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SABHRS Chartfields

& Chartfields are values that help define financial transactions in the system

& Values 1n a Chartfield may vary based upon the module and validation rules
that may be in place

& Chartfields segregate and categorize transaction and budget data for
classification purposes; allowing financial records and budgetary
information to be tracked and analyzed

& Chartfields are alphanumeric; can contain both alpha and numeric
characters



SABHRS Chartfields

& Seven Primary Chartfields
& Business Unit
¢ Fund Code
& Account
& Org
& Program Code
& Sub-Class
& Project



SABHRS Chartfields - Business Unit

& Business Units (BU) segregate financial transactions by agency
& Every State agency has one GL business unit

& Agencies may establish multiple business units in the Accounts
Payable (AP) and Accounts Receivable (AR) modules to facilitate
internal business processes (e.g. 61010 — GL, 6101R — AP/AR)

& SABHRS and Statewide Accounting Bureau(SAB) set up new
business Units

& To request a new AP or AR BU, submit the SABHRS Business Unit
request in ServiceNow



SABHRS Chartfields - Fund Code

¢ 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

& To establish, modify or inactivate a fund code, complete the SABHRS Fund
request in ServiceNow.



SABHRS Chartfields - Account

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

& To establish, modify or 1nactivate account codes, complete the
appropriate SABHRS Account form in ServiceNow

& Rev/Exp
& Other



SABHRS Chartfields - Org

& Used to establish agency reporting structure and capture revenue
and expenditure activity for a designated area, function, or
organizational grouping within the agency

& Each agency is responsible for maintaining their Org Chartfields

& Effective dates on Org Chartfields must be the start of the
effective fiscal year (e.g. 07/01/2020)

& Each agency is responsible for maintaining their Org translate
trees



SABHRS Chartfield - Program Code

& Designates the budget by fiscal year
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SABHRS Chartfields - Sub-Class

& Along with a given Fund and Program Code; identifies the source of
appropriate budget authority

& The first three characters indicate the agency budget program, the fourth
indicates the source of authority, and the fifth character 1s assigned by the

agency (e.g. 590H]1)

& This Chartfield is required for budgeted expenses and non-budgeted
transfers in/out, but 1s not required for revenues, except for non-budgeted
transfers

¢ The Office of Budget and Program Planning (OBPP) maintains this
Chartfield
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SABHRS Chartfields - Project

& Optional field that further defines expenditures down to unit and
sub-units within a program

& Each agency maintains this Chartfield, if used
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General Ledger Journals



Create New Journal

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

By default, the Add a New Value tab is
displayed with your business unit, a journal
ID of “NEXT,” and the current date

If your agency does not use automatic
numbering, enter the desired Journal ID
number

Click the Add button to go to the
header tab

Create/Update Journal Entries

Eind an Existing Value Add a New Value

Business Uni

Journal ID |NEXT

Journal Date | 02/16/2020

| Note: This 1s the GL BU
(it always ends in 0)
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Header

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

Save Notify

Header Lines Totals Errars Approval InterUnit

Unit 61010 Journal ID  NEXT

Long Description | training example
238 characters remaining
*Ledger Group |ACTUALS Q
Ledger Q
*Source Q
Reference Number
Journal Class

Transaction Code | GENERAL

SJE Type
Currency Defaults: USD / CRRNT /1

Reversal: Do Not Generate Reversa

Entered By CMO0612
Entered On
Last Updated On

Refresh

Date  02/16/2020
2]

Adjusting Entry | Non-Adjusting Entry
Fiscal Year 2020
Period 8

ADB Date | 02/16/2020

Auto Generate Lines

Save Journal Incomplete Status

CTA

i ™ 0 - . .
Commitment Centrol Receiving Business Unit

Cozzie Kyndra E

Update/Display




Header

The Actuals Ledger
Group 1s displayed by
default, but you may

select a different ledger
if desired

Governmental funds are
the only fund category
that use both the
Actuals and the
Entitywide ledgers

The Ledger Group is
required to create a
journal

Header Lines Totals Errors

Unit 61010

Long Description | training exa

*Ledger Group
Ledger

*Source

Reference Number
Journal Class

Transaction Code | GENERAL

SJE Type

Currency Def

Reversal: Do Nt

Business Unit

Ledger Group

Search

Search Results
View 100
Ledger Group
ACTUALS
APPROP
A ACCRUAL
ENTITYWIDE
ORG
REVW/EST

STD_BUDG

Look Up Ledger Group

61010

begins with

Clear Cancel Basic Lookup

1-Tof 7 »

Description

Actuals Ledger Group
Appropriations Ledger Group
AAccruals

GASE34 Entitywide Transactions
Org Ledger Group

Revenue Estimate Ledger Group

Standard Budget
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Header

The Journal Source 1s also
required in order to generate a
journal. It is used to identify the
origin or source of the journal.

Examples of these codes are
ONL — Online Journal
IU — Inter-Unit
SWI — Statewide Interface
AP — Accounts Payable
AR — Accounts Receivable

Header Lines Totals Errors

Unit 61010

Long Description

*Ledger Group
Ledger

*Source
Reference Number
Journal Class

Transaction Code

Approval

training example

InterUnit

Journal 1D

238 characters remaining

IACTUALS

GEMERAL

Q
Q,
Q

NEXT
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Header

Header ines Errors | A ImterUnit

Journal ID

characters remaining
*Ledger Group |ACTUALS Q Adjusting Entry | Mon-Adjusting Eniry
Ledger
*Source

Reference Number ADE Date

Journal Class

GEMERAL O Auto Generate Lines

Transa

O Sawve Journal Incomplete Status

O CTA

iving Business Unit




Lines

Each transaction entered
by an agency includes
Chartfields, which tell the
system the financial
accounting data for that
transaction

Lines Totals Errors Approval InterUnit

Journal ID

Multi-Speedcharts

Unit edge Account=
61010 AC S 1104
61010 ] 1104

2201

2504A

Q

Q

Process

Download to Excel

Fund Program
03604

07004

Errors Only

Line | 100

System Maintained Override

Sub-Class Project Currency

ushD

usD

uspo

usb

Amount




Lines

Required Chartifield for Journal Lines

Account Fund Org Program Subclass
Balance Sheet X X
Revenue X X X X
Expense X X X X X
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Lines

Enter the journal
transaction
information on
the Lines tab

| Header | Lines Totals Errors Approval InterUnit
Journal ID 00O 14 1/ Errors Only

*Process | Edi a Process Line

Multi-Speedcharts Download to Excel System Maintaine:

The Account and -t 0

Fund Chartfields
are required on : stoto s [ - uso
all transaction -
lines ACTUALS 20 U5

uUsD
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Lines

The Totals section at
the bottom of the
lines page provides a
summary of the
journal lines, and ~ Totals

o 5 Q
indicates the total
5 . Unit Total Line Total Debit: Total Credit Ji al Stat Budget Status
deblts and Credlts nit ofal Lines olal s otal Credits ourna atus Judget Statu
1010 4 15,086.30 15,086.30 M M
All journals should
balance by fund
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Totals

The Totals tab
provides the total
debits and credits of
the journal by fund

This can be useful if
your journal is out
of balance

Unit 61010

Totals

*Unit

E1010

Currency

ush @

Totals Errors Approval InterUnit

Journal ID Q0004190741

*Ledger

Q ACTUALS

Control Totals Actual Totals

Debits Debits

Credits Credits

Met

Date

Fund

07004

Differences
Debits
Credits

0.00

02/01/2020
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Header Lines Approval InterUnit

Unit 61010 Journal ID 0004240267 Date 02/08/2020

Errors "FHead:' Errors

Unit Field Name Field Long Name Set Msg Message Text

61010 JRML_HDRE_STATUS Journal Header Status 5860 45 Journal is not balanced on journal totals or balancing ChartField totals.

