal. Upon successful completion, a journal ID number will be assigned and you will receive a message confirming that the journal has been saved. 

Journals must have a valid Journal and Budget status in order to post.
[image: image20.png]Joutna 000208505 i sav. G210.5)

o





In some agencies, journals need to be approved before posting; other agencies allow all journals to be picked up for posting automatically during nightly batch processing. (See also: section on Approval). If an agency requires journals to be approved before posting, it is necessary to submit the journal for approval by selecting Submit Journal from the Process drop down list and clicking the Process button. 

If the journal fails edit checking, you may view the journal errors by either going to the Errors page or clicking the E under the Journal Status column. Similarly, you can view budget errors by clicking the E under the Budget Status column. Budget errors are not listed on the Errors page; only the journal errors are identified there. 
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Once you have corrected the errors, you can re-run the Edit or Budget check process by selecting the appropriate function from the Process drop down list. If a journal has a valid status and only budget errors exist, it is not necessary to re-edit check the journal. Simply select Budget Check Journal from the Process drop down list and click the process button to re-budget check the journal.
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Identify and Correct Budget Exceptions

The SABHRS system provides two different methods to identify budget errors. The first method of review checks across ALL modules related to a specific budget type (e.g., APPROPR, ORG, REV/EST, etc.) and chartfield combinations. The second method checks budget exceptions by source transaction type (e.g., journal, voucher, deposit, etc.) for ALL budget types (APPROP, ORG, REV/EST, etc.). It is useful to budget check multiple transactions across all modules related to a budget without having to navigate separately into each module to access and budget check each transaction. 

Review by Budget Type

To review and budget check any budget exceptions across ALL modules related to a specific budget, navigate to:


Commitment Control > Review Budget Check Exceptions > Budget Exceptions

The Budget Exceptions search page displays your default business unit and a number of other criteria upon which you can search to locate budget exceptions. 
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In the Ledger Group field, enter or select a controlled budget ledger group and any other desired chartfield. 
Click the Search button and select the budget you wish to review by clicking any link in the associated row. 
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To view only errors or warnings, click the drop down box next to the Exception type field and select the exception type you wish to view. The Budget Exceptions page will open. If desired, click the Advanced Transaction Criteria link to refine the scope by date or transaction type.

Click the Budget Detail link to view budget details, if desired. 
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To return to the Budget Exceptions page, click the Budget Exceptions link (note: a new window will open). 
Click the Show All Columns icon [image: image26.bmp] to display the budget checking icons.  The Exception column identifies the type of error that exists. 
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To view the journal line drill down, click the View Exception Details icon [image: image28.bmp].
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Click the OK button to return to the previous page. 

Click the View Related Links icon [image: image30.bmp] to transfer to the source transaction entry or inquiry. 
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Click the associated link to navigate to the desired location or click Cancel to return to the previous page. 
Click the Budget Checking Details icon [image: image32.bmp] to view additional budget checking details including commitment control transaction ID, the budget checking process instance number, and budget checking header status. 

Click the Budget Check icon [image: image33.bmp] to budget check the transaction. 

Review by Transaction Type

To review and budget check any budget exceptions by source transaction type across ALL budget ledgers, navigate to:


Commitment Control > Review Budget Check Exceptions > 





Accounts Payable > Voucher 





– OR –
Revenues > Revenue Estimate 





– OR –
Revenues > Direct Journal







– OR –
General Ledger > Journal
The module-specific Find an Existing Value page will display with your default business unit, based upon the transaction type you selected during navigation. 
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Enter search criteria (fields vary based on transaction type selected) and click the Search button. From the list of results, click any link in the associated row of the budget you wish to retrieve. This is the same page you will see when reviewing budget exceptions within the source transaction.
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Select either Errors or Warnings from the Exception Type drop down list. 

If desired, click the Advanced Budget Criteria link to refine your scope by ledger group or account. 
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Click the Show All Columns icon [image: image37.bmp] to view budget chartfields. The Exception Description column explains the budget error. 

