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GL-General Ledger
GL Key Concepts

General Ledger Key Concepts

The most common functions for employees working with the General Ledger (GL):

Depositing cash

Creating GL Journal entries

Adjusting journal entries

Reconciling GL Transactions and Cash Balances

Less frequent but important:

Working with the Internal Investment Program (IIP)
Reviewing financial reports from the Budget Office.

The other GL functions such as budgeting revenue, financial statements, and
high-level reporting are carried out largely in central financial offices, Deans’
offices, and department heads’ offices.

This course will show you how to create journal entries and run the reports
necessary for reconciliation. Before you can do those things effectively, you must
understand some basic concepts of the General Ledger.

You need know:

1.How other Integrated System modules interact with the GL module and
generally what kinds of information they pass to GL. The interactive
graphic shown and linked below, Integrated System Interfaces & Data
Flow, gives explicit information about module interactions.

2.The Chart of Accounts (COA) segments which are often referred to as the GL
STRING.

3.How the GL String segments are organized.

4.How to select GL String segment values in order to create accurate journal
entries.

5.How the GL String relates to the PTAEO. This knowledge will increase your
understanding of reconciliation reports and help you understand how the
University’s funds are processed for distribution.

Page 1



Training Guide ORACLE’
General Ledger (GL) USER PRODUCTIVITY KIT

General Ledger
Int ted Byste:
5 Interfacs & J:I'artl.]-"h:n:l

@'Ja"l.'u'u |m| I_: —
Lasiger

—a

[

5“_ T RFEER

sl e
e

Geams. b

|| —

A
il

The GL String and the PTAEO

GL String

Fund Object

Entity Project e Code

Org Future

[XXXXXX) (XXXX) (XXXX) (XXXXX) (0000)

Example: 20.102533.1005.4115.31670.0000

You will classify funds in the General Ledger with the six (6) segments of the GL
String. The preceding graphic identifies each segment and illustrates how many
characters are in the individual segments.

Entity

The GL String's Entity segment is the balancing segment in the GL which is used
to segregate financial information for each of UVA’s four state agencies. Within
each state agency, Entity codes also mark the difference between state, local, and
funds being held for agencies outside the University (e.g. scholarships,
foundations, etc.). The Entity segment is structured this way to facilitate the
creation of financial statements for each of the four agencies and to satisfy other
high-level reporting requirements. The following table displays the organization of
the Entity segment and the Entity values as they relate to state agencies and
sources of funds.
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Local State Agency
Academic Division 10 20 80
Medical Center 15 25 85
UVa’'s College At 16 26 86
Wise
Southwest Virginia 17 27 87
Regional Center

Entity Codes

A Project is owned by only one Org and an Org belongs to only one
Agency. Therefore, the Entity value must reflect the agency that owns the
project identified in the Project segment of the GL string.

A Project can only sponsor one category of Award. Therefore, the Entity
value must also reflect the appropriate source of funds (e.g. local, state, or

outside).

Local Entity Codes

Select the Local Entity code associated with the state agency
that owns the Project to perform such transactions as:

Depositing revenue from local sales and services
Depositing local gift revenue

EXAMPLE: If you are recording the deposit of a gift to a UVA-
Wise project, you would begin the GL string with Entity code 16.
Example string: 16.xxxxxx.2075.4510.xxxxx.0000

Debit (USE) Credit (USD) Descrigtion

State Entity Codes

Select the State Entity code associated with the state agency
that owns the Project to perform such transactions as:

= Depositing revenue from state sales and services.

EXAMPLE: If you are depositing conference registration
payments at the Southwest Virginia Regional Center, you would
begin the GL string with Entity code 27.

Example string: 27.xxxxxx.1110.4710.xxxxx.0000

Line Account Ijebl! (USD) Credit (USD) Description
1 1000.00 123456 =
2 |27 xxxxxx.1110.4710.xxxxx.0000 1000.00 | 123456 Conf Fees
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Outside Entity Codes

Select the Outside Entity code associated with the state agency
which owns the Project to perform such transactions as:

e Depositing funds to projects for outside agencies or on behalf of non-UVA
organizations whose money is held by UVA (e.g., scholarships, etc.), where
you are creating Journal Entries for projects that sponsor awards beginning
with YY.

Example Outside Agencies:

University of Virginia Physicians Group (UPG)
Darden Foundation

Law School Foundation

Seven Society

Colonnade Club

ROTC Scholarships

VA Museum of Natural History

If your GL string includes a Fund Source beginning with 8
(Agency Funds), you must use an Entity code that begins with
8.

EXAMPLE: If you are recording the deposit of a gift to a UVA
Foundation project, you would begin the GL string with Entity
code 80.

Example string: 80.xxxxxx.8010.4505.xxxxx.0000

Debit (USD)

Credit (USD) Description
123456

123456 Gift to Dar

Line Account

2 |B0.xxxxxx.8010.4505.xxxxx.0000

The Entity code can be found using the Award Purpose Description found in
UBI's GA_Reference module. In the A-P-T tab, the Award Purpose

Desc includes the Fund Source and the Entity. The Entity code is the 2 digit
number after the dash.

GA Reference
Tn Controls_ Change R

*Award Purpose Desc

207®urmn: Funds - Restr: Priv Gifts (Local)
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Project

There are five (5) types of Projects:

1.Balance Sheet/Clearing Projects (Project number begins with a 9)
2.GL Project

3.Revenue Parent Project (Project number begins with RP)
4.Revenue Project

5.Revenue/Expenditure Project

Most UVA GL Specialists will be concerned with deposits and monitoring the funds
in Revenue Projects, Revenue/Expenditure Projects, and Expenditure Projects
associated with the organization(s) they support.

Processing Funds
The Processing Funds graphic illustrates the steps by which the University’s revenue

is processed for use. More details on how UVA processes its funds can be found
at: Processing Funds

Depending on the Project-Award structures created in your Organization, money
is deposited to a GL Revenue Project or a Revenue/Expenditure Project.

Detailed information on individual projects can be found in UBI, GA_Reference
Module and GL_Reference Module.

Fund Source

The ‘Fund Source’ segment has a complex structure. The University’s major
sources of revenue dictate some of the high-level structure as well as some of its
lower-level breakdowns. At the highest level, it is broken down into these major
elements:

1000 Unrestricted Funds

2000 Restricted Funds

3000 Loan Funds

4000 Endowment Funds

4800 Annuity & Life Funds

5000 Expendable Plant Funds

5200 Renewal & Replacement Funds
5400 Debt Funds

8000 Agency Funds

The Descriptions of the individual Fund Sources provide further structural
breakdowns that delineate key relationships like “State” and “Local” funds. Fund
Sources also exist in “Parent-Child” relationships that may be of use to you when
running and interpreting reports.