This tab is
often used to
identify the
types of errors

associated
Wlth th e Line # Field Name Field Long Hame Message Text

* Line Errors

B Q

i 1 , . ChartField error for value MEDADDPEVALF 17 fieldname Project, (prompt table
] ournal lines. PROJECT_ID Project PROJECT. 10, VW)

ChartField error for value MEDADDPEVALF 17T fisldname Project, (prompt 1able

PROJECT_ID Project PROJECT_ID_VW).

ChartField error for value MEDADDPEVALF 17 fieldname Project, (prompt table

PROJECT_ID Project PROJECT ID_VW).

ChartField error for value MEDADDPEVALF 1Y fieldname Project, (prompt tabile

PROJECT_ID Project PROJECT ID_VW).




Approvals

Users with approval security
can navigate to the Approval
tab to approve or deny a
journal for posting to the
Actuals ledger (the default
action 1s Approve)

The history of the recent
actions and comments will
be displayed on this page

Header Lines Totals Errors Approval InterUnit

Unit 61010 Journal ID 0004202351

Approval Status

Unit 61010
Approval Check Active Y
Approval Status MNone

Approval Action | Approve

Deny Comments

254 characters remaining

GLJournalApproval
Unit 61010, ID 0004202351, Date 2020-02-01, Line Unit 61010: Approved

GLJournalApproval
Approved

Thread ID  Definition ID Effective Date  Requester

264499 GLJournalApproval 014011900 CM2744

264495 GlLJournalApproval 014011900 CM2744

Date  02/01/2020 Submit

2 View/Hide Comments

Step Number  Step Status Approver
1.00 Approved

1.00 Approved
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Edit Journal

After the journal lines have
been entered, it 1S necessary

to edit, budget check, and Hoader || tines (|| Towas || Emors || Approval || interunt

post the journal in order for nit 1010 Joural D 00

the information to be R —

recorded in the gener al Multi_Speedcharts Joumal Download to Excel System Maintained Override
ledger .

The journal is checked for c e el

validity in terms of st " Subrt our - o e
accounts, funds, ' ) a scruas a0 a
organizations, Chartfield Lines o add

combinations, etc. - Totals

5 Q

Budget checking ensures
that the budget impacted by
the transactions exists and
that adequate funds are
available

Unit Total Lines Total Debits Total Credits Journal Status Budget Status

61010 1 394.40 0.00 N N
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Edit Journal Header Lines Totals Errars Approval InterUnit

Unit 51010 Journal ID 0004231201 Date  Q2/01/2020 Errors Only
Template List Search Criteria Change Values

Notice that the Journal
and Budget Status are
listed 1n the Totals
section of the page

*Process | Edit Journal Process Line | 100

Multi-Speedcharts Download to Excel System Maintained Override

TO begin the edlt Select Ledger Account= Fund Sub-Class
checking process, choose ACTUALS 104 07004

this from the Process

dropdown menu

ACTUALS 1104 06359

ACTUALS 2201 07004 Q

If the journal passes edit ACTUALS 525115 06559 Q,
checking, the system will
automatically budget
check the journal

ACTUALS 525116 06559 Q,

ACTUALS 525113 06559 Q,

Lines to add

Journals must have a
valid Journal and Budget [Ress __ —
status in order to post o .

Total Lines Total Debits Total Credits Jowrnal Status Budget Status

i3 62102274 621.022.74 W v




Journal Errors

Header Lines Totals Errors Approval InterUnit

If the journal fails edit

checking, you may view ————

the journal errors by - e &

either going to the 5 Q

Errors tab or clicking select “Unit - org Program  Sub-Class Project

the E under the Journal 2 59010 AGTUALS 110 02772 04SUICIPRV 2019 865JS SUICPRESCHLVSFY
Status column ' 51040

51040

*Process | Edit Journal Process Line | 100

Once you have
corrected the errors,
you can re-run process Lines to add
by selecting the Edit - Totals
Journal function from ve
the Process drop down

& 21040 2 54.237 .46 54.237 .46 E
list

69010 ACTUALS 2 M4SUICIPRV

Unit Total Lines Total Debits Total Credits Journal Status Budget Status

69010 2 54,237 48 54,237 48 E
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Copying or Reversing Journals



Copying or Reversing Journal

The SABHRS system provides
a method for creating an exact
copy of an existing journal

This method involves making a
copy of an existing journal
from within the original
journal

The system also allows a user
to copy a journal with reverse
signs

To create a copy from within a
journal, navigate to

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

Click the Find an Existing
Value tab to view the search

page

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 Mew Value

= Search Criteria

Business Unit 61010

Joumal 1D swith ¥ | (0004200365

Joumnal Date r

Joumnal Header Status ¥

Budget Checking Header Status ¥

Source | begin

User ID | begin
Casze Sensitive

Limit the number of resuliz to (up to 300) | 300

| Search | Clear | B3sic Search & Save Search C
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Copying or Reversing Journal

Enter the desired search
criteria or the ID of the
journal you wish to copy
or reverse and click the Unit 61010 Journal ID 0 5 Date  11/01/2019 Emrors Only

Header Lines Totals Errors Approval InterUnit

Search button e
Process Line
CIICk the Llnes tab or llnk Multi-Speedcharts oy ou Download to Excel System Maintained Over
to go to the Lines page. Eat Chartied
o e * Lines (& dit Jo
Initiate the Copy Journal = o Post douna
process by clicking the Refresh Journa

PI‘OC€SS drop down aArrow Select Line Unit Le Submit Journal | Program Sub-Class

el 51010 ACTUALS

Select Copy Journal and
click the Process button 1 S ST L

« Totals
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Copying or Reversing Journal