[image: image38.png]010 Voucherin: ooo0s7ss 5

" Overrde Transacton
1 oreBusgts xist.

snces pugaet Cren

m "

1 & o

orG

Mo Busget Exsts

ore Detal-

oson1 2012





To view the source transaction lines drill down, click the View Exception Details icon [image: image39.bmp] in the line you wish to review.
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Click the OK button to return to the previous page.

Click the View Related Links icon [image: image41.bmp] to transfer to Budget Inquiry or the Budget Exceptions component. 
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Click the link associated with the location to which you wish to navigate. Clicking Cancel will return you to the previous page.

Clicking the Budget Check Details icon [image: image43.bmp] will allow you to view additional budget checking information. Budget checking details include commitment control transaction ID, the budget checking process instance number, and budget checking header status.

Click the Line Exceptions tab to view all the information related to the budget exception. 

[image: image44.png]omszon

a0

ls3105

ot100 10





To transfer to the source transaction, click the View Related Links icon [image: image45.bmp] next to the Voucher ID number and click the Go to Source Entry link. The source document will be displayed in a new window. 
Approve a Journal

To obtain a list of journals that are awaiting approval, navigate to:


General Ledger > Journals > Journal Entry > Create/Update Journal Entries
Click the Find an Existing Value tab. Your default agency number is displayed in the business unit field. Since the system will only return the first 300 results, to retrieve the desired journals you must enter search parameters (journal ID, date, or budget header status, for example), and click the Search button. 
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Click one of the links in the line associated with the journal you wish to approve, and navigate to the Lines page. 

To approve the journal, select “Submit” from the Process drop-down list, and click the Process button.
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The journal will be marked “Approved to Post” and post to the General Ledger during the nightly batch process. You may approve the remaining journals in the list by clicking the Next in List button [image: image48.png]4[] Next in List



 and repeating the approval steps. 

By default, the Approve action is selected. If you do not wish to approve the journal, you may place it in a Deny status. To deny a journal, navigate to the Approval page and select Deny from the Approval drop down list. 
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If desired, you may enter notes or comments in the Comments for Denial field. Click the Save button to save your work. If your agency requires approval for journals to post, you must approve the journal before it can post to the General Ledger. 
Create InterUnit Journal

Payments from one agency to another are accomplished through interunit journals. In an interunit journal, each business unit enters the data for their business unit. To enter an interunit journal, navigate to:


General Ledger > Journals > Journal Entry > Create/Update Journal Entries
Initiating Business Unit

By default, the Add a New Value page is displayed with your business unit populating the Business Unit field. 

The Journal ID field displays “NEXT” by default, but can be overridden if your agency assigns journal ID numbers. If desired, enter a new journal ID or accept the default value. 

The Journal Date field populates by default with the current date, however, you may enter another date, provided it is within the current fiscal year and no earlier than the first day of the current month. 
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Click the Add button to go to the journal header.  

Header

Enter a description of the purpose of the journal in the Long Description field, including the invoice number (if applicable) and your contact information. 

You may enter an internal tracking number (up to 8 characters) into the Reference Number field, if desired. 
The Source is listed by default as ONL (online), however, interunit journals must have a source of IU which may be entered directly or selected from a list of valid values. 

[image: image51.png]“Heacer | Ioms  Enos  Approrsl _imerunn

w2 s e [e—
Lom Descrpen: v e s s 5778 G oo 312 0
Leoer o [ TCR N ——

Lo | E——)

“saurce: ro——

[I— — sonoe:

Soume s a

Tronacton ose: [eeeRn s Geneat ines

Dsov dourat ncomit oo

smme [ —

‘Cunenc Dwats usD oI Racaing s 10 9.

