FMSv9.1
GL Workflow: Dept. to Project/Grant Expense Transfer

Procedure

Journal Entries are created to charge an expense to a Department(s) and or Project/Grant that
agreed to share in the costs associated with a purchase or to correct errors in chartfield
distributions (e.g., charging an expense to the wrong department).

The department that needs to charge an expense to a Project/Grant initiates the Journal Entry.
Once the expense transfer is posted, the expenses for the department that initiated the Journal
Entry will decrease and the expenses for the department(s)being charged will increase as shown
in Budgets Overview.

You may be asked to key in entries. The data you are asked to enter is displayed in red. Whatever
is displayed in red must be keyed in exactly as shown. Spaces, capitalization, punctuation and so
on must be entered precisely as shown.

BGSU Home | Workist | AddtoFavortes | Signout
Favorites | Main Menu

Personalize Content | Layout @ Help
‘Menu - Classic B

Search:

®

[ BGEU Menu

> PeopleToals

> Manager Self-Service

> Supplier Contracts

[ Customer Contracts

[ ltems

[ Vendors

[» Purchasing

[ ePracurernent

[ Gervices Pracurement

[> Grants

> Program Management

[ Project Costing

> Accounts Payahle

[ Commitment Cantrol

[» General Ledger

> Set Up Financials/Supply Chain

[ Enterprise Components

[ Warklist

[ Tree Manager

- Reporting Tools

— M Persanalizations

— My Dictionary
Done LT[ |ehmtene H100% -
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Step

Action

1. Begin navigating to the Create/Update Journal Entries component by opening
the Main Menu.
Click the Main Menu link.

2. The page for creating a Journal Entry is found under the General Ledger menu.
Click the General Ledger menu.
| 3 General Ledger "|

3. Next, continue into the Journals folder.
Click the Journals menu.
| 3 Journals * |

4. Since you will be creating a journal entry, continue into the Journal Entry folder.
Click the Journal Entry menu.
| 3 Journal Entry * |

5. Finally, go to the Create/Update Journal Entries component.

Click the Create/Update Journal Entries menu.
| [£] Create/Update Journal Entries |

BGSU Home | Workist | AddtoFavortes |  Sign out

Favorites © Main Menu > Genemlv\_edger > JDuLﬂE'S > JuurnaJEntw 3 Create/Update Journal Entries
& New Window @He\p = nttp

Create/Update Journal Entries
Find an Existing Value Mdallewvmle
Business Unit: BGSUNE,

Journal 1D: INEXT
Journal Date: 05/31/2012 Eﬂ

Add

Find an Existing Value \ Add a New Value

Done [T |emterne [Fiome -
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Step Action
6. Clicking the Add button will take you to the page where you can actually begin
creating the Journal Entry.
Click the Add button.
Fa\'nvntes Ma\nvMenu> GenemI'Ledger > ]nuLnaI; > ]nurnavIEntrv » Create/Update Journal Entries —_— e
[_E’New-.".‘mﬂaw @Helu E{Cualam\zaPage a':lmm

Lines Totals Errors Approval

Unit: BGSUN Journal ID: NEXT Date: 05/21/2012

Long Description: | &l

*Ledger Group: WQ, Adjusting Entry: IW

Ledger: ’—O, Fiscal Year:

*Source: ’\)(—OA Period: l—

Reference Number: ] ADB Date: [osm 12012 )

Journal Class: ’—O,

Transaction Code: ’m@ I Auto Generate Lines

¥ save Journal Incomplete Status

SJE Type: [ | I™ Autobalance on 0 Amount Line

Currency Defaults: USD //1

Aftachments (0) Commitment Control

Reversal: Do Not Generate Reversal
[5) save | =] notiry | |3 Remresn | [Ey Ada | | 7] Upoatemispiay |
Header | Lines | Totals | Errors | Approval
‘ | i
Done T T | bt [* 100 -

Step Action

7. The Header tab is active. On the Header tab you will first enter the Long
Description.

Click in the Long Description field.

8. Notice that the default value of ACTUAL (Actual Ledger Group) automatically
populated the Ledger Group field and that the default value of IX (Expense
Transfer) automatically populated the Source field.