Fund Sources for Routine Departmental Deposits
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Eight (8) of the most common Fund Sources are considered appropriate for
the majority of deposits done in the University’s departments. They are:

1.1005 - Current Funds - Unrestricted: Tuition and Fees (State 0300)
—J0J00 Example: Admission and student fee deposits
2.1110 - CF-Unrest: Sales & Services of Educat Activities (State 0300)
—JJ00 Example: Awards beginning with 'SS’
3.1115 - CF-Unrest: Sales & Services of Educat Activities (Local)
-J0000 Example: Awards beginning with ‘LS’
4.1120 - Current Funds - Unrestricted: Sales & Services of Auxiliary
Enterprises (0306) -] Example: State Auxiliaries
5.1125 - Current Funds - Unrestricted: Sales & Services of Auxiliary
Enterprises (Local) -0 Example: Local Auxiliaries
6.1165 - CF-Unrest: Other Sources (Local) -0 Example: Local
Awards
.8005 - Agency Funds (Local) 00000 Example: Awards beginning
with 'YY’
8.8010 - Affiliated Foundations (Local) -0 Example: Awards
beginning with 'YY’

N

Pay close attention to local and state designations. Here are some examples.

1005 Current Funds - Unrestricted: Tuition and Fees (State 0300)

1110 Current Funds - Unrestricted: Sales & Services of Educat Activities (State 0300)

1115 Current Funds - Unrestricted: Sales & Services of Educat Activities (Local)
Current Funds - Unrestricted: Sales & Services of Auxiliary Enterprises (Auxiliary

1120 Enterprises 0306)

1125 Current Funds - Unrestricted: Sales & Services of Auxiliary Enterprises (Local)

1165 Current Funds - Unrestricted: Other Sources (Local)

8005 Agency Funds (Local)

8010 Affiliated Foundations (Local)

NOTE: Using a GL string that includes an Agency Fund Source (those that begin
with 8) means you MUST choose an Entity code that begins with 8 and is related
to the state agency you support (i.e. 80 for UVA).

A list of all Fund Sources can be found in the UBI GL_Reference Module
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The Fund Source can be found using the Award Purpose Description found in
UBI's GA_Reference module. In the A-P-T tab, the Award Purpose

Desc includes the Fund Source and the Entity. The Fund Source is the 4 digit
number before the dash.

GA Reference
Txn Controls__ Change R

“ Award Purpose Desc

2075-)0 Current Funds - Restr: Priv Gifts (Local)

Object Codes

Object Codes also have a complex structure. The highest-level structure of Object
Codes is:

e 1000 Assets

e 2000 Liabilities

e 3000 Fund Balance
e 4000 Revenue

e 5000 - 8950 Total Expenses

The GL String's Object Codes may not show you all the expected items. This is
because the GL String is designed to summarize information from the PTAEO
and map it to the Commonwealth Accounting and Reporting System (Cardinal).

Object Codes map in “one-to-many” relationships with Expenditure Types. This
graphic illustrates one example.
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GL String: Object Code
Svcs, General R&M (6250)

[\

Svcs, General  Svcs, General Svcs, General Svcs, General
R&M R&M R&M R&M
Carpentry Masonry Painting Other

PTAEO: Expenditure Type

Generally speaking, the UVA GL Specialist will be primarily interested in the
“"Revenue” Object Codes found in the range 4000-4999.

In the majority of cases the correct Object Codes for recording departmental
revenue will be:

e 4705 - Sales & Svcs - Edu Activities
e 4710 - Conference Income - Non Aux
e 4820 - Other Income

Object Codes are also organized into “Parent-child” relationships that are
designed to facilitate roll-ups and summaries that appear in various levels of
reporting.

You can produce a list of current Object Codes in UBI. In the GL Reference
module, choose the GL Object Codes tab.

Ua Information Policy

All departments, business units, agencies, and support organizations, are
assigned a five (5) digit Org code. You can download a complete list of the
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University’s organization codes from the Integrated System home page by clicking
Organizations in the Finance Links.

NOTE: It is important for you to know the Org codes for the organization(s) you
support and the other organizations they interact with. You should also note that
Orgs are structured into “Parent-child” relationships that reflect several layers of
UVA’s organizational structure. Knowing this will help you understand data
relationships that drive some aspects of reporting. UBI's GL_Reference module,
the Rev Proj Relationships tab, can be sorted by Proj Owning Organization.

There is a relationship between some of the GL String segments and the PTAEO.
Those relationships are shown in the following graphic.

General Ledger: GL String

N7

‘ Entity . Pro]ect Fand DRI Org

Exp
Type

Project Task Award

Internal Investment Program

The Internal Investment Program (IIP) is a short-term investment vehicle with
short-term returns that has the advantage of full liquidity. The following are the
steps necessary to invest.

The source of funds has to be an allowable source. This is determined by the
award purpose code of the project or the nature of the deposit entry if the project
does not have an award.

The following Fund Sources are allowable in IIP:
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Qualified Fund Types Award Type Fund Source (GL)
(GA)

Gift & Endowment Distribution Funds DRERDUEU 2075/ 2090/ 1100/ 1105
Local Funds LPLOLS 5045/ 5055 /5110 / 5215/ 5430 1165/

1115
E & G Reserves SP 521z
Auxiliary Operating and Reserve Funds SPLPSA LA 5210/ 5215/ 1010/ 1120/ 11401125
Medical Center Operating and Reserve Funds NIA 1210

Calculating Funds Available

Run the UBI GL Cash Balance Summary module (using fiscal period and
org/project). The available balance is the “PJTD (Project to Date) before
Commitments” column total. A number with a dash in front indicates that cash is
available.

If the project is linked to a Revenue Parent (RP), run the cash balance report for
the parent.

Cash Balance = Project-to-Date Revenues — Project-to-Date Expenditures +/-
Transfers — Investments

Investment Pools

University units holding surplus cash balances may invest those funds with the
University’s Internal Bank per policy FIN-025. University units may choose from
two investment pools offered under the Program. Investment in multiple pools is
permitted.

The two pools are designed to offer investors short-term (ST) and intermediate-
term (IM) options. In general, larger investments made for a longer term will earn
a higher rate of return; however, preservation of the principal is not guaranteed.

Pool Object Code Minimum Average Balance Minimum Term
ST 1215 $10,000 1year
IM 1216 $100,000 2 years

See Internal Investment Program page for current rates.

The penalty for not meeting the time or minimum investment balance criteria is
typically the loss of one quarter’s interest.

The thresholds indicate the minimum balance to maintain in the account. You can
always invest MORE than the minimum and divest that excess as needed. This
concept applies to both pools.
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Internal Investment Program Entries
The category for all Internal Investment Program entries is "UVA Transfer."

You are required to create journal entries to:

e Invest in the Internal Investment Program
e Divest from the Internal Investment Program

Note: It is the responsibility of the department to initiate the journals to invest
and divest funds. Revenues are not automatically invested, except for IIP
interest allocations.

Investing Funds

Entity Project Fund Source Object Code QOrg Future Debit Credit
Entity Project Fund Source 121512161217 Project 0000 $55555
Owning Org
Same 128471 Same Same 99999 0000 55555

Interest is allocated in the month after quarter-end based on the project’s
quarterly average balance in the IIP. This rate is based on short-term investment
market performance.