‘Commiment contst

[, —
Bt St [Gofobe| o] 25 gy

Weader | Lines | Totals | Emors | Approval | nterUnit




The transaction code drives the account values of the offsetting lines created by the Inter/Intra Unit processor. The default value displays “GENERAL”.
Before the journal can be approved, the Receiving Business Unit field must be populated. Some agencies prefer the journal approver to enter the receiving business unit; if this is the case for your agency, you may leave this field blank. 

Click the Lines tab or link to go to the Journal Lines page.  

Lines

Enter the journal transaction information on the lines page. The Account and Fund fields must be populated for all transaction lines. 
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Complete the accounting information in the journal lines by manually entering the coding or entering SpeedCharts.

To use SpeedCharts, click the Multi-speedcharts button. 
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Enter the SpeedChart number, amount, and account (if desired). Any account values you enter will override the account values within the SpeedChart. 

Insert additional lines as needed by entering the number of lines to add and clicking the Insert SpeedChart Lines [image: image54.bmp] icon. To delete a line, click the Select checkbox in the line to be deleted and click the Delete Selected SpeedChart Lines [image: image55.bmp] icon.

When all lines are completed, click the Explode!! button. After exploding, you can insert additional rows as necessary into the journal. 
[image: image126.wmf]Because existing lines are deleted when you explode speedcharts, the second business unit (receiving agency) may not use speedcharts. 
If additional journal lines are needed, click the Insert Journal Lines icon [image: image56.bmp]. The system will automatically copy the values from the previous line into the inserted lines, unless you indicate otherwise.  

[image: image127.bmp]The system automatically inserts cash lines for both business units, provided the debits and credits balance. If the initiating agency enters the cash lines manually, however, the receiving agency must also enter their cash lines manually. 

The Totals section at the bottom of the lines page provides a summary of the journal lines for each business unit, and indicates the total debits and credits. 

Approve

In order for the second business unit to access the journal and enter their accounting information, the initiating agency must approve the journal on the Interunit page. 
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The Receiving Business Unit field on the header page must be populated before the journal can be approved. 
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To approve the journal and grant the receiving agency access to the journal, click the Approve radio button. Enter any comments, if desired, and click the Save button. 
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The initiating agency simply saves the journal at this point. Do not edit check the journal! 

Receiving Business Unit

Access the pending interunit journals for your agency by navigating to the journal entry component: 


General Ledger > Journals > Journal Entry > Create/Update Journal Entries
Navigate to the Find an Existing Value tab to search for pending interunit journals. 
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Although your business unit is displayed by default, you must override this value and enter the business unit of the initiating agency! 

Enter the journal ID or other information known about the journal and click the Search button to retrieve and display the journal. If the system displays a list, select the desired journal by clicking the associated link.
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Enter Journal Line Information

Click the Lines tab or link to enter accounting information for your agency. 
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Click the Insert Lines button [image: image60.bmp] to add a new row for your agency’s information. 

In the Unit field, enter your business unit and tab out of the field to clear the values from the remaining chartfields.
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Because the receiving agency cannot use speedcharts, you must enter the remaining accounting values or select them from a list of valid values. Insert additional rows as necessary by clicking the Insert Lines button [image: image62.bmp].
Process Journal

When all lines for your agency have been entered, click the Process button.  
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The system will Edit check the journal for both business units. If Edit Checking passes successfully, the system automatically Budget Checks the journal for both business units.  

Based upon your agency’s process, once the journal has attained a valid Edit and Budget Status, the journal can be approved to post or posted by a user with appropriate security. 

If the journal fails Edit Checking, you may view the errors by navigating to the Errors page or clicking the E in the Journal status column. You may view Budget Checking errors by clicking the E in the Budget Status column. 
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The journal must have valid journal and budget statuses in order to post.

Copy Journal

The SABHRS system provides two methods for creating an exact copy of an existing journal. The preferred method is to make a copy of an existing journal from within that journal. The other method involves using the Copy Journal process listed in the menu. 