9. You have completed entering all the information needed on the Header tab. Notice

that the Save Journal Incomplete Status box is checked. FMS has been set up to
save all Journal Entries in an incomplete status. You need only save the Journal
Entry. The Business Office will do the budget checking and post the transfer.

Page 3




Step

Action

10.

Next you need to enter your debit and credit lines.

Click the Lines tab.
Lines

BGSU Home | AddtoFavorites | Sign out

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

Header " Totals [ Emors || Approval

& New Window (2 Help [F Customize Page [ hitp

Unit: BGSUN Journal 1D NEXT Date: 06/21/2012
Template List Change Values
| Interiintralnit | *Process: Edit Journal =1 | Process |

e

Customize | Find | B | 7

Select Line  SpeedType Fund Dept Account  AnType  Amount Reference Journal Line Description
O | e @ [ &
Ul \ i
Lines to add: 1 =
Customize | Find | view A1 BV | 3 st Kl g org T Lagt
unit Total Lines Total Debits Total Credits | Journal Status Budget Status
BGEUN |1 0000 0.000 T N
|[G] save | [Z] Hotify | &} Refresh | |Ey Add | 7] Updale/Display

Header | Lines | Totals | Errors | Approval

4 |

Done Sy v HI00% -

Step

Action

11.

Depending on the nature of the transaction, for each line you may enter a
SpeedType and an Account.

In this exercise you will enter a Speed Type and an Account in each line.

Step

Action

12.

The first line you enter will be for
a SpeedType to select the appropriate Fund, Department, and Function.

Click the Speed Type button.
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BGSU Home | workist | AddtoFavortes |  Sign out

Favorites | Main Menu > Genemleedger i3 ]nuLnals i3 ]numaJEntrv » CreatefUpdate Journal Entries
D newwindow (DHelp B customize Page [ nmp
SpeedType List
SpeedType:
Customize | Find | view 100 | BT | #F e
l_ 100000CLOS 19000 100000 6000 "
- 100000COST 18700 100000 6000
] 100000CRSE 12000 100000 8000
- 100000FADM 15000 100000 6000
] 1000000BOR 18400 100000 6000
‘ )
Don N O I = T H100% -
Step Action
13. The SpeedType List page appears. There are several hundred SpeedTypes
defined. SpeedType values begin with a Department code, so you can search for
the appropriate SpeedType by entering the Department code.
Click in the SpeedType field.
14, The department number for ITS is 316000.
Enter "316000" into the SpeedType field.
15. To initiate the search, press the Tab key to leave the SpeedType field.
Press [Tab].
16. The SpeedType we want is 3160000PER.
Click the 3160000PER option.
17. Return to the Lines page.

Click the OK button.

Page 5




Favorites | Main Menu > GenemIvLadger > JouLnals > Joumav\ Entry » Create/Update Journal Entries

Header " Totals [ Erors || Approval

Enewwindow @D rHelp [F customize Page [ ntp

Unit: BGSUN Journal 1D NEXT Date: 06/21/2012
Template List Change Values
| Inter/ntraUnit | *Process: Edit Journal = | Process |

ey
|

Customize | Find | B | 7

Select Line  SpeedType Fund  Dept Account  AnType  Amount Reference Journal Line Description P
| L 3160000PE @, 10000 218000 Q, @,
a »
Lines to add: 1 =
Customize | Find | view a1 | BV | 8% First Kl 4 ora I Last
Unit Total Lines Total Debits Total Credits | Journal Status Budget Status
BGSUN |1 0.00 0.00 T N
5] E.uve_\ = mry_\ 5 Rer(esn_\ |Es Am\ =] umalemaway_\

Header | Lines | Totals | Errors | Approval

Sy v HI00% -

BGSU Home | AddtoFavortes |  Sign out

Step

Action

18.

SpeedTypes help reduce data entry and ensure the proper combinations of
ChartFields are used.

Observe that after selecting the SpeedType 3160000PER, the Fund was
automatically set to 10000 and Dept (Department) was automatically set to
316000.

19.

Next look up the Account.