On the Journal Entry Copy Journal Entry Copy
screen, select the desired

” : Business Unit 1010 Copy From 1D Q004200365 Copy From Date  11/01/2019
options for the new journal Journal D [NEXT Ledger Reverse Signs
Copy Journal Date 021162020 5 MNew Ledger Recalculate Budget Date
The journal Will default to ADB Date Document Type Save Joumal Incomplete Status
today’s date Currency Effective Date
When all fields have been pesabee s ———
Completed, Clle the OK E:;;:_qinning. D% NE;r.tlF.';:;h;d On D‘at::-.. :;pec:ifiﬁd E‘r-: -;_I;vr:‘r
buttOn Er?-:itol:fl'r:lle:-:t Period ADE Reversal Date
When the copy process has o ot Spect 5y User
SUCCGSSﬁlHy COmpleted, the Adjustment Period

system will display the Reversal Date
Lines page of the new
journal

Cancel Refresh
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Copying or Reversing Journal

Journal Entry Copy

The process for reversing
an entry 1S accompllshed Business Unit 61010 Copy From I 0004200365 Copy From Date  11/01/2019
through the Copy Journal Joumal 0 Ledger i Reverse Signs

process Joumnal Date |02M16/2020 i New Ledger Recalculate Budget Date

ADB Date Document Type Save Journal Incomplete Status

After you have completed
filling 1n all the desired

Currency Effective Date

information for the new Reversal Date ADB Reversal Date
journal, check the reverse 0 Gegiaing of Next Period On Dt Specite y s
SlgllS bOX and Clle the OK En;i of Nn:::r.t Period

ADB Reversal Date

bUtton Next Day

Adjustment Period
On Date Specified By User

When the copy process has
successfully completed, the
system will display the
Lines page of the new
journal with the reversed Cancel || Refresh
signs

Adjustment Period

Reversal Date
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Copying or Reversing Journal

Original Entry

32010 ACTUALS 61905 06053 3 7 Compensated Absences-Nonbudget

32010 ACTUALS 06053 : 3,332.00 Comp Abs - Current

32010 ACTUALS 26 6053 30 43,613.00 Comp Abs - Non Current

32010 ACTUALS 51905 06053 302 37,100.00 Compensated Abs Nonbudget
32010 ACTUALS 2625 06053 302 -15,137.00 Comp Abs - Current

32010 ACTUALS 6053 302 -21,963.00 Comp Abs - Non Current

Reversing Entry

32010 ACTUALS 51905 06053 3 -97,145.00 Compensated Absences-Nonbudget
32010 ACTUALS : 6053 30 32.00 Comp Abs - Current

32010 ACTUALS 26 6053 30 13,8 0 Comp Abs - Non Current

32010 ACTUALS 51905 6053 -37,100.00 Compensated Absences-Nonbudget

32010 ACTUALS : 6053 302 15,137.00 Comp Abs - Current

32010 ACTUALS : 6053 302 0 Comp Abs - Non Current




Miscellaneous Journal Topics



Open Item Key

Open Item Key allows the user
to track account transactions
for a particular purpose

Examples of these include
non-treasury cash accounts
and interentity loan accounts

Open ltem Key
‘You must enter IELoansRec in the Openltem Key field on line number 1. {5010 26)

If the account requires an
Open Item Key, the following
error will appear when trying
to Edit the journal, if the key
1s not included

The account on the specified line iz a Openltemn Account. This requi nter its corresponding Openltem Key field information as indicated

Enter the Open Item Key on
the journal line and edit check
the journal again

Even if not required, an Open
Item Key can be used for
internal tracking purposes
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Open Item Key

SABHRS has a report that
will list valid active account
codes and at the same time
will identify accounts that
require an Open Item Key

Navigate to Main Menu>
Set up Financials/Supply
Chain> Common
Definitions> Design
Chartfields > Reports>
Chartfield Reports

This report can be
downloaded as an Excel
spreadsheet which allows
the data to be filtered and
sorted

ORACLE

Report ID: FSX0010

SetlD: STATE
As of Date: 05.Jul.2017

Account Description

101

1102

1103

1104

1105

1108

1107

1108 5. Cleari AS
1109 Cash Wit : | WITH
1110 0TI
1201

Short Name

Oracle PeopleSoft Financials

VALID GENERAL LEDGER ACCOUNTS

Monetary Statistical Account

Account Type YN UOM Bal Forwarg
A No
A No
A No
A No
A No
A No
A No
A No
A - No
A No
A No
A MNo
A No
A No
A No
A No
A No

Page 1
Run Date 71512017
Time 3:30:51 PM

Open Item Account

YN  Description Edit Record Edit Field
No
No
Yes  Bank Code
Mo
Mo
Yes  Custodial
Mo
Mo
Yes  Bank Code
Mo
Yes  InterRec
Mo
Mo
Mo
Mo
Yes  ARExtemnal

BANK_CD_TBL BANK_CD

BANK_CD_TBL BANK_CD

BANK_CD_TBL BANK_CD
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System Maintained Account

A System Maintained Account
requires SAB approval and posting
by forwarding the Journal ID to
the SAB Help Desk

Some journals with a System
Maintained Account need
accompanying documentation
prior to processing

Fund equity transactions

Interentity loans
Non-treasury accounts

These and all other accounting
requests can be found 1n
ServiceNow
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Personalized View

Users may personalize how various component transaction lines are
displayed within the system by freezing, hiding, and re-ordering the
Chartfields

Personalization 1s unique to each user; therefore documents will
always display according to the user’s preferences, regardless of how
the creator of the document displayed the lines of the document

There may be more than one place in a single document where you
can modify the view
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Personalized View

To customize the way
the transactions lines
are displayed, open a
journal

Click on the
Personalize link

Header Lines Totals

Unit 61010
Template List

Multi- Speedcharts

- Lines (&

Perzonalize

Zoom Lines

Download Lines Table o Excel

. =

Lines to add 1

Errors Approval

Journal ID 00042

*Process

Q

—cdr

Edit Journal

*Ledger

ACTUALS

InterUnit

Account=

103

Q

01100 O
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Personalized View

Any Chartfield except those
that are frozen (designated in
parentheses behind the
Chartfield) can be hidden from
view by highlighting the
Chartfield and selecting the
Hidden box

To change the sequence, or
order in which fields appear
from left to right on the display;,
highlight the Chartfield and
click on the up or down arrows
next to the column order box

To Preview how the changes
will look on the screen click the
preview button

Personalize Column and Sort Order

To order columns or add fields to sori order, highlight column name, then press the appropriate buiten.
Frozen columns display under every fab

Sort Order

Account

Hidden Descending

! Frozen

1 (hidden)
hidden]

T seftings Delele Settings

3|



Personalized View

To cancel any changes
made, click on the Cancel
button

To un-do all personalized
settings, click on the Delete
Settings link, then press the
OK button

Personalize Column and Sort Order

To arder columns or add fields to sort order, highlight column name, then press the approprate button.
Frozen columns display under every fab