This interest allocation is automatically reinvested on the day of
allocation. These are the only entries made centrally. If additional revenue is
received, the department has the option to create another journal to invest those
funds.

Divesting Funds

Entity Project Fund Source Object Code Org Future Debit Credit
Same 128471 Same Same 99999 0000 555555

Entity Project Fund Source 121512161217 Praject 0000 355558
Owning Org

If your project has a cash deficit or anticipated expenditures exceeding your
existing cash balance, you will need to make a divestment entry. The divestment
entry will reduce the investment balance and increase the cash balance in your
project.

Financial Reports
The following graphic from 2016 Financial Report shows the sources of University
revenue.
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TOTAL UNIVERSITY REVENUES AND OTHER
SOURCES OF OPERATIONAL FUNDING

43%
55% AUXILIARY ENTERPRISES
PRIVATE GIFTS REVENUE, NET

5.2% 3.2% OTHER

STATE APPROPRIATIONS

6.2%

ENDOWMENT 49.0%
SPENDING PATIENT
DISTRIBUTION SERVICES,
NET

9.9%

GRANTS AND

CONTRACTS

16.7%
STUDENT TUITION
AND FEES, NET

ACADEMIC AND WISE REVENUES AND OTHER
SOURCES OF OPERATIONAL FUNDING

27%

9.0% AUXILIARY UTHER

ENTERPRISES
REVENUE, NET

11.3%
PRIVATE GIFTS 34.6%
STUDENT TUITION
11.2% AND FEES, NET
ENDOWMENT
SPENDING
DISTRIBUTION

10.8%

STATE
APPROPRIATIONS
20.4%
GRANTS AND
CONTRACTS
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Creating a GL Journal Entry for Deposits
Journals for Depositing Cash
UVA's Naming Convention for GL Journals for Deposits

AA-USERID DD-MMM-YYYY Description

AA- represents the *Organizational Unit's identifying prefix

USERID represents your University Computing ID

Date - 2 digit day-3 Letter month-4 digit year

Description - 8 digit Deposit Control Number (DCN) from the bank deposit slip

Example
With this naming convention a Journal Name might appear as follows:

SEHHEIN FI-DLHSBD 02-FEB-2018 #5XX12345 Deposit Conference Fees Conversion

LT TN 5XX12345 Deposit Conference Fees Currancy

G University of Virginig LA UWA Receipts b= | 02-FEB-2018
Period () =i M 02-FEB-2013 Type

FI-: stands for UVA Finance - NOTE: The hyphen (dash) is the third character of the
department identifier

DLH5BD: University assigned computing ID

#12345678: 8 digit deposit ticket nhumber

Deposit Conference Fees: describes the purpose of this journal entry

*PROJECT, AWARD, AND ORGANIZATION PREFIXES

Prefix Organizational Unit

AR Architecture School

AS College of Arts & Sciences
AT Athletics

BA Frank Batten School

BU  Business Operations

CO  ExecVP/COO

cp School of Cont/Prof Studies
cu Curry School

DA Darden School

DE  VP/Diversity and Equity
DV SVP University Advancement
EN Engr School

Fl UVA Finance

FM  Facilities Management
HR  Human Resources

HS EVP for Health Affairs

HS HSF

T Clo

LB Library-UVA

LW  Law School

MC  Mclintire School
MD  School of Medicine

NR  Mursing School

OP  Architect-UVA

PR President's Office

PV VP/Provost

RS VP for Research

SA  VP/Student Affairs

ST VP Information Technology
swW SW VA H Ed Ctr
WS  College at Wise
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DEBITS and CREDITS

Departments must deposit all cash and credit card receipts into a specific suspense
accounts or a single string revenue account. Your department is required to reconcile these
accounts monthly.

When transferring from the suspense account to appropriate revenue account, debit the
suspense account. Credit your Revenue Accounting String.

To help ensure the correct suspense account string is used, each suspense account is
incorporated into an alias for your Org, bank deposit location, or credit card merchant
number.

UVA Aliases

BD591 BD MD-INMD Geriatrics and Palliative Care

BD592 BD CU-Curr Instr & Sp Ed

BD594 BD for BD BU-University Bookstore - Courts & Commerce

BD595 Bank Deposit BD BU-University Bookstore - Darden Exchange

BD596 «—— BD BU-University Bookstore - TJ's Locker

BD597 BD AS-InstVAdv Stud in Cultu Hedgehog Review

BDAMS BD AMS Fi-Student Financial Ald

BORET CC for BO RET Fl-Revenue Collection-AR Central

BORETCK MasterCard & Visa BODRETCK Fl-Accounting Serices

8oz Credit Card BD ZIP Fi-Revenue Collection-AR Central

CC0005 Deposit CC Web MD-Dmed Cont Med Ed

CC0180 = »CC BU-Parking Operations

CC0206 CC WEB NR-Nursing: Admin COMMERCE MGR/CONFERENCES MCMS

CC0230 CC DV-Gift Accnig Engineering |
Q - 3 T VA DS CAVAT .

cxX7313 ¥4-SH-Realth Promo

CX7373 CX AMX MD-PATHOLOGY Surgical Path

CX7381 = »CX AMX CU-Deans Office/UVA Curry-Educators Expo
CX7423 cX for CX AMX BU-Student Housing/UVA Housing FFS-Rent
CX AS-Biology FRET Conference in Biology Amex

CX7529 - American Express

CXT620  Crodit Card Deposit CX HR-HUMan Resources APPLE TRAINING AMEX
CX7800 CX AMX AS-Mt Lake Biol Station

ki
4 S T e

Be sure you use the correct alias for your org, bank deposit location, or credit card
merchant number.

The accounting services department maintains the list of aliases.

DESCRIPTIONS

All Deposit journals REQUIRE specific information in the Description fields of the journal
header, Debit, and Credit lines to insure proper reconciliation with Cash

Management. Since the Description fields are not validated by the system, users must
remember to include the required information and approvers must check for it.
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For Cash or Check Receipts:

e Ensure you have used the correct Suspense Account string in the Debit line. The
alias begins with BD.

e Debit/Credit Line Description = Deposit Control Number (DCN) from the bank
deposit slip.

o In the Debit line's Description field enter ONLY the DCN.

o In the Credit line's Description field enter the DCN, and the date of the
deposit in the format DD-MMM-YYYY. Other descriptive text may follow as
desired

= This text will be displayed in reports and should describe the funds
deposited (i.e. conference fees, ticket sales, etc.).

For Credit Card Receipts:

e Ensure you have used the correct Suspense Account string in the Debit line. The
alias begins with C.
e Debit/Credit Line Description = The Batch number found in Merchant Connect or
swipe machine.
o The Line Description field MUST display the credit card Batch Number first in
both the Debit and Credit line(s).
o The Credit Line Description field may include explanatory text AFTER
the Batch Number and date.
= This text will be displayed in reports and should describe the funds
deposited (i.e. conference fees, ticket sales, etc.).
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Procedure

This topic illustrates creating a GL Journal entry.