Create/Update Journal Entries

To create a copy from within a journal, navigate to:


General Ledger > Journals > Journal Entry > Create/Update Journal Entries
Click the Find an Existing Value tab to view the search page. 
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Enter the desired search criteria or the ID of the journal you wish to copy and click the Search button.

Click the Lines tab or link to go to the Lines page.

Initiate the Copy Journal process by clicking the Process drop down arrow. 
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Select Copy Journal and click the Process button. 

On the Journal Entry Copy screen, select the desired options for the new journal copy. 
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When all fields have been completed to your satisfaction, click the OK button. When the copy process has successfully completed, the system will display the Lines page of the new journal. 

Menu Copy Journal

To create a copy of a journal by using the Copy Journal option listed in the menu, navigate to:


General Ledger > Journals > Journal Entry > Copy Journals
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Because copying a journal is a process, a run control is necessary to create the copy. Add a new run control or select an existing run control to go to the Copy Journal Request page.

In the Journal ID field, either input the ID of the journal to be copied, or search for the ID by using the lookup icon. The date field will populate automatically with the date of the original journal. 

Enter or select the desired options for the new journal. To create a reversal journal, click the Reversal link and select the desired reversal date. 
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If desired, you may copy more than one journal in the same process. Click the Add a New Row button to insert a row for each journal you wish to copy. 

When all necessary fields have been completed for all lines, click the Run button to go to the Process Scheduler page. 
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Initiate the copy process by clicking the OK button. 

The Copy Journals Request page reappears, with the Journal ID of the new journal displayed in the New Journal ID field. 
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To view the journal, you must navigate to:


General Ledger > Journals > Journal Entry > Create/Update Journal Entries
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On the Find an Existing Value page, enter the journal ID of the new journal and click the Search button. 
Spreadsheet Journal Entry

Spreadsheet Journal Entry allows an agency to prepare a journal with a large number of lines in an Excel spreadsheet, and then import that journal into the SABHRS system. This tool can be used to upload regular journals (ACTUALS ledger) and/or Standard Budget journals (STD_BUDG ledger).

Initial Setup

In order to utilize the spreadsheet journal entry tool, you must first save the required files to your local or network drive. The files can be obtained by contacting the GL Help Desk at 444-4681. The files necessary are the following:

a. Spreadsheet Journal STANDARD BUDGETS.xls and/or Spreadsheet Journal ACTUALS.xls

b. JRNLMCRO.xla

c. GLLOG.xlt

Spreadsheet Journal Setup

The first time you use the spreadsheet journal entry tool, you need to set up the defaults for the system. To set the defaults, open one of the journal spreadsheets you saved to your drive - either Spreadsheet Journal ACTUALS or Spreadsheet Journal STANDARD BUDGET. 

When the following message appears, click the Enable Macros button: 
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[image: image132.wmf]If you do not see the message, go to Excel and open a worksheet. Click Tools, Macro, Security… Click the radio button next to the “Medium” option, click the OK button, and then open the journal spreadsheet again.  

Within the spreadsheet you opened, click the Setup button. 
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A dialogue box titled Define Options and Defaults will open, prompting you to enter the default values.  Ledger Group is based on the spreadsheet you are using and must be in caps.
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Enter or ensure these values have been entered or selected, then click the OK button. 

Click the Yes button if another dialogue box appears: 
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Add or Edit Journal Sheet

The first time spreadsheet journal entry is used, you will need to add a new sheet and give it a name. Subsequent usage of the tool will allow you to modify existing sheets. 

Click the New button to create a new sheet or the Edit button to modify an existing journal sheet. One journal sheet can have multiple journals. 

Select the name of an existing sheet or enter a journal sheet name to open the selected journal.
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Enter Journal Header

Enter a new journal header or edit an existing journal header. 
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Click on the [image: image78.bmp] to enter a new journal header or click on the [image: image79.bmp] to modify an existing journal. (The first time you use this tool, you will need to enter a new journal header)
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Once the journal header information has been provided, click the OK button. 