Jrder Sort Order

Account

Hidden Dezcending

i Frozen

hartField 1 [hidden]
riF idden)
[hidden)

ettings Delete Settings
Preview ettings Delete Settings

42



Personalized View Sort Order

The order in which the lines Personalize Column and Sort Order
are SOl‘ted can aISO be To order columns or add fields to sort order, highlight column name, then press the appropriate buiton.
Change d through Frozen columns display under every tab
personaliz ation Column Order Sort Order
S en) &] Account
i y L L
To sort by a Chartfield, e (razen) g -
highlight the field and click ek
the right arrow to move the Fun Hidden Descending
Chartfield into the Sort . Frozen
column

Personalize the Sort Order
sequence in the same way

The default sort 1s in
ascending order; sort in
descending order by clicking
the Descending box

Copy Seitings Share Settings Delefe Settings

OK Cancel Preview




Personalized View Sort Order

To delete fields from the Sort
Order, or to remove all fields,
highlight the desired field(s)
to remove and click the
Remove From Sort bgtton

When the personalization has
been completed, click the OK
button to save the changes
and return to the previous

page

Personalize Column and Sort Order

To order columns or add fields to sort order, highlight column name, then press the appropriate button.
Frozen columns display under every fab
Sort Order

& Account
Y Fund

Hidden Descending

Frozen

Copy Settings Share Settings Delefe Settings

Cancel Preview
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SABHRS System Generated Journals



SABHRS System Generated Journals

Certain types of General Ledger journals are automatically
created by SABHRS during the nightly, monthly, and year-
end batch processes

The system pulls information from all the modules and
creates different journals to reflect the information in the GL

Module

The journals contain information that help tie back to the
original transaction
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SABHRS System Generated Journals

The following Modules have system generated journals

The AR and AP modules process nightly and the AM module processes
monthly

These are the commonly processed journals, but it is not an all-inclusive list
Accounts Receivable (AR)
ARD Journals

Deposits entered in Accounts Receivable
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SABHRS System Generated Journals

Accounts Payable (AP)

ACC

Vouchers entered in Accounts Payable (expense)
PYT

Payments processed in Accounts Payable (cash)
CAN

Cancels a voucher in Accounts Payable (cash)
CLO

Closes a voucher in Accounts Payable (expense)
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SABHRS System Generated Journals

Asset Management (AM)
ADD
Asset added to Asset Management
DPR
Depreciation recognized in Asset Management
RET

Assets retired in Asset Management

49
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General Ledger WorkCenter

Faworites ™ Main Menu = General Ledger = &L WorkCenter
STATE OF MOMTAMA

SABHRS FS

General Ledger WorkCenter &
Main || Repons/Queries Welcome to the General Ledger WorkCenter

43 My Work .
Welcome to the WorkCenter. This WorkCenter has one "Task Panel" and one "Work Area". The "Task Panel” is on
the =ide di the pagelets assigned to the WorkCenter page and the "Work Area" displays transaclion

= Current Work pages suc this page.

Each pagelet may have the following actions depending on itz configuration: Hide/Show, Reload, Personalize

Within 2ach pagelet there e "Dpen the content in a new window", "Collapses a group of links" and

"Expands a group of links" acfions available depending on the pagelet.

- Exceptions

Journals with Errors




]
Favorites ¥ Main Menu ¥ »  General Led

General Ledger WorkCenter STATE OF MONTANA

OABHRS F

The GL WorkCenter displays General Ledger WorkCenter

GL related information in

various stages of completion ﬁu:q 2 || ReportsiQueries
in one aggregated location # My Work
Edit Filters

The My Work pagelet of
the Main tab includes links o

Journals Ready for Processing (10)
to pages that you InterUnit Journals (311)
frequently access as well as Journals Pending My Approval (61)
require your attention or oUTTTAtS With Errors
action Journals - Commitment Control

Exceptions
Budget Journal Exceptions (789)
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General Ledger WorkCenter

The Edit Filters link allows
the user to view and edit the
My Work Links and filter

data for each link

This function streamlines
the data being viewed in a
more meaningful
presentation

]
Favorites ¥ Main Menu ¥ »  General Led

STATE OF MONTANA

OABHRS F

General Ledger WorkCenter

Main Reports/Queries
ok My Work

+ Current Work
Journals Ready for Processing (10)
InterUnit Journals (311)
Journals Pending My Approval (61)
— Exceptions
Journals with Errors
Journals - Commitment Control
Exceptions
Budget Journal Exceptions (789)

53

@y Links



General Ledger WorkCenter

Edit Filters

Configuration ID GL General Ledger WorkCenter

Click View All to display both ser D ChOGH2
the Current Work & the My Work Groups
Exceptions links

Group Label Current Work

Click the Edit Filter icon P

5 Q

1-d40f4 ¥

(pencil) to access the
Configure Filter Values page
and specify selection criteria
for each My Work Link

Link Label Filter 1D Description Edit Filter
Journals Ready for Processing GLJRMLA Journal Generic Filter

InterUnit Journals GL_IUJRNL IU Journals

Journals Pending My Approval GLIRNLAPPR GL Journal Approval

Journals With System Mainiained Accounts GLSYSMAINT Jmis with System Maintain Acc

Group Label Exceptions

My Work Links
H Q 1-30f3 ¥
Link Label Filter 1Dy Description Edit Filter

Journals with Errars GLJRML3 Journal Generic Filter

Journals - Commitment Control Exceptions GLJRMLS Journal Generic Filter ¥ 54

Budget Joumal Exceptions GLBJRMLXCP Budget Joumal Exceptions




Configure Filter Values

General Ledger WorkCenter

Filter I GLJRMLA Journal Generic Filler

Business Unit
The edit for the Journals Lecger Grous ACTUALS
Ready for Processing displays
the following Filter Values

2018

Fiscal Year

Accounting Period

Entering values for the
criteria will reduce the
number of journals being

3 Budget Checking Header
reviewed Status

Description

Journal Header Status

Line Business Unit

The journal filter criteria

requires the Business Unit,
Ledger Group, and Fiscal User 1D
Year to be entered.