Home x \F
€ ) @ hitps//is-qat- du/0A HTML/OA jsppage= work/navigate/webui/New + G | [ Q wEe ¥ h 4O &=
UVa Integrated System E-Business Suite

Enterprise Search | Contract Documents  [v]

Go Search Results Display Preference  Standard [+
Home
Navigator Worklist
Personalize Full List
HeSavm
48B3 s GL specialist

From Type Subject Sent Due
GLADI

There are no notifications in this view.
4B General Leager

B Joumals
Enter
» B pefine
> B9 Generate
> B9 inguiry
» B otmer

~RORSN GG R aLON

Step Action

1. Log into the GL module and expand to see Journals.

Click the Enter link.

| Enter
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| Oracie Applicafions - UVA i

O
|
HU0IGHISPIR IDE LB 512
Batch Status | Source Category Period Batch Name Joumal Name Currency) Joumal Debit. Journal Credit

More
Clear New Batch New Journal Find

Review Joumal Review Batch R Batch Tax Batch Reguery

New Journal New Batch Approve AutoCopy.

Open

Step Action

2. The Find Journals form opens.

Click the New Journal button.

Mew Journal I
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File Edit

02-FEB-2018 ! Switch Dr/Cr E

Not Reversed

Cantrol Total

Credit (USD) Description

1 o o =

Acct Desc |

Tox ] AutoCopy Batch Approve Line Drilldown. ] T Accounts

Check Funds Resenve Funds View Rests Change Period.. Change Currency...

Record: 111

Step Action

3. Enter the desired information into the Journal field.

Enter "FI-DLH5BD #52312345 Deposit Conference Fees"

University of Virgini

Feb-18

Control Total

Credit (USD) Description

1 o o o o =

Acct Desc |

Tax N AutoCopy Bateh Approve Line Drildown... | | T Accounts

Check Funds Resene Funds View Results Change Period. Change Currency -

Record: 111
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Step Action

4. Information in the description field shows on reports.

You are required to enter the deposit slip number in the description field so that
you can refer to it when you reconcile.

Enter the desired information into the Description field.

Enter "52312345".

Help

IDERIALED

L= T Not Reversed
-

Credit (USD) Description

1 o o o =

Acct Desc |

Tox ] AutoCopy Batch l Approve Line Drilldown ] T Accounts

Check Funds Resenve Funds View Resuts Change Period.. Change Currency...

Record: 111 List of Valu.

Step Action

5. Click in the Category field.
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FI-DLHSBD #52312345 Deposit Conference Fees
52312345

University of Virginiz

Feb-18

Credit (USD) Description

1 o o =

Acct Desc |

Tex ] AutoCopy Batch Approve Line Drilldown. ] T Accounts

Check Funds Resenve Funds View Resuts Change Period.. Change Currency...

Step Action

6. Click the Category button.
Category | -

)| Oracle Applications. C
g g o
BYOIZSVSPI LI ERI LIPS (R
Es a e ginia)- FI-DLHSED o orence Feos 00.FED
FI-DLHSED #52312345 Deposit Conference Fees R
52312345 =)
University of Virginiz 02-FEB-2018
Feb-18 f r/Cr -
Actual b sed
Bloouva R
Category Description
Lines
UVAReceipts-Credit Card Credil Gard Receipls ]
UVAReceiing Receiing
Line Account Debit (USD) i UVAReclass. Redlassification Journal Entry
UVA Reconciled Di
UVA Requisitions Requisitions
UvARetrement Refirement
UvARevenue Revenue

Tax. AutoCopy Batch Approve Line Drilldown. T Accounts

Check Funds Resenve Funds View Results Change Period.. Change Currency...
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Step Action
7.

Type UVA R after the wildcard (%) or scroll down to find UVA Receipts.

Once the journal has been saved the Category cannot be changed.

Click the UVA Receipts list item.
UVA Receipts

| Oracle Applications

BV 8P L IDHERILEIPE 12

iy ginia) - F-DLHSED 45Dep
FI-DLHSBD #52312345 Deposit Conference Fees
52312345 usp
University of Virgini| 02-FEB-2018
Feb-18 icr <
8 Actual [sed
Ll%UVAR
Category | Description
Lines UVA Receipts Cash Receipts
[4
UVAReceiving
Line Account Debit (USD) J§ UVAR:
Reqt
Retirement
Revenue
e y
(| Eind ok [lcancar
.
Acct Desc
Tax AutoCopy Batch Approve Line Drildown.. T Accounts
Check Funds Resenve Funds View Results Change Period.. Change Currency. -

NOTE: Credit Card receipts have their own category.

Make sure to select UVA Receipts-Credit Card if you are entering revenue from
credit cards.
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| Oracke Applications

BYOIG8SP 8D ERILED P

B oo . ginia) - FI-DLH5BD 45 Dep erence Fees 02-FEB

FI-DLHSBD #52312345 Deposit Conference Fees R

52312345 uUsD

University of Virginig 02FEB-2018

Feb-18 iCr -

Actual b sed

Ll %UVAR
Category Description
Lines
UVA Receipts- Credit Card Gredit Card Receipts E]
UvAReceiing Receiing
Line Account Debit (USD) Jf UvAReclass Redlassification Journal Entry
UVA nciled Di
UVARequisitions Requisitions
U Retirement
UVARevenue Revenue
| v
Eind oK Cancel
<
Acct Desc
Tax. AutoCopy Batch Approve Line Drilldown.. T Accounts.
Check Funds Resenve Funds View Results Change Period. Change Currency...

OoRrACLE’
USER PRODUCTIVITY KIT

Step Action

9. Click the OK button.
(0]:4

UVA Receipts

LT 02-FEB-2018

Document Number

Clearing Comp:

Credit (USD) Description

L% ("L Not Reversed

1 o o o o =

Acct Desc |

Tax | | Approve

Line Drildown. | T Accounts

Check Funds

View Results

Change Period. Change Currency. -
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Step Action

10. Enter the total amount of the transaction into the Control Total Field.

While not a required field (required fields are yellow) it provides a helpful check
that your deposit debits and credits are entered correctly.

In this example, the total is $500.00.

Enter the desired information into the Control Total field. Enter "500.00".

Help

IDERIALED

SETERNot Reversed
Not Required

500.00|

Credit (USD) Description

1 o o o =

Acct Desc |

Tex ] AutoCopy Batch l Approve Line Drilldown ] T Accounts

Check Funds Resenve Funds View Rests Change Period.. Change Currency...

Record: 111

Step Action

11. Click in the Line field and enter the line number.

As this is the first line of our example, Enter "1" in the Line field.
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CULTM Switch Dr/Cr -
R

Credit (USD) Description
52312345

1 o o =

Acct Desc |

Tax ] AutoCopy Batch l Approve Line Drilldown. ] T Accounts

Check Funds Resenve Funds View Results Change Period.. Change Currency...