Enter Journal Lines

Similar to entering a journal online, you can insert lines either in a block [image: image81.png]


 or one line at a time [image: image82.bmp], by clicking the appropriate button. If you opt to enter more than one line at a time, this dialogue box will appear:
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Enter the number of lines you wish to insert and click the Insert button. 

If you complete one line before inserting the remaining lines, you have the option to copy the data down from the previous line. To copy information from the previous line, check the Copy data from line box. 
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Click the Insert button to insert the number of lines you selected. 

When importing Actuals Journals, you must complete the Business Unit, Ledger (must be in UPPERCASE), Account, Fund, Org, Program, Subclass, and Monetary Amount fields. Optional fields you may complete include the Project, Open Item Key, Description, and Reference. 

When importing Standard Budget Journals, you must complete the Business Unit, Ledger (must be in UPPERCASE), Account, Org, Program, Budget Period, and Monetary Amount fields. If desired, you may also complete the Fund, Subclass, Project, and/or Description chartfields. 

Avoid using SpeedCharts and special characters (e.g., %, &, etc.) in the lines fields. It is not necessary to complete the currency fields, as this value is automatically populated in the system. 

You may delete a single line [image: image85.bmp] or multiple lines [image: image86.bmp] at a time by clicking the appropriate button. 
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In the Delete Block of Lines dialogue box, indicate which lines you wish to delete by entering the line numbers. Click the Delete button to delete the selected lines. 

At any time, you can click the [image: image88.bmp] icon to edit the spreadsheet for amounts with more than 2 decimal places.

Once you have completed your journal(s), click the home icon [image: image89.bmp] located in the journal header to return to the home page. 
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Click the Write File icon and select the Journal Sheet to save. 

Enter the path and filename and click the OK button to save your file to an importable XML or TXT file.

Import Spreadsheet Journal 

Log into the SABHRS Financials system and navigate to:


General Ledger > Journals > Import Journals > Spreadsheet Journals
Select an existing run control or add a new one. 

You should maintain the defaults as displayed, aside from the last two. You may change the options for invalid or journals that already exist by selecting another option from the drop down list (e.g., instead of skip an existing journal, select “update” to replace it). 
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Attach the spreadsheet file that contains the journals to be uploaded by clicking the yellow Add button. 
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Click the Browse... button, select the file to upload, and click the Upload button.
To view the spreadsheet being imported, click the View button. Click the Run button.
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You may schedule the import process for a later date or time by entering the scheduled date and time, if desired. 
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To initialize the import process, click the OK button. Click the Process Monitor link to view the progress of the import process. 
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Click the Refresh button until the Run Status displays Success (unless it is scheduled – in that case, the status will display as Queued). 


Note: A status of Success does not automatically mean the journal was successfully imported! To ensure your journal imported, check the Message Log. 

Troubleshooting

Once the import process has completed, you can troubleshoot any errors in the Process Monitor. Click: 

Details > View Log/Trace > Message Log 
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If you receive an error indicating 0 journals were imported, click the View/Log/Trace link, and click the Message Log link to view specific errors (e.g., invalid account/org/project, etc.). 
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View Imported Journal(s)

To view imported journals, navigate to: 


General Ledger > Journals > Journal Entry > Create/Update Journal Entries
Click the Find an Existing Value tab and enter your search criteria (e.g., journal ID, date, etc.). 
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Select the journal you wish to view by clicking any link on the associated line. Click the OK button when you see the following message:
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The journal header and lines pages will be displayed, and will be saved when you edit check the journal. If necessary, you may make other changes and/or budget check the journal, as well. 

Process Open Items

Open item accounting allows you to efficiently define, control, and maintain “sub-ledger” detail for selected accounts until all transactions that affect an open item sum to a zero balance. For example, the first open item in an account for employee advances would be the issuance of an advance. Payments against the initial advance would become open items also, until the final payment brings the balance for that item to a zero balance. Open items cannot be closed until the balance is zero and the item is marked as closed. 