Journal Creation Date

Journal Total Debits

Journal Date

Journal 1D

Source

Document Type




Faworites ™ Main Menu General Ledgs

STATE OF MOMTANA
General Ledger WorkCenter SINTE O Mo

General Ledger WorkCenter L+

Main (= Ciusries

LA

After the values have been
entered, you will need to

refresh the pagelet to see your
changes

£33 My Work c
= Current Work
Jo urnal-:. Ready for

r-.-1a r‘tains:c AL
- Exceptions
Journals with Errors

Journals - Commitment
Confrol Exceplions

Budget Joumal Exceptions

'.:
i34




General Ledger WorkCenter

The edit for the Journals Configure Filter Values
Pend
Fmdmg LSOl royal : User ID CM2498
displays the following Filter
Filter ID GLJENLAPPR GL Journal Approval
Values

: Business Unit
Entering values for the

criteria will reduce the Line Business Unit
number of journals being G D B
reviewed

Journal ID

The User ID filter can be used
by an approver to limit the
results to users that report to
them

7



Faworites ™ Main Menu General Ledgs

STATE OF MOMTANA
General Ledger WorkCenter SINTE O Mo

General Ledger WorkCenter L+

Main (= Ciusries

LA

After the values have been
entered, you will need to

refresh the pagelet to see your
changes

£33 My Work c
= Current Work
Jo urnal-:. Ready for

r-.-1a r‘tains:c AL
- Exceptions
Journals with Errors

Journals - Commitment
Confrol Exceplions

Budget Joumal Exceptions

'.:
i34




General Ledger WorkCenter

The listing show journals
pending your approval

Clicking the Journal ID
link will open a summary
page with links to journal
information

Multiple journals can be
selected and processed 1n
bulk

Journals Pending My Approval

¥ Comments

Select All / Deselect All

Journals
H Q

Journal Overview Joumal Details

Select Journal ID

Approve

Date

02/01/2020

0270372020

020052020

Q20552020

210672020

02/06/2020

211072020

Line Unit Total Debits

52500

5167 60042

5125.00

3125.00

%4 000,00

5250.00

£250.00

Pushback

Total Credits

52500

5167.600.42

3125.00

3125.00

54 000.00

£250.00

5250.00
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General Ledger WorkCenter

The Reports/Queries tab lists
commonly used public
queries and reports

General Ledger WorkCenter

= My Queries
GL Journals with Detai

= Journal Reports
Journal Entry Detail

Journal Summary

o

o
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Interunit Journals



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

Create/Update Journal Entries

Find an Existing Value Add a New Value

Business Unit |B1010 Q
Joumnal ID [NEXT

Journal Date 021162020
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Interunit Journal Header

Enter a description of peaterd [ Lnes | [ Totas || Emors
the purpose of the
journal in the Long Unit 61010 Journal ID 0004176364
Description field,
including the invoice
number (if applicable)

Approval InterUnit

coordinator

146 characters remaining

*Ledger Group (ACTUALS Adjusting Entry | Mon-Adjusting Entry
and your contact
i ; Ledger Fizcal Year 2020
information
*Source Period
YOU ma}’ enter an Reference Number ADB Date 09/03/2019
internal tracking number SR
: Journal Class Q
(up to 8 CharaCters) mto Transaction Code |GENERAL Q. Auto Generate Lines
the Reference Number Save Journal Incomplete Status

field, if desired SJE Type

Currency Defaults: USD / CRRNT 71

The Source i1s listed by
default as ONL (online),
however, interunit
journals must have a
source of TU
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Interunit Journal Header

The Receiving
Business Unit field
must be populated

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

Header Lines Totals

Unit

G1010

Long Description

*Ledger Group
Ledger

*Source
Reference Number
Journal Class

Transaction Code

5.JE Type

Errors Approval InterUnit

Journal ID 0004176364 Date  02/01/2020

po& paying UM Rural Insfitute -
coordinator

Q

GEMERAL Q,

Currenc aults: USD / CRENT 1

I: Do Mot Generate Reversal

1 - invoice 813 for Accessibility Training atin- clinical | =

Adjusting Entry | Mon-Adjusting Entry

Fizcal Year 2020
Period

ADB Date 09/03/2013

Auto Generate Lines

Save Journal Incomplete Status

CTA

Commitment Control Receiving Business Unit 51030 Q
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Interunit Journal Lines

Enter the journal

transaction

information on the

Lines tab

Unit 61010 Journal ID 00 Errors Onily

The Account and Template List
Fund Chartfields
must be entered on all B
transaction lines 5 Q

Select *Unit *Ledger Account= Program Sub-Class Project Currency Amount

Process

Multi-Speedcharts Download to Excel

B1010 [+} ACTUALS 82102 2330 2020 Q B20H1
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Interunit Journal Approval

In order for the second business
unit to access the journal and
enter their accounting
information, the initiating
agency must indicate the journal
1s ready for the receiving agency

To grant the receiving agency
access to the journal, click the
Yes radio button on the
InterUnit tab

The Receiving Business Unit
field on the header page must be
populated before indicating the
journal is ready for the
Receiving BU

The 1nitiating agency simply
saves the journal at this point.

Do not edit journal or budget
check

Header Lines

Unit  &1010

Receiving Business Unit:

Journal is ready for
Receiving BU

Totals Errors

21030

Comments:

RM: 9/6/2019

Journal 1D

Approval InterUnit

0004176364
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Receiving Business Unit

There 1s an Interunit
Journals pagelet
available on the GL
WorkCenter

Rece1ving Business
Units can see
outstanding InterUnit
Journals that require
their completion by
selecting the Edit
Filters

General Ledger WorkCenter &%
Main
43 My Work c
Edit Filters
= Current Work

Journals Ready for
Processing

B InterUnit Journals (286)

Journals Pending Ry
=

Approv

= Exceptions
Journals with Ermrors

Journals - Commitment
Confrol Exceptions

Budget Joumal Exceptions

959y
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Receiving Business Unit

For this link, click on the
pencil icon for the
InterUnit Journals

For the Receiving BU to
see all the outstanding
InterUnit Journals for
their agency, enter the
agency’s BU in the
Rece1ving Business Unit
field

In this example, I have
selected 61010 as the BU
and N- No Status-Needs
to be Edited for the
Journal Header Status

My Work Groups

Group Label Current Work

My Work Links

5 Q

Link Label Filter ID
Journals Ready for Processing GLJRHLA
InterUnit Journals GL_IUJENL
GLJRMNLAPPR

Journals Pending My Approval

Journals With System Maintained Accounts GLSYSMAINT

Configure Filter Values

User D CMO0G12

Filter ID  GL_ILUJRHL
Business Unit
Receving Business Unit
Journal 1D
Journal Date

Jowrnal Header Siatus

Budget Checking Header
Status

Cancel Apply

Description

Journal Generic Filter
IU Journals

GL Journal Approval

Jmils with System Maintain Acc

Filter Values

IU Journals

51010|

M- Mo Status - Meedstobe E ¥

v

1-40f4 ¥

Edit Filter
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Receiving Business Unit

General Ledger WorkCenter  £F

Main Reporis/Cueries

After the values have been
entered, you will need to
refresh the pagelet to see
your changes

43 My Work -

-
L= |

= Curmment Waork

Journals Ready for
Processing

nterUnit Journals {236)

Journals Pending My
Approval (23]

Journals Wit
Maintained Acco

+ Exceptions
Journals with Errors

Journals - Commitment
Confrol Exceptions

Budget Joumal Exceptions




Receiving Business Unit

Once you click on the
InterUnit Journals
link, the filtered list of
journals will be
displayed

By selecting the N-No
Status-Needs to be
Edited criteria in the
filter, the list contains
journals that the
initiating BU has
completed and is
waiting for the
Recetving BU to
complete and edit the
journal