Record: 111 List of Valu.

Step Action

12. Click the Account LOV button.
Account
|
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FI-DLHSBD #52312345 Deposit Conference Fees
52312345

UVA Receipts
02-FEB-2018 Switch Dr/Cr

ment Number S ETE Not Reversed

ompany A & Not Required
‘ B

Credit (USD) Description
52312345

Tex AutoCopy Batch Approve Line Drilldown. T Accounts

Check Funds Resenve Funds View Results Change Period.. Change Currency...

Step Action

13. Click the UVA Aliases LOV cell.

LIVA Alias
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UVA Receipts
T-ON 02-FEB-2018

Number Statu

Reverse

Uva Alases " Descrption
BD501 BD LB-Univ Librarian-General
BD502 BD MD-ANES Anesthesiology
BD503 BD AT-Ticket Office
Bos0s 5D D-OTLY Auciology
B0505 B AS Blandy Experimental Farm
BD506 BD MD-DMED Cont Med Ed
1

5D BU Cavalier Computers

B0 BU-Cavalir Advantage

BD AS-Chemistry

BD PV-Ctr for Public Svc

BD MD-DMED Comparative Medicine

B0 MD-CSHH CiMindH Iteracio

B0 G Deans Offce

BD DA-Deans Office

M iEngs SUETEY

Step Action

14. Scroll down and select the correct alias for your Org, bank deposit location, or
credit card merchant.

BD507 has been selected.

Click the OK button.

(o
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FI-DLHSBD #52312345 Deposit Conference Fees
52312345

Training Guide
General Ledger (GL)

UVA Receipts

02-FEB-2018

& Not Required

Cantrol Total

Credit (USD) Description

Reverse

52312345

Tex AutoCopy Batch Approve

Lin

e Drlldown. . T Accounts

Check Funds Resenve Funds View Results Ch:

iange Period.. Change Currency...

Action

Click the OK button.

Eile Edit

MUEINFI-DLHSBD #52312345 Deposit Conference Fees Conversion

TN 52312345

Currency

Date

(RS University of Virginig

Feb-18 Type

Rat
trol Total 500.00|

Line Account Credit (USD) Description

1 [10.980406.1165.2610.20415.0000 52312345

1 o o o =

K

Acct Desc [UVA-Local FI-BD Clearing Cashier’s Current Funds - Unrestric Deposits FI-Revenue Col

llection_Future

Tax N AmCopyBaten. N Approve Lin

e Drilldown.. T Accounts.

Check Funds Resene Funds View Regults

Record: 111

Change Period.

Change Currency -
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Step Action

16. Notice, the GL String populated from the alias.
Now you need to enter the debit amount.

Enter the desired information into the Debit field. Enter "500.00",

EUSD
0= 0 02-FEB-2018
Type (559
Rate |
il ]

Debit (USD) Credit (USD) Description
10.980406.1165.2610.20415.0000 500.00 52312345

1 o o o =

500.00
1 I——)
Acct Desc |UVA{DC! FI-BD Clearing Cashier's.Current Fur its. FI-Revenue Collection Future

Tex l AutoCopy Batch I Approve Line Drilldown l T Accounts

Check Funds Resene Funds View Reslts Change Period.. Change Currency...

Record: 111

Step Action

17. The Description autopopulates from the description in the header.

Move on to the Credit line. The line number will populate after you click on the
line.

Click in the Line field.

[
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FI-DLHSBD #52312345 Deposit Conference Fees
52312345

University of Virginia

UVA Receipts

Feb-18 (= LT 02-FEB-2018

nt Number
A |Not Requied |
Control Tota! | AR

Debit (USD) Credit (USD) Description

Account
110.980406.1165.2610.204 150000 500.00 52312345

52312345

1 o o =

<1 |

Acct Desc |

Tax, | |

AutoCopy Batch Approve

Line Drilldown. ] T Accounts

Check Funds Resenve Funds View Results

Change Period..

Change Currency...

Training Guide
General Ledger (GL)

Step Action

18. Click the Account LOV button.

FI-DLHSED #52312345 Deposit Conference Fees
52312345

Category
Da

ot Number

Company Tax

Control Total

Debit (USD)

UVA Receipts

02-FEB-2018

Switch Dr/Cr

Not Required

500.00

Credit (USD) Description

Rate [ Not Reversed

500.00

52312345

52312345

Tex AutoCopy Batch

Approve

Line Drilldown. .. T Accounts.

Check Funds Resenve Funds

View Results

Change Period..

Change Curtency...

Page 29



Training Guide ORACLE

General Ledger (GL) USER PRODUCTIVITY KIT
Step Action
19. Click the OK button.
oK

Debit (USD) Credit (USD) Description
10.980406.1165.2610.20415.0000 152312345

Step

Action

20.

Enter the GL string where the revenue funds belong.

In this example, the Accounting Flexfield has been completed.

NOTE: You can find part of your GL String from your PTAO by running the UBI
module GA_Reference. In the Award tab, you will find the Award Purpose Code
which gives you the Fund Source and the Entity. A list of the Object Codes can
be found the UBI module GL_Reference.

Click the OK button.
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of Virginia) - FI-DLHS
FI-DLHSBD #52312345 Deposit Conference Fees
52312345
UVA Receipts
02-FEB-2018
Acual | ment Number
w

Account Debit (USD) Credit (USD) Description
10.980406.1166.2610.20415.0000 500.00 52312345
80.115356.8005.4705.20405.0000 [[52312345

1 o o =

Acct Desc [UVA-Outside Agency (207) FI-Entity FOCUS Agency Funds (Local) Sales & Sves-Edu Activiti.FI-Financial Operations_Future

Tax ] AutoCopy Batch Approve Line Drilldown. ] T Accounts

Check Funds Resenve Funds View Resuts Change Period.. Change Currency...

Step Action

21. Now you need to enter the credit amount.

Enter the desired information into the Credit field. Enter "500.00".

Oracle Applications.

Eile Edit

AN FI-DLHSBD #52312345 Deposit Conference Fees
52312345

W UVA Receipts
Period “M02-FEB-2018

Reverse

Debit (USD) Credit (USD) Description
10.980406.1165.2610.20415.0000 500.00 52312345
80.115356.8005.4705.20405.0000 500.00(52312345

1 o o o o =

Acct Desc [UVA-Outside Agency (207) FI-Entity FOCUS Agency Funds (Local) Sales & Sves-Edu Activiti FI-Financial Operations Future

Tax Approve Line Drilldown. | | T Accounts

Check Funds View Results Change Period. Change Currency -
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Step Action

22. Click the Reserve Funds button.

Reserve Funds

2 University of Virginic
“WFeb18

Control Total 500.00

Detit (USD) Credit (USD) Description
10.980406.1165 2610 204150000 500.00 52312345
50.115356 8005 4705 204050000 500.00(52312345

u want

Acct Desc | UVA-Outside Agency (207) FI-Entity FOCUS Agency Funds (Local) Sales & Svcs-Edu Activiti FI-Financial Operations Future

Tax AutoCopy Batch Approve Line Drilldown.. T Accounts

Check Funds Resenve Funds View Results Change Period... Change Currency...