Review Status Online

To review the status or obtain a list of open items, navigate to:


General Ledger > Open Items > Review Status Online
The Open Item review status page displays your default business unit and the ACTUALS ledger by default, although these values can be overridden by either entering a value or selecting one from a list by using the lookup or drop down features. 

Additional optional fields by which you can search include journal ID, journal and closed date, account, fund, org, open item key, etc. Enter the values or select from a list by using the lookup icon. When all fields have been completed to your satisfaction, click the Search button.
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Click the link associated with the open item you wish to review to display the specifics related to that item.

[image: image101.png]Gutincestnn lodger  Opeslomiey
010 ACTUALS  FouFESTIZ

ol Date From:

ovonss

e [Reconciofir  Hate Curncy

o020 1792

uso

Closed

e e s o o i it o o e

omker oumam O seq unes  soumm Lo Descroton ovenome ioseaDt | Tramsecton amount [y—
FourEsTz  accrmoan  esmaon o 1 [ —— o520 arzszon 00000 0000
ForesTz  LoTerer oz o s PrevssEromse omeszan anzszon 00000 500000
Setctea 0w v Tom om o

=1

ol




The page displays the transactions that have affected this open item. An overall summary provides information such as the ledger, open item key, journal ID, journal dates, item status, account, and fund. This component is inquiry only, therefore, you cannot make changes to open items listed. 

Click the OK or Cancel button to return to the previous screen. 

Maintenance

Open item maintenance allows you not only to view the status of an open item, but also to make changes such as close and reconcile. 

To maintain open items, navigate to:


General Ledger > Open Items > Maintenance
The Open Item maintenance page displays your default business unit and the ACTUALS ledger by default, although these values can be overridden by either entering a value or selecting one from a list by using the lookup or drop down features.

Additional optional fields by which you can search include journal ID, journal and closed date, account, fund, org, open item key, etc. Enter the values or select from a list by using the lookup icon. 

When all fields have been completed to your satisfaction, click the Search button.
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Click the link associated with the open item you wish to review.
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The page displays the transactions that have affected this open item. An overall summary provides information such as the ledger, open item key, journal ID, journal dates, item status, account, and fund. 

Reconcile an Open Item (Summary Level)

Reconciling an open item is the equivalent of closing that item. To reconcile an open item, mark the item by checking the select box. 
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Click the Reconcile button to impact the selected items by the desired action. Click the OK button to return to the open item search page. 

Reconcile an Open Item (Detail Level)

Reconciling an open item at the detail level is a useful way to partially close an item. To reconcile at the detail level, click the open item value to be closed. 

[image: image105.png]mmmea el e OeedmmBw i Bate from o Reconclie Mor  CeseCurrency

e S e S

Selct Opentem ey oD doumase Seq Unes  JounsLineDeserpton [ —— [ye—
B erpmaeRcor  oozsssen oot 0 2 PrepsaEiense szt s a9
O eripmameRcor  oosss  owasaot 0 3 PrepsaEpense oszazon o 999
O FrpmaeRcor  ooss  owsar 0 2 PressdEense osasaont 54 54

Sectea: om v Tow sz vsD





Check the select boxes next to the items to be closed and click the Reconcile button. Click the OK button to return to the open item search page. 

Journal/Ledger Inquiry

Journal Review

Journals in various stages of processing can be reviewed by using the journal inquiry function. Journals that can be inquired upon are those that affect the actuals, standard budget, or entitywide ledgers, and do NOT include any controlled budget journals. Journals can also be viewed by accessing the Journal Entry component.

Access the Review Journal component by navigating to: 


General Ledger > Review Financial Information > Journals
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The journal inquiry search requires an Inquiry be established. Enter an existing inquiry name or add a new inquiry and click Search (or Add, if adding a new inquiry). 
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Fields with an asterisk (*) are required fields. The Unit field defaults with your business unit. Enter a ledger to inquire upon or select one from a list by using the lookup icon. Options available include ACTUALS, STD_BUDG, or ENTITYWIDE. 