InterUnit Journals

« Journals

H Q
General Details 1 Details 2 103

Journal

Unit Journal 1D Date

020172020

9 02052020

& | 0211272020

020172020

Line Unit

InterUnit

Description

PAYING MPERA
EMPLOYEE EDMUND G

EYIMG GSD-DOALFD
EE#11

EYIMG GSD-DOALSD
E£#11

GOV pays GSD Meontana
Flag = 52

Status

Edit Req'd

Edit Req'd

Edit Req'd

Edit Req'd

Budget
Status

Mot Budget
Checked

Mot Budget
Checked

Mot Budget
Checked

Mot Budget
Checked

A



Receiving Business Unit

Enter Journal Line

InfOI'matIOIl Header Lines Totals Errars Approval InterUnit
Clle the L11’1€S tab 01” Unit 11040 Journal ID Jate Errors Only
Template List Search a Bs

link to enter accounting
information for your
agency

*Process Edit Journal Process Line

Multi-Speedcharts Downlead to Excel System Maintained Override

Enter the number of
lines to add and click the it *Ledger Account Program Sub-Class
+ or - button to add or
delete your agency’s
information

11040 ACTUALS 51402 02042 2511 2020 030H1
61010 Q ACTUALS [

11040 ACTUALS 01100

In the Unit field, enter
your business unit and Hines foadd
tab out of the field to ~ Totals
clear the values from the

remaining Chartfields
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Edit Journal

Unit 51010 Journal ID Errors Only

Template List

Process Line | 100

When all lines for Mult-Speeccharts Downlosd to Excel | System Malntained Overrice
your agency have
been entered, click the
Process button

Ledger Fund Program Sub-Class Project

34010 ACTUALS 04 07156

The System Wlll Edlt 6 61010 ACTUALS LE 07004

the journal for both B1010 Q ACTUALS 0700: Q

business unltS 2 54010 ACTUALS 07156
3 54010 ] 250 07156

If Edit Journal passes . s010 cras |50 e

successfully, the

system automatically
Budget Checks the s

Journal for bOth Total Lines Total Debits Total Credits Journal Status Budget Status
buSlneSS units 0 4 47 544 95 47 54436

2 47 544 956 47 544 35
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Journal Errors

Header Lines Totals Errars Approval InterUnit

Once the journal has ot o0 Journal 1D 00 | Errors Only
a.tta].ned a Vah.d J Ournal Process Line 100
and Budget Status, the Multi-Speedcharts Download to Excel System Maintained Override
journal can be app1'roved - lnes
to post by a user with 5 Q
a'pproprlate Secuﬂty Select *Unit *Ledger Account= Qrg Program Sub-Class Project
If the journal faﬂs Edlt, 69010 ACTUALS 1104 04SUICIPRV 2019 36505 SUICPRESGHLYSFY
you may view the errors : 51040 ACTUALS 1104
by navigating to the 3 51040 ACTUALS 1240 0
Errors tab or CthiIlg the 9010 ACTUALS 62102 02772 D4SUICIPRY SUICPRESCHLVSFY
E 1n the Journal status
Column Lines to add 1 + - &
* Totals
When the journal has 5 Q

been approved and has a
valid journal and budget
status, it is ready to be
posted

Unit Total Lines Total Debits Total Credits Journal Status Budget Status

51040 54.237.46 54237 45

9010 54.237.46 34,237 48

73



InterUnit Approval

Once the journal passes Edit
Checking, it needs to be
approved by the Receiving
Business Unit

Once the Receiving
Business Unit approves the
journal, batch processing
will pick the journal up and
post it

There 1s a Journals Pending
My Approval pagelet
available on the GL
WorkCenter

General Ledger WorkCenter &

Main Regors/Cueries
I8 My Work c
Edit Fillers

= Current Work

Journals Ready for
Processing

nterUnit Journals {256)

m Journals Pending My
Approval (23]

Journals
Maintained

- Exceptions
Journals with Errors

Journals - Commitment
Control Excepticns
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InterUnit Approval

For this link, click on the pencil
icon for the Journals Pending My
Approval

The edit for the Journals Pending
my Approval displays the
following Filter Values

Entering values for the criteria
will reduce the number of
journals being reviewed

The User ID filter can be used by
an approver to limit the results to
users that report to them.

If multiple User IDs are to be
entered, you can enter them by
using the “in” option in the
dropdown

Edit Filters

Configuration I GL General Ledger WerkCenter

My Work Groups

Group Label Current Work

My Work Links
5 Q

Link Label Filter ID
Journals Ready for Processing GLJRHLA
InterUnit Journals GL_IUJRNL
Journals Pending My Approval

Journals With System Maintained Accounts

Filter Values
Configure Filter Values

User I CMOG12

Filter ID ) GL Jouwrnal Approval
Business Un
Line Business Unit
User ID

Journal ID

Cancel Apply

14of4 ¥

Description Edit Filter

Journal Generic Filter

IU Journals

GL Journal Approval

Jmis w ystem Maintain Acc
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InterUnit Approval

After the values have been
entered, you will need to
refresh the pagelet to see your
changes

G

eneral Ledger WorkCenter &

Main lenarte/ Cueries

43 My Work -

Edit Filiers

- Current Work

Journals Ready for
Froce=ss ir'|g|

niterUnit Journals {286)

Exceptions
Journals with Errors

Journals - Commitment
Control Exceplions

dget Joumal Exceptions
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InterUnit Approval

The hstlng ShOW journals Journals Pending My Approval
pending your approval

Clicking the Journal ID

Refine Filter Criteria

»F Comments

link will open a summary e Approve Pushbac
page with links to journal Joumals
information 5 a

Journal Overview Joumnal Details
Mlﬂtlple journals can be Select Journal 1D Date Line Unit Total Debits Total Credits
selected and processed in S P
bulk
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General Ledger Journal Import



Spreadsheet Journal Import

Overview

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).

Preparation and Setup

Initial Setup

In order to utilize the spreadsheet journal entry tool, you must first save the required files
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Spreadsheet Journal Import

The files are located in @ Links
the Links section of
the General Ledger v _Other Links
Ledger Inguiry
WorkCenter Jounals nquiry These are the files necessary to run the

(41}
[41]
@ 1
E

Import function

[41]

[41]

y =
Cid

LY

[41]

[}
=
ip

El7 Spreadsheet Journal ACTUALS FS32PR
GLLOG
By JEMLMCRO_WS

1

L

Bl Spreadsheet Journal Standard Budgets FS92PR

RS Documentation

SAB Accounting Forms
RO
SAB Training
= Spreadsheet Journal Import
Files
Spreadsheet Journal Import
Zip Files 80