Step Action

23. Click the Yes button.
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Cantrol Total

Debit (USD)

Training Guide
General Ledger (GL)

02-FEB-2018

02-FEB-2018 User

Rate [

g Reverse

Credit (USD) Description

Account
10.980406.1165.2610.204 150000

500.00

52312345

50.115356.8005.4705.20405.0000

500.00 52312345

applied

€ —
UVA-Outside Agency (207)FI-Entity FOCUS Agency Funds (Local). Sales & Svcs-Edu Actiit.FI-Financial Operations. Future

Tax.

Approve

Line Drilldown. . T Accounts

Check Funds

FRH-40400: Transaction complete:
LAl

Resenve Funds

records applied and saved.

View Results

Change Period.. Change Currency...

Step Action

24,

Click the OK button.

BT

Feb-18

Line Account

Debit (USD)

Conversion

Currency [IE0]

L E 0 02-FEB-2018

LT User

Rat

[

Credit (USD) Description

1 10.980406.1165.2610.20415.0000

500.00.

52312345

2 [s01 8005.4705.20405.0000

Acct Desc |UVA-Outside Agency (207) FI-Entity FOCUS Agency Funds (Local) Sales & Sves-Edu Activiti FI-Financial Operations Future

T Accounts.

Tax AutoCopy Batch

Approve.

Line Drilldown ..

Check Funds

ing funds

Unreserve Funds

View Regults

Change Period Change Currency. -
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Step Action

25. Click the OK button.

Switch Dr/Cr. ~
‘S INot Reversed

Debit (USD) Credit (USD) Description
10.980406.1165.2610.20415.0000 500.00 52312345

180.115356.8005.4705.20405.0000 500.00 (52312345

1 [ o o o o =

Acct Desc |[UVA-Outside Agency (207) FI-Entity FOCUS Agency Funds (Local) Sales & Sves-Edu Activiti FI-Financial Operations Future

Tax N AutoCopy Batch | | Approve Line Drildown... | | T Accounts

Check Funds Unreserve Funds View Regults Change Period_ Change Currency.

Step Action

26. Click the Approve button.
Apprave ]
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of irginia) - FI-DLE nference Fees 02-FEB

University of Virginig
Feb-18
ment Number
ompany [ L SiNot Required
I

Debit (USD) Credit (USD) Description
10.980406.1166.2610.20415.0000 500.00 (52312345

180.115356.8005.4705.20405.0000 500.00 52312345

1 o o =

Acct Desc [UVA-Outside Agency (207) FI-Entity FOCUS Agency Funds (Local) Sales & Sves-Edu Activiti.FI-Financial Operations.Future

Tax ] AutoCopy Batch Approve Line Drilldown. . ] T Accounts

Check Funds Unreserve Funds View Results Change Period. Change Currency. .-

ved for this batch,

Step Action

217. Your Journal will flow to your approver.

The approver will receive a notification to approve the Journal.

Oracle Applications.

Eile Edit

T Feb-18

Reverse

Debit (USD) Credit (USD) Description
10.980406.1165.2610.20415.0000 500.00 52312345

180.115356.8005.4705.20405.0000

1 o o o o =

Acct Desc [UVA-Outside Agency (207) FI-Entity FOCUS Agency Funds (Local) Sales & Sves-Edu Activiti FI-Financial Operations Future

Tax AutoCopy Batch Approve Line Drildown.- | | T Accounts

Check Funds Unreserve Funds View Results Change Period. Change Currency.

been resenvedforthis batch.

Page 35



Training Guide ORACLE

General Ledger (GL) USER PRODUCTIVITY KIT
Step Action
28. The journal can be deleted, but only after the funds are Unreserved.

Click the Unreserve Funds button.

Unreserve Funds

LineAccount Detit (USD) Credit (USD) Description
1 |10.980406.1165.2610.20415.0000 500.00 52312345

2 [80.115356.8005.4705.20405.0000 500.00 52312345

Tex AutoCopy Batch

Check Funds Resene Funds View Results Change Period.. Change Currency..

Unresenving funds...
Record: 011

Step

Action

29.

This concludes the topic.
End of Procedure.

Creating a GL Journal Entry for Adjustments

Journals for making an Adjustment to a Journal

UVA's Naming Convention for GL Journals for Adjustments

AA-USERID DD-MMM-YYYY Description

AA- represents the *Organizational Unit's identifying prefix

USERID represents your University Computing ID

Date - 2 digit day-3 Letter month-4 digit year

Description - The description should be understandable to anyone who may review

the Journal. You should reference the original and the correction being made.
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Example
With this naming convention a Journal Name might appear as follows:

A5 E S FI-DLHSBD 02-FEB-2018 Correct doc #52312345 Conversian
LTS Correct Org on line 2 of doc #53212345 Currency

LGS University of Virginiz 05 Gl L UVA Adjustment 05 O 02-FEB-2018
Period [fEL5t] SR E - 02-FEB-2018 Type

e FI-: stands for UVA Finance - NOTE: The hyphen (dash) is the third character of the
department identifier
e DLH5BD: University assigned computing ID

*PROJECT, AWARD, AND ORGANIZATION PREFIXES

Prefix Organizational Unit

AR Architecture School

AS College of Arts & Sciences
AT Athletics

BA Frank Batten School

BU  Business Operations

CO  ExecVP/COO

cp School of Cont/Prof Studies
cu Curry School

DA Darden School

DE  VP/Diversity and Equity
DV SVP University Advancement
EN Engr School

Fl UVA Finance

FM  Facilities Management
HR  Human Resources

HS EVP for Health Affairs

HS HSF

T Clo

LB Library-UVA

LW  Law School

MC  Mclintire School

MD  School of Medicine

NR  Mursing School

OP  Architect-UVA

PR President's Office

PV VP/Provost

RS VP for Research

SA  VP/Student Affairs

ST VP Information Technology
swW SW VA H Ed Ctr

WS College at Wise
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USER PRODUCTIVITY KIT

Procedure

This topic illustrates creating a GL Journal entry.

Home x \F
€ ) @ hitps//is-qat- du/0A HTML/OA jsppage= work/navigate/webui/New + G | [ Q wEe ¥ h 4O &=
UVa Integrated System E-Business Suite

Enterprise Search | Contract Documents  [v]

Go Search Results Display Preference  Standard [+
Home
Navigator Worklist
Personalize Full List
HeSavm
48B3 s GL specialist

From Type Subject Sent Due
GLADI

There are no notifications in this view.
4B General Leager

B Joumals
Enter
» B pefine
> B9 Generate
> B9 inguiry
» B otmer

~RORSN GG R aLON

Step Action

1. Log into the GL module and expand to see Journals.

Click the Enter link.

| Enter
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| Oracie Applicafions - UVA i

O
|
HU0IGHISPIR IDE LB 512
Batch Status | Source Category Period Batch Name Joumal Name Currency) Joumal Debit. Journal Credit

More
Clear New Batch New Journal Find

Review Joumal Review Batch R Batch Tax Batch Reguery

New Journal New Batch Approve AutoCopy.