Enter the fiscal year in which you wish to inquire in the Year field, and enter the To and From accounting periods. 

By entering or selecting a user ID, you can narrow your search to just those journals entered by a specific user. 

The resulting list will be sorted by journal ID, however, you may select Jrnl Date from the Sort By drop down list if you prefer to see the list sorted by date. 

Select any additional fields by which you wish to inquire and click the Search button. It is recommended that you narrow your search somewhat to obtain a more efficient list of journals. 
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Click the Journal ID link associated with the journal you wish to review. A summary page with the journal header and lines is displayed.  
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Review the journal header and lines for relevant information. In the section above the journal lines, you can opt to view only certain lines, if desired. This is helpful when viewing a large journal, to narrow the scope to the lines of interest. Select the All Lines or From/To radio button next to the desired option; then click the Query Journal Lines button to retrieve the specified rows. Click the Journal Criteria link to return to the list of journals that met your search criteria.

In journals that originated in the Accounts Payable component, you may drill down in the journal by clicking the Drill Down icon.  
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In the new window that displays the Drill to Source page, you may drill down to the Voucher Accounting Entries page by clicking the Voucher ID link. 
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The Voucher Accounting Entries page displays the basic information associated with the voucher, including voucher ID, invoice number, vendor ID, and vendor name. The main information tab provides the description and amount of each voucher line. 
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Click the Chartfield tab to view the chartfield values for each voucher line. 
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You may view information on the related journal by clicking the Journal tab. 
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Journal drill down is a convenient way to track a transaction backwards to where the transaction first occurred. To “drill up,” simply close the additional windows that were opened as you drilled down. 

Note: Close the extra windows by working right to left on the taskbar. Close windows on the right first, and be sure not to close the last window, as your SABHRS session will be terminated! It is only necessary to click the Sign Out link when you are completely finished working in the SABHRS system. 

Ledger Review

Ledger review allows the research of data based upon any combination of chartfield values selected by the user. Inquiry can be conducted upon the actuals, standard budget, or entitywide ledgers, and does NOT include any controlled budget ledgers. Ledger data can be viewed for specified business unit, fiscal year, and accounting periods. Data is summarized in various pre-defined layouts, including Sum by Period, Account or Sum by Period, Project, Ledger Activity, and Ledger Balance. The data that matches the criteria you specify will be displayed in the layout that you selected. 

To inquire upon a ledger, navigate to:


General Ledger > Review Financial Information > Ledger

As with journal inquiry, an inquiry is required to review ledgers. Select an existing inquiry or add a new one. 
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Click the Search (or Add) button to display the ledger criteria page. 
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The Unit, Ledger, Year, Fiscal Year, From Period, and To Period fields are required. Enter values for each field or select from a list by using the lookup icon. 

You may select additional fields by clicking the select box of the desired option. 

Specify the desired chartfield values, if desired, or select or enter ChartField Value Sets (if set up). 

Clicking the Clear button will remove all selected criteria and display a blank inquiry page. 


The Delete Criteria box will permanently delete the inquiry name, therefore, it is strongly suggested that you do not use the Delete Criteria feature. 

When all desired chartfields and values have been entered, click the Search button.
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Ledger Summary
The Ledger Inquiry page shows a summary of the ledger amounts. 
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Click the Details link to view the Ledger Details page.
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Click the Activity link to view the transaction detail of a particular journal. 
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Journal ID

To drill down from the Ledger Activity inquiry, click the link that corresponds with the information you wish to review. 
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Click the Drill to Source icon for a link to drill to the accounting entries of the source document. 
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When inserting multiple lines, all fields are copied down, regardless of whether the copy select boxes below each chartfield name is checked or not. When inserting a single line at a time, you may check the select boxes for just those chartfields you want copied.
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