Click the Look up Account (Alt+5) button.
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Home | AddtoFavortes | Sign out
Favorites | Main Menu > GenemIvLedger > JouLnak; > ]oumav\ Entry » Create/Update Journal Entries

Lock Up

Look Up Account

SetlD: BGEUN
Account: |hegmswnh j|
Description: [ begins with =] |
Account Type:l begins with j |

LookUp | Clear | Cancel |Basic Lookup

Search Results

COnly the first 300 results of a possible 462 can be displayed

Wigw 100 First [q] 1300 of 300 [3] Lasﬂ

Account Description Account Type Control Flag
BGSU Deposit Account
BGSU Disbursement Account
Huntington Bank PiR-Cash
Hunting Bank - Restricted Cash
Huntington Concentration Acct
BGEU Flex Reimbursement

% 3= [ 130 35 |
IZEEEEZ

Step Action

20. You are going to search by the Account number, so you need to select the Account
field.

Click in the Account field.

21, You are going to search for accounts beginning with 532.

Enter "532" into the Account field.

22, Click the Look Up button.

Look Up |

23. Keyboards are classified as computer supplies.

Click the 53200 link.
| 53200 Cornputer Supplies E I |
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@ Header \

Favorites | Main Menu > GenemIvLedger > JouLnab > Joumav\ Entry » Create/Update Journal Entries
 newwindow (D'Help [F customize Page [ ntp
@ Totals ATé Errors i Approval 3

Unit: BGSUN Journal 1D: NEXT Date: 06/21/2012
Template List Change Values
| Inter/ntraUnit | *Process: Edit Journal = | Process |

Customize | Find | ¥ |

Select Line  SpeedType Fund  Dept Account  AnType  Amount Reference Journal Line Description P

0 |1 3160000PE 2, 10000 216000  [53200(@ @, | Computer Supplies

4

Lines to add: 1 =
Customize | Find | Views
Unit Total Lines Total Debits Total Credits | Journal Status Budget Status
BGSUN |1 0.00 0.00 T N
([Elssave| ([Eaholiys| |imRetiesh| |h Ada| | 5] Update/Dispiay |

Header | Lines | Totals | Errors | Approval

BGSU Home | AddtoFavortes |  Signout

Sy v 100% -

Step

Action

24,

Next you will select an Analysis Type (abbreviated as An Type).

Click the Look up An Type (Alt+5) button.
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Sign out

Add to Favorites

Home
Favorites | Main Menu > GenemIvLedger > JouLnak; > ]oumav\ Entry » Create/Update Journal Entries

Lock Up

Look Up An Type

SetlD: BGEUN

Analysis Type: | begins with j

Look Up Clear Cancel |Pasic Lookup

Search Results
iew 100 First [¢] 18 of8 [j] Las
Analysis Type Description

£2T £ctual Cost

BIL  |Billable Amount
ENZ Encumbrance

GLE GL Expense

|GL Revenue

Inter Unit Payable
Time and Labor Actual

Step Action

25. Click the GL Expense link.
|E GL Expense |

Fauovntes Ma'nvMenu + General Ledger > Journals > Journal Entry > Create/Update Journal Entries

B New Window @Help I?Cuslom\zePage D nttp

| peader |EEENN Totals | Errors | Approval |

Unit: BGSUN Journal 1D: NEXT Date: 06i21/2012
Template List Change Values

“process; [EatJourma = QT r—

Select  Line SpeedType Fund  Dept Reference Journal Line Description P
(il |1 3160000PE @4 10000 315000 | [computer Supplies

< |

Total Debits. Journal Status. Budget Status

Header | Lines | Totals | Ermors | Approval
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Step

Action

26.

Click in the Amount field.

27.

The cost of the keyboard is $26.00.

Enter "26.00" into the Amount field.

28.

Next you need to add the offsetting credit line.

Click the Insert Lines button.

29.

The second line you enter will be the credit to ITS for the keyboard.

You will use a SpeedType to select the appropriate Fund, Department, and
Function.

Click the Look up SpeedType button.

BGSU Home | Workist | AddtoFavorites | Signout

Favuvntes Ma\nvMenu b GanemI'Ledger i3 ]nuLnal; i3 ]nurnavIEntry » Create/Update Journal Entries

& New Window @Help E,f/Cuslom\LePage = nttp

SpeedType List

SpeedType:

e
Customize | Find | View 100 | B | # Frot £l 1501915 I |ast

Source

Selected  SpeedType Fund  Dept Account  Function  Program  PC Bus Unit Project Activity Type Bud Ref
’_ 100000CLOS 19000 100000 6000
r 100000COST 18700 100000 8000
r 100000CRSE 13000 100000 8000
r 100000FADM 15000 |100000 8000
r 1000000BOR. 18400 100000 6000
i o
OK Cancel Reiresh
Done C T [ mbrmet Hi00% -
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Step Action

30. The SpeedType List page appears. Again, you will enter a department number into
the SpeedType field to limit the SpeedTypes that are shown.
Click in the SpeedType field.