Open

Step Action

2. The Find Journals form open.

Click the New Journal button.

Mew Journal I
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File Edit

02-FEB-2018 ! Switch Dr/Cr E

Not Reversed

Cantrol Total

Credit (USD) Description

1 o o =

Acct Desc |

Tox ] AutoCopy Batch Approve Line Drilldown. ] T Accounts

Check Funds Resenve Funds View Rests Change Period.. Change Currency...

Record: 111

Step Action

3. Enter the desired information into the Journal field.

Enter "FI-DLH5BD 02-Feb-2018 Correct doc #52312345 "

Oracle Applications - isq0L
File Edit View

EY I DS & D LD DD 2

[olEnter Joumais (niversity ot virginia)

Switch Dr/Cr M
|Not Reversed
Control Total

Credit (USD) Description

1 o o o =

AcctDesc |

Tax l AutaCopy Batch. l Approve Line Drilldown l T Accounts

Check Funds Resene Funds View Results Change Period... Change Currency.
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Step Action

4. Information in the description field shows on reports.

The description should be understandable to anyone who may review the
Journal. You should reference the original and the correction being made.

Enter the desired information into the Description field.

Enter "Correct Org on line 2 of doc #52312345".

‘Switch Dr/Cr ~]
EETERINot Reversed

Reverse

<

Debit (USD) Credit (USD) Description

1 [ o o o =

Approve Line Drilldown | | T Accounts

View Results Change Period. .. Change Currency.

Step Action

5. Click in the Category field.

|
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"£] Oradle Applicatia

OoRrACLE’

M University of Virginia

P [Feb-18

Balance Type
caring Compeny [N

Debit (USD) Credit (USD) Description

Acct Desc |

1 o =

Tz I AutoCopy Batch.. P

Line Drildown | | T Accounts

Check Funds Resene Fupds View Results

Change Period. ..

Change Currency.

USER PRODUCTIVITY KIT

ORACLE"

Action

6. Click the Category LOV button.

HP010 88PN IHERILE I 1?2
E o e ginia)- FFDLHSBD 02-FEB-2018 Corredt d 4 5
FI-DLHSBD 02-FEB-2018 Correct doc #52312345 R
Correct Org on line 2 of doc #53212345 UsD
University of Virginig 02.FEB2018
Feb-18 10
Actual b sed
s
Category | Description
Lines UvA Accrual Wonth End Accrual Entry
UVA Addiion Addition
Line Account Debit (USD) § UvA Allocation Allocation
UVA Asset Disposition Asset Disposition
UVABank Charges Bank Collection Gharges
UVABank Receipls Bank Collection Receipts
UVABudget Budget
UVABurden Cost Burden Gost
UVACentral Use For Central Accounting Use Only
UVA Consolidation Consolidation
UVA Conversion UVAFAS Canversion
UVA Credit Hemo Aoo: Credit
< b2 D
Eina ok |l cancel

Acct Desc

Tax: AutoCapy Batch.. Approve

Line Drilldawn T Accounts.

Check Funds Resene Fupds View Regults

Change Period.

Change Currency.
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Step Action

7. Click the UVA Adjustment list item.

Note: Once the journal has been saved the Category cannot be changed.

UWVA Adjustment sting Journal Entry

HEBD 02-Feb-2018 Correct doc #52312345

't Org on line 2 of doc #53212345 c &
e - ‘Switch Dr/Cr M
—

Reverse

Line Account Deit (USD) Credit (USD) Description

1 o o o =

| AuocopyBacn.. Approve Line Drildown | | T Agcounts

Check Funds Resene Funds View Results Change Period... Change Currency.

Record: 111 ListofValu

Step Action

8. Enter the total amount of the transaction into the Control Total Field.

While not a required field (required fields are yellow) it provides a helpful check
that your deposit debits and credits are entered correctly.

In this example, the total is $500.00.

Enter the desired information into the Control Total field. Enter "500.00".

Page 43



Training Guide ORACLE
General Ledger (GL) USER PRODUCTIVITY KIT

FI-DLHBD 02-Feb-2018 Comect doc #52312345

Correct Org on line 2 of doc #3212345
;
Balance Type Document Number
Control Total

Credit (USD) Description

1 o =

€1 | Z I+

Acct Desc |

Tz I AutoCopy Batch.. B U Bl I Tz

Check Funds Resene Fupds View Results Change Period. . Change Currency.

Record: 111

Step Action

9. Click in the Line field and enter the line number.

As this is the first line of our example, Enter "1" in the Line field.

race Appiicatio

[FI-DLHEBD 02-Feb-2018 Correct doc #52312345
Correct Org on line 2 of doc #53212345
Lot
g
Document Number s
Clearing Company | Tax
Control Total =

Debit (USD) Credit (USD) Description
Correct Org on line 2 of doc #53212345

1 o o =

0.00

gl 5
AcctDesc [UVAOutside Agency (207).FI-Entity FOCUS Agency Funds (Local) Sales & Sucs Edu Actiiti FI\/P Finance Future

Tax l AutoCopy Batch. l Approve Line Drilldown l T Accounts

Check Funds Resene Funds View Results Change Period... Change Currency.
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Step Action

10. Click the Account LOV button.

B USD ats
Ledger o L5802 FEB 2018 eriod
P X y *W Switch DiiCr -
e ocument Numbe ! SETEN Not Reversed

everce

Debit (USD) Credit (USD) Description
Correct Org on line 2 of doc #53212345

Acct Desc  UVA-Outside Agency (207).FI-Entity FOCUS. Agency Funds (Local). Sales & Sves-Edu Actiiti.F1VP Finance Future

Approve

View Results

Record: 111

Step Action

11. Click the OK button.

—
oK
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L lOracie Applicate)

M Switch Dr/Cr -
EIE T Not Reversed

Reverse

Record: 111

Step Action

12. Enter the GL string as it appeared on the line that is being corrected.
In this example, the Accounting Flexfield has been completed.

Click the OK button.
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‘Switch Dr/Cr ~]
Not Reversed

Reverse

Line_Account Debit (USD) Credit (USD) Description
1 [80.115356.8005.4705.20400.0000 | Correct Org on line 2 of doc #53212345

1 o =

500.00

Line Drldown | | T Accounts

Change Period. .. Change Currency.

Step Action

13. The GL String populates from the information entered.
Now enter the amount originally entered in the credit field into the debit field.