Spreadsheet Journal Import

The first time you use the ORACLE SPREADSHEET JOURNAL IMPORT
PEOPLESOFT ENTERPRISE

spreadsheet journal
import tool, you need to
set up the defaults for the

system. To set the ‘
defaults, open one of the @ Newsheet | | 25 importnow |
journal spreadsheets you

saved to your drive - | = /= I =7 wiitetoFile

either Spreadsheet

Journal ACTUALS or @ Deletesheet |

Spreadsheet Journal

STANDARD BUDGET

Within the spreadsheet
you opened, click the
Setup & Defaults button

Import Journals




Spreadsheet Journal Import

A dialogue box titled
Define Options and
Defaults will open,
prompting you to enter
the default values

Enter or ensure these
values have been
entered or selected, then
click the OK button

Define Options and Defaults

Header Defaults
Business Lnit:

Date:

Ledger Group:

Source:

User ID

Enable Multbook [] DATA Act

AutoGen Lines

General Options

[ edit Journal(s)

O

[] submit Journal(s) for Approval

Message Oplions
@) Log Error Message only

0K
{*} Log Successful and Error Message o
Cancel

Iv Display Messages Online

Document Sequending Configure

[[] Enable Document Sequending

Default Document Type: I:I

Cnline Import Control

Address: 'sabhrs.mt. gl:l".l'llll
Database

After successful import
O Change import status to Do Mot Impart
i Keep import status as Import

[ skip if Journal already exists

[ skip if Journal has error
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Spreadsheet Journal Import

The first t1rn§ ORACLE SPREADSHEET JOURNAL IMPORT
Spreadsheet Journal PEOPLESOFT ENTERPRISE
import is used, you will

need to add a hew Sheet General Journal Sheets Import Journals
and give it a name

Subsequent usage of the e @ Newsheet =% mport Now
q g 8 Defaults 0

tool will allow you to

mOdlfy eXIStlng SheetS _i ‘, " Edit Sheet ‘ Fg;’ Write to File

s Edit Journal Sheet
0 Deletesheest
Mew lournal Sheet b c
Mew Journal Sheet Mame: > ¥l ;
Copy Sheet
Cancel

GL Training]|




Spreadsheet Journal Import

Enter a new

journal header Journal Entry Sheet S

or edit an

existing Journal Header E n E

journal header SysID Unit  JoumallD  Date Description

W N R RERPRRRSSRSRPRNRRN—NNEErR—N—NNNI—h—S————NE———————————————S—————hb———h—mm——m—m—mDm————m——

Enter a new journal header (The first time you use this tool, you will need to enter a new journal
header)

IE I Delete a journal

a Modify an existing header

When multiple journals exist in a journal sheet, click the to select the journal on which you wish to
work.
I y= I Change the import status

I I Copy an existing journal to a new sheet
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Spreadsheet Journal Import

Enter the journal
header

Once the journal
header information
has been provided,
click the OK button

Up to 10
characters or
NEXT

Mew lournal Header

System ID:

61010

Journal ID:
Journal Date: 3/27/2018
Reference Mumber:
Ledger Group:
Ledger:
Source:
User ID:
Journal Class:
Transaction Code:
Currency Information
Faoreign Currency:
Effective Date: 3/27/2018
Rate Type:

Exchange Rate:

Enfer Journal

e Description

GL Training|

Enter Ledger
Group in
UPPERCASE Cancel

Doc Sequence:
Adjustment Type:
Commitment Control Amount Type:
-
Agency Location
Code:
Reversal
* MNone
(" Beginning of Mext Period
(" End of Mext Period
[ Mext Day

(" Spedfied Date




Spreadsheet Journal Import

The information from : "
the Header page is now

e Journal Entry Sheet &IFY
£l .Jr-..nal Header ﬁ n E

Sys D Unit Journal 1D Dat

Description
1238 61010 MNEXT

2018 GLTraining

. |

™ Iz
@l Journal Lines s ra m = A

i [SysID Journalld Line#  Unit Ledger Account Fund Org
~ v 3 v

Program SubClass  Project

v v v v

Select fields to copy from a previous line by marking the checkboxes under each field.

Monetary A
[w
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Spreadsheet Journal Import

Journal Line
information can be

entered one line at a Journal Entry Sheet [}
time by clicking
Journal Header E n E
Journal Line SysID Unit  Journal ID Date Description
information can be IEEE.EIDID MEXT 018 GLTraining
ll'l.SCI'-th l—n & blOCk by Journal Lines Ei [‘ E E"]
Cthlng Sys D JournallD  Line#  Unit Ledger Account Fund Org Program  SubClass  Project Monetary Amount
v v v v v v v v v

Enter the number of Select fields to copy from a previous line by marking the checkboxes under each field.
lines you wish to insert
and click the Insert
button

Insert Multiple Lines

Mumber of Lines
From Line: s

To Line:

r




Spreadsheet Journal Import

Here is the view after Journal Entry Sheet &

Fhe lines have been roumal Header BB E D E
lnserted SysID Unit JournallD D Description

1238 61010 MNEXT 018 GL Training

Journal Lines E “ E’]

Sys D Journalld  Line#  Unit Ledger Account Fund Org Program SubClass  Project Monetary Amount Open ltem Key Description

v v v v v v v v v ™ v

Select fields to copy from a previous line by marking the checkboxes under each field.

NEXT
NEXT
NEXT

NEXT
NEXT
NEXT
NEXT
NEXT
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Spreadsheet Journal Import

If the information for a
journal currently exists 2
in a spreadsheet, the
lines from the
spreadsheet can be
copied into the journal
template and uploaded
into the system

'l Journal Lines
i |Sys D Journal ID

To copy from a
spreadsheet into the
journal template, first
insert the correct
number of lines
necessary

Click the Insert Multiple
Lines button

Journal Entry Sheet [
il Journal Header ﬁ n E

H Y | 8] L.

Sys D Unit Journal 1D
1238 61010 MEXT

BN EEA

Line#  Unit Ledger Account Fund Org Program SubClass  Project Monetary A
v v v v v v v v v

Select fields to copy from a previous line by marking the checkboxes under each field.

Date Description
3/27/2018 GLTraining

Insert Multiple Lines

Number of Lines
From Line: Insert

To Line: Cancel

-
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The columns from your
spreadsheet need to be
in the same order as the
template

Spreadsheet Journal Import

Journal Entry Sheet
Journal Header ﬁ ﬁ n E

Sys D Unit

Journal Lines
Sys ID Journal ID

[ I S VI X

el = == B =

61010 ACTUALS
61010 ACTUALS
61010 ACTUALS
61010 ACTUALS
61010 ACTUALS
61010 ACTUALS
61010 ACTUALS
61010 ACTUALS !
61010 ACTUALS -

EENER=

Journal ID

01100
01100
01100
01100
01100
01100
01100
01100
01100

Org

Description
18 GLTraining

Amount

Program Subclass Project

=]

—_—
[N =
(= ]
L

=2

[}
.=
L
=2
o=

L,JF.,
Ln
S

(=]
v n n e w
oD B R xR R
= = L L =

=
|
)]
=1
=

(=] = 02

[ Y]