31. For purposes of this reference the Project/Grant SpeedType being used is
10008043GR. (All Grant SpeedTypes end with "GR".)
Enter "10008" into the SpeedType field.

32. To initiate the search, press the Tab key to leave the SpeedType field.
Press [Tab].

33. The list of SpeedTypes is now restricted to only those beginning with "10008".
The SpeedType for this credit line is 10008043GR.
Click the 10008043GR option.

34. You need to return to the Lines page.

Click the OK button.

BGSU Home | AddtoFavorites | Signout

Favorites | Main Menu > General Ledger > Journals > Journal Entry > Create/Update Journal Entries
& New Window (ZHelp & Customize Page [ hitp

Header Totals Errors Approval

Unit: BGSUN Journal 1D NEXT Date: 06/21/2012
Template List Change Values
InteriintraUnit Process: Edit Journal =1 [ Process

)

Customize | Find |

Select Line  SpeedType Fund  Dept Account  AnType  Amount Reference Journal Line Description Pl
O |1 [3160000PE] @, 10000 316000  [53200/@, [GLE @, | 26.00 | [Computer Supplies
T [1000soaacE @, 40000 111800 [ @ [ @ | [ [ B
Ul | o
Lines to add: ’71 [+ =
Customize | Find | view A1 BV | 8 st Kl g ora D Last
Unit Total Lines Total Debits Total Credits ~ Journal Status Budget Status
BGSUN |2 26.00 0.00 T N
Save | |[Z] Motify | |&% Refresh 5y Add |2 Update/Display

Header | Lines | Totals | Ermors | Approval

oy
b
=3
2
&
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Step Action

35. As before, after selecting the SpeedType, the Fund and Department were
automatically filled in.
36. The same account (Computer Supplies) will be used for the debit and credit lines.

Next look up the Account.

Click the Look up Account (Alt+5) button.

Home | Add to Favorites
Favorites | Main Menu > GenemIvLedger > JouLnak; > ]oumav\ Entry » Create/Update Journal Entries

Look Up Account

SetlD: BGEUN
Account: |hegmswnh j|
Description: [ begins with =] |
Account Type:l begins with j |

LookUp | Clear | Cancel |Basic Lookup

Search Results

COnly the first 300 results of a possible 462 can be displayed

Wigw 100 First [q] 1300 of 300 [3] Lasﬂ

Account Description Account Type Control Flag
BGSU Deposit Account
BGSU Disbursement Account
Huntington Bank PiR-Cash
Hunting Bank - Restricted Cash
Huntington Concentration Acct
BGEU Flex Reimbursement

% 3= |5 3 3= (3
IZEEEEZ

Step Action

37. You are going to search for accounts beginning with 532.

Click in the Account field.

38. Enter "532" into the Account field.

39. Click the Look Up button.

40. Keyboards are classified as computer supplies.

Click the 53200 link.
| 53200 Cornputer Supplies E ) |
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Favorites | Main Menu > GenemIvLedger > JouLnak; > ]oumav\ Entry » Create/Update Journal Entries

D Newwindow (ZHelp  [F customize Page [ ntp

[ Header | FTFRRY Totals |[ Evors | Approval |

Unit: BGSUN Journal ID: NEXT Date: 06/21/2012
Template List Chanage Values
“Process: Edit Journal =l Process
5
select Line  SpeedType Fund  Dept Reference Journal Line Description B
O |1 3160000PE | 2, 10000 318000 2600 | | [computer Supplies |
= Q, 40000 111800 | | | [Computer Supplies R
4 | »
Lines to add: =
BGSUN |2 26.00 0.00 T N

3 Refresh

Header | Lines | Totals | Ermors | Approval

Step

Action

41.

Click the Look up An Type (Alt+5) button.