Enter the desired information into the Debit field. Enter "500.00".
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UsD g
02FEB-2018

EH User (RN Switch DriCr ~]
1 EIE T Not Reversed

1 ]

Line Account
1 [80.115356.8005.4705.20400.0000

1 o =

Acct Desc [UVA-Outside Agency (207). Fl-Entity FOCUS Agency Funds (Local). Sales & Svcs-Edu Activiti F-VP Finance.Future

Tz AutoCopy Batch.. I EEn e Bl I Tz

Check Funds Resene Fupds View Results Change Period. .. Change Currency.

Step

Action

14.

The Description autopopulates from the description in the header.

Move on to the Credit line. The line number will populate after you click on the
line.

Click in the Line field.
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n

Currency [IED)
UVA Adjustment 02FEB-2018
02FEB-2018

Credit (USD) Description
Correct Org on line 2 of doc #53212345
Correct Org on fine 2 of doc #3212345

1 o =

€1 | Z I+

Acct Desc |

Tz I AutoCopy Batch.. I s Ui Bl I Tz

Check Funds Resene Fupds View Results Change Period. . Change Currency.

Step Action

15. Click the Account LOV button.

L ‘Oracle Applicaty

UVA Adjustment LU 02-FEB-2018
BN 02-FEB-2018
Document Number

I 500.00

Credit (USD) Description
Correct Org on line 2 of doc #53212345
Correct Org on line 2 of doc #3212345

Approve Line Drildown T Accounts

Check Funds View Resulis Change Period. Change Currency.
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Step Action
16. Click the OK button.
oK

Credit (USD) Description
Coci 0 i 0o ey

g

- D D D G

N o G e | O ey

Step

Action

17.

Enter the GL string making the necessary adjustments.

In this example, the Accounting Flexfield has been completed, where the Org was
changed.

Click the OK button.
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n

UVA Adjustment
02-FEB-2018

Account Debit (USD)
80.115356.5005.4705.20400.0000 500.00
80.115356.8005.4705.20405.0000

Credit (USD) Description
Correct Org on line 2 of doc #53212345
Correct Org on line 2 of doc #53212345

1 o =

Al
Acct Desc [UVA-Outside Agency (207). Fl-Entity FOCUS. Agency Funds (Local). Sales & Svcs-Edu ActivitiFI-Financial Operations. Future

= 1

Check Funds

AutoCopy Batch.. I B Ui Bl I Tz

Resene Fupds View Results Change Period. .. Change Currency.

Training Guide
General Ledger (GL)

Step

Action

18.

Now you need to enter the credit amount.

Enter the desired information into the Credit field. Enter "500.00".

Oracle Applicatio

F indow Help

DO IE D GBI & I e P

[F-DLHSBED 02-Feb-2018 Correct doc #52312345
Correct Org on line 2 of doc #53212345 y Dat

UVA Adjustment e Period

02-FEB-2018 NN Switch Dr/Cr
Al | SETEN Not Reversed

otal 500.00,

Account Debit (USD) Credit (USD) Description
80.115366.8005.4705.20400.0000 500.00 Correct Org on line 2 of doc #53212345
80.115356.5005.4705.20405.0000 500.00[Correct Org on line 2 of doc #53212345

1 o o =

500.00

gl T
AcctDesc [UVAOutside Agency (207).FI-Entity FOCUS Agency Funds (Local) Sales & Sucs-Edu Actiiti FI-Financial Operations. Future

Tax, | |

Check Funds

Line Drilldown l T Accounts

AutoCopy Batch. l Approve

Resene Funds View Results Change Period... Change Currency.
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Step Action

19. Click the Reserve Funds button.

Reserve Funds

E] ‘Oracle Applicatio

FI-DLHEBD 02-Feb-2018 Cormect doc #52312345
Correct Org on line 2 of doc #53212345

B UVA Adiustment

LEv ] Not Required
ol Total 500.00)

LineAccount Debit (USD) Credit (USD) Description

1 |80.115356.8005.4705.20400.0000 Correct Org on line 2 of doc #53212345

2 |80.116366.8005.4705.20405.0000 500.00| Correct Org on line 2 of doc #53212345

Acct Desc  UVA-Outside Agency (207).FI-Entity FOCUS Agency Funds (Local) Sales & Sucs-Edu Activiti Fl-Financial Operations Future:

AutoCapy Batch.. Approve

Resenve Funds View Results Change Period.

Step Action

20. Click the Yes button.
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Feb-18

Training Guide
General Ledger (GL)

n
Currency (=D

02FEB-2018

Debit (USD) Credit (USD) Description

Account
80.115356.8005.4705.20400.0000

500.00

Correct Org on line 2 of doc #53212345
500.00| Correct Org on line 2 of doc #53212345

80.115356.8005.4705.20405.0000

Acct Desc

Tax

AutoCopy Batch..

Approve

applied

UVA-Outside Agency (207). Fl-Entity FOCUS Agency Funds (Local). Sales & Sves-Edu Actiiti.FHFinancial Operations. Future.

Line Drlldown

Change Currency.

Check Funds Resene Fupds

FRI-40400: Tray n complete: 3
ord: 11

View Results

Change Period.

Step Action

21. Click the OK button.

WL 02-FEB-2018 od

(RN Switch DriCr -

E T Not Reversed

S
Control Total 500.00

Debit (USD)

Credit (USD) Description

'80.115356.8005.4705.20400.0000

500.00.

Corect Org on line 2 of doc #53212345

80.115356.8005.4705.20405.0000

500.00| Correct Org on line 2 of doc #53212345

Acct Desc  UVA-Outside Agency {207).FI-Entity FOCUS Agency Funds (Local) Sales & Svcs-Edu Activiti Fl-Financial Operations Future:
T Accounts.

Tax.

AutoCopy Batch.

Approve

Line Drilldown

Change Currency.

Check Funds Unreserve Funds

View Results

Change Period..
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USER PRODUCTIVITY KIT

Step

Action

22.

Click the OK button.

| University of Virginiz| DEEN02-FEB-2018
Feb-18 y

Debit (USD) Credit (USD) Description
[80.115366.8005.4705.20400.0000 500.00 Correct Org on line 2 of doc #63212345
[80.115356.8005.4705.20405.0000 500.00 [Correct Org on line 2 of doc #53212345

1 o o o =

gl
AcctDesc [UVAOutside Agency (207).FI-Entity FOCUS Agency Funds (Local) Sales & Svcs-Edu Actiiti FI-Financial Operations. Future

Tax l AutoCopy Batch. l Approve Line Drilldown l T Accounts

Check Funds Unreserve Funds View Results Change Period . Change Currency.

Step

Action

23.

Click the Approve button.

Approve
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lOracie Applicate)

Document Number
ntrol Total

Line Account Debit (USD) Credit (USD) Description
1 [80.115356.8005.4705.20400.0000 500.00 (Cormect Org on line 2 of doc #53212345
2 [80.115356.8005.4705.20405.0000 500.00 [Carrect Org on line 2 of doc #53212345

1 o =

Al
Acct Desc [UVA-Outside Agency (207). Fl-Entity FOCUS. Agency Funds (Local). Sales & Svcs-Edu ActivitiF-Financial