-

Monetary Amount

v

Open ltem

Description

Ting ADJ12A0009

ADIJ31 Reversing ADJ12A0017
ADIJ31 Reversing ADJ3D0O0004
ADIJ31 Reversing ADJ3D0O0004
ADJ31 Reversing ADJ12A0001
ADJ31 Reversing ADJ12A0001
ADJ31 Reversing ADJ12A0013
ADJ31 Reversing ADJ12A0019
ADJ31 Reversing ADJI21C0001
ADJ31 Reversing ADJ21C000:



Spreadsheet Journal Import

Copy the lines to be
imported from the
original spreadsheet

Place the cursor at the
appropriate insertion
point

Right click with your
mouse and select the
Paste Values option

Smart LE: oku B

Clear Contents

Pick From Drop-down List...
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Spreadsheet Journal Import

Journal Entry Sheet &)
Save the Journal When 1t Journal Header ﬁ E n E
1S Completed SysID Unit Journal ID Description

651010 NEXT 18 GLTraining

Journal Lines Ei “ E’]

Sys D Journal ID Line#  Unit Ledger Account Fund Org Program SubClass  Project Monetary Amount Open ltem Key Description

v v v v v v v v v v

Select fields to copy from a previous line by marking the checkboxes under each field.

MEXT
MEXT
MEXT
MEXT
MEXT
MEXT
MEXT
MEXT
MEXT
MEXT

01100 161,184.08 ADJ31 Reversing AD
01100 N . 1 Reversing 4
01100 } . 1 Reversing 4
01100 .00 ADJ31 Reversing AD.
01100 £ 1.59 . 1 Reversing 4
01100 4 . 1 Reversing 4
01100 } . 1 Reversing 4
01100 i . 1 Reversing 4
01100 00 . 1 Reversing 4

1
4
g
T
9
10

0 61010 ACTUA 140 01100 0 ) Al 1 Reversing Al

BU Ledger Account  Fund Org Program Subclass Project Amount  Open ltem Description

61010 ACTUALS 4140 01100 161,184.08 ADIJ31 Reversing ADJ12A0009
61010 ACTUALS 82000 01100 (161,184.08) ADIJ31 Reversing ADJ12A0017
61010 ACTUALS 01100 (20,383.00) ADIJ31 Reversing ADJ3D0O0004
61010 ACTUALS 0 01100 20,383.00 ADIJ31 Reversing ADJ3D0O0004
61010 ACTUALS ¢ 01100 6,54 ADIJ31 Reversing ADJ12A
61010 ACTUALS 621B2 01100 6,541.59] ADJ31 Reversing ADJ12A0001
61010 ACTUALS 414 01100 (17,696.00) ADIJ31 Reversing ADJ12A0013
61010 ACTUALS &: 01100 696. ADIJ31 Reversing ADJ12A0019
61010 ACTUALS 58285: 01100 400, ADIJ31 Reversing ADJ21C
61010 ACTUALS 414 01100 (400,000.00) ADIJ31 Reversing ADJ21C000:




Spreadsheet Journal Import

Once you have completed
your journal(s), click the
Import Journals Now
located in the journal

header E

Enter your User ID and
Password where indicated

Your User ID must be in
all CAPS

Your journal will attempt
to upload in to SABHRS

You will receive a message
once the process has
finished, indicating
whether your journal was
successfully imported

Import Journals Mow

User ID:
Password: Cancel

Import OK - Sheet GL Training

Imported 1 journals - System 1D [(Unit, Journal ID, Date) Reference,
Description:
1238 (61010, 0003892378, 03/27,2018) -, GL Training --Imported
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Spreadsheet Journal Import

This message also gets

A
saved to a file titled Workbook
Spreadsheet
J rnlLo (2 XISX JL urnal ACTUALS

FS92PR.xlsm GLTraining

The Journal ID has now
been assigned Unit 61010

Template List

Multi-Speedcharts

*Unit
61010
61010
61010

61010

Journal ID

fE message

2712

Change Values

*Process | Edit Journal v Process

*Ledger
ACTUALS
ACTUALS
UALS
ACTUALS

ACTUALS

Q. ACTUALS

61010

61010

ACTUALS
ACTUALS
ACTUALS

ACTUALS

Account

4140

Download to Excel

Program Sub-Class
01100
01100 |C

01100

01100 |C
01100 |G

01100 |G

01100 |C

, Description:

--Imported

Errors Only

Line| 100

] System Maintained Override

Project Amount




Spreadsheet Journal Import - Troubleshooting

Once the import Journal Lines  bd K3 Y [ [ 4

SysID Journalll Line# Unit Ledger

process has v

Fund
~

Org
v

Program

v

SubClass  Project Monetary Amount  Open tem Key Description Reference Chartfield 1 Chartfield 2

v v v

C Ompl et e d you Select fields to copy from a previous line by marking the checkboxes under each field. Import OK - Sheet GL Training
)

can troubleshoot
any errors in the
Journal Log

ACTUALS

Spreadsheet
Journal ACTUALS
FS92PR.xl=m GLTraining

Spreadsheet
Journal ACTUALS
FS92PR.x GLTraining

01100

01100
01100
01100
01100
01100
01100

Imported 0 journals - System (D (Unit, Journal |D, Date] Reference,

ort due below errors
Journal Line No.: 3, 2018-03-27] -, GL Training

ADJ31 Reverzing ADJZ1C0001

Log message
- System 1D (Unit, Journal ID, Date) Reference, Description:
f2018B) -, GL Training --Imported

Skipped lournals Import due below errors
1238 (61010, DDO3BS2378, Journal Line No.: 3, 2018-03-27) -, GL Training —Errored : Invalid
Fund Code value 01000.
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SABHRS Documentation is now located in ServiceNow.

https://servicedesk.mt.gov/

# montana.servicenowservices.com,'sp

reNow DEV () ServiceMow Test || Imported From IE . JCCS @ MT Payment Inquiry . Welcome to Single... @ CMIAS ) SAB Catalog | Servi.. @ AddtoBabylist [# IBM Content Navig... Login | Cast

Knowledge  Catalog  Tickets

Welcome to the State
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https://servicedesk.mt.gov/

Click on the SABHRS Documentation Link.

SABHRS Documentation
SABHRS Financials User Guides and

Training Manuals
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Use the categories menu on the left or the search bar.

vouche r1

Navigation

General Ledger SABHRS AP- Vouchers Manual

MNew Release
Interface Procedures
Fiscal Year End

Asset Management S AP-Approving a Voucher

LS AP-Closing a Voucher
Transparency-Montana =

Checkbook LS AP-Entering a Purchase Order Voucher
Training Manuals

Purchase Orders and
Procards

v Virtual A ) )
SABHRS Interfac

SABHRS AP-Deleting

Miscellaneous

i [ [ [ () [ (o) (o] [ [od [ ] [l (i

Reporting

666 6o Booobo



¢ Thank you for your time today

¢ Questions?

& Contact info

ServiceNow

Phone: 444-3092
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