Home | AddioFav Sign out
Favovntes ManvMenu » General Ledger > Journals > Journal Entry » Create/Update Journal Entries

Look Up An Type
SetlD: BGEUN
Analysis Type:[heging with =]
Loak Un Clear Cancel |Basic Lookup

Search Results
iews 100 First . 18 of 8 . Las

Analysis Type Description

C Actual Cost
BIL Billable Amount
El

GL Expense

GL Revenue

Inter Unit Payable
Tirne and Labor Attual
Sponsar F&A

 Contains commands for working with the selected items. Sy v H100% -
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Step Action

42. Click the GL Expense link.
[GLE GL Expensel

BGSU Home | Workist | AddtoFaverites | Signout

Favgﬂtes Maln'Menu > General Ledger » Journals » Journal Entry » Create/Update Journal Entries
v v -

Header Totals Errors Approval

[i!?_‘ New Window tf) Help \_;,/ Customize Page rﬁ http

Unit: BGSUN Journal ID: NEXT Date: 06/29/2012
Template List Change Values
Inter/Intralnit *Process: I Edit Journal =l Pracess
Select Line SpeedType Fund Dept Account AnType Amount Reference Journal Line Description
O |1 3160000PER | @, 10000 316000 53200 @, [GLE @, | 2600 | |Computer Supplies
- 2 10008043GR % 40000 111800 53200 @, [GLE @ | [ |Computer Supplies
Ll

Lines to add: 1 + (=] Ij
v Totals Customize | Find | View Al | ¥ | B First K]
unit Total Lines Total Debits Total Credits  Journal Status Budget 54
BGSUN 2 26.00 0.00 T N
3] save | |=] Moty &% Refresh [k add | 2]

Header | Lines | Totals | Errors | Approval

Gy H116% -

Step Action

43. Click in the Amount field.
44, The cost of the keyboard is $26.00. Since this is a credit you will enter a negative
value.

Enter "-26.00" into the Amount field.

45, Notice that the Totals grid currently says there are $26.00 of debits and no credits.
This will be corrected once the journal entry is processed.

46. The journal entry must go through an edit to ensure that the combinations of
chartfields are valid. The Edit Journal option is selected in the Process
dropdown; clicking the Process button will run the combo edit.

Click the Process button.
Process |
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Step Action

47, If the chartfield combinations were valid, a message indicating the Journal Entry
was saved will be displayed.

For future reference, write the Journal ID down.

Click the OK button.

48. Next you will submit the journal entry for approval.

Click the Process list.

=]

BGSU Home | Workist | AddtoFavorites | Signout

Favovntes MainvMenu > General Ledger > Journals > Journal Entry » Create/Update Journal Entries
B New Window @Hslp [-,/Cusmm\zePage E nttp
Header Totals Errors Approval

Unit: BGSUN Journal 1D: 0000524670 Date: 05/31/2012 I™ Errors Only
Template List Search Criteria Change Values
Inter/intraUnit *Process: Edit Journal | I Process = 2 Line: 10 7 [z

Budget Check Journal
Copy Journal Customize | Find
Delete Journal

|LEI. | i

Select Line  SpeedType Fund i Reference Journal Line Description Function  Pf
| L] @, 10000 ‘”a“ﬂ‘ﬂ |computer supplies 6000 i
it Journa
m 2 @, 10000 Post Journal £6.00 \ |Camputer9upmies 6000 ’—
Print Journal (Crystal)
Al it Journal GAILP) [ i
Refresh Journal
Lines to add: 1 & = Submit Journal
Customize | Find | views A1 BV | 35 First © g o014 T Last
unit Total Lines Total Debits Total Credits | Journal Status Budget Status
BGSUN 2 26.00 26.00 v v
5] save | = notify | [&* Refresh | 4 Add | 2] Updatemispiay |

Header | Lines | Totals | Emors | Approval

4 |

Contains commands for working with the selected items. Y3 0% -

Step Action

49, Click the Submit Journal list item.
[Submit Journal |

50. Click the Process button.

Process
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Step Action

51. The journal has been submitted for approval. You will next view the approvals that
are pending.

Click the Approval tab.
Approval

BGSU

Favovntes MainvMenu » General Ledger » Journals > Journal Entry > Create/Update Joumnal Entries

Header Lines Totals Errors

Unit: BGSUN Journal ID: 0000524740 Date: 0610712012 b

Home | Workist | AddtoFavorites | Signout

[_E’New‘.'\finﬂnw @Hslp BCuslom\mPage Emm

Approval Status

Unit: BGSUN

Approval Check Active: Y

Approval Status: Pending Approval

Approval Action: Approve =l

Deny Comments: &

BA->Financial Acct Approval

= BUSINESS_UNIT=BGSUN, JOURNAL_ID=0000524740, JOURNAL_DATE=2012-06-07, BUSINESS_UNIT_LN=BGSUN:Pend

Budget Admin Approval

Skipped
o1 Taralynn.acobi
= User list for GL Workflow Not Routed
080712 - 12:01 PR B Wultiple Appravers
Pending Financial Accountant Approver

G) Multiple Approvers
User list for GL Workflow

- Comments

} Approval History

5] save | [Gh Retunto Search| [ Motify | [ Refresh

Header | Lines | Totals | Errors | Approval

" 1]

Fa v Hi10% -

Step Action

52. This page shows the approval status of the journal entry. The Approval Status is
currently Pending Approval, indicating that there are approvals still needed.
53. The middle section shows the approval queues and whether an approval has been

given, been denied, or is appending at each level.
In this example there is only one approval needed. The approval is at a status of
Pending and is to be done by the Budget Administrator.

54, A list of previous and upcoming approvals is available in the Approval History
section.

Click the Expand section button.
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BGSU

Home | Workist | AddtoFavorites |  Signout
Favorites | Main Menu > GenemIvLadger > JouLnaLs > JaumavIEntry » (Create/Update Journal Entries
Approval Check Active: Y e
Approval Status: Pending Approval
Approval Action: Approve j'

5] save | [Eh RetuntoSearch| [ Hotify | [ Refresh

Header | Lines | Totals | Emors | Approval

1

Deny Comments: I =

BA->Financial Acct Approval

~ Approval History

Thread ID  Definition 1D Effective Date  Requester Stage  Path Step Number  Step Status Approver  Approval Status  Datetime

51 BG_GL_WORKFLOW|06/05/2012 TJACOBI 10 1 1.00 Pending SCHROEDE Pending 06/07/2012 3:01:24.000000FM
51 BG_GL_WORKFLOW|06/05/2012 TJACOBI 10 1 1.00 Pending TJACOBI Skipped 06/07/2012 3:01:24.000000PM
51 BG_GL_WORKFLOW|06/05/2012 TJACOBI 10 1 1.00 Pending WELLS Pending 06/07/2012 3:01:24.000000FM
51 BG_GL_WORKFLOW|06/05/2012 TJACOBI 10 1 2.00 Not Active

= BUSINESS_UNIT=BGSUN, JOURNAL_ID=0000524740, JOURNAL_DATE=2012-06-07, BUSINESS_UNIT_LN=BGSUN:Pen
Budget Admin Approval

Skipped
oy Taralynn.acobi

“* User list for GL Workflow Not Routed

0810712 - 12:01 PU =3 Multiple Approvers
Pending Financial Accountant Approver

llultiple Approvers
User list for GL Workfiow

- Comments

Step

Action

55.

The Approval History section lists approvals that are required for this journal
entry.

The username of the requester in the Requester column.

The username of the eligible approver at each step is given in the Approver
column.

Whether the approver approves, denies, or has not yet taken action on an approval
is in the Approval Status column.

56.

You have finished creating a journal entry and submitting it for approval.
For purposes of this exercise you will sign out of the FMS system.

Click the Sign out link.
Sign out
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BGSU MyBGSU.  email

ACADEMICS ADMISSIONS THE ARTS ATHLETICS L
BOWLING GREEN STATE UNIV
BGSU FMS Sign-in

ERSITY

User ID:
Password:

To facilitate the fiscal year 2012 closing, the FMS 9.1 system will be

unavailable for use by all requestors starting June 22, 2012 at 5:00 PM.
FMS 9.1 will be available for use by all users to transact for FY 2013 on
July 9, 2012 at 8:00 AM.

Link to FMS closing schedule

Set Trace Flags

Bowling Green State University | Bowling Green, OH 43403-0001 | Contact Us | Campus Map | Accessibility Policy

A v 0% -

Step

Action

57.

Congratulations!! You now know how to create a journal entry that is a Department
to Project/Grant expense transfer.

End of Procedure.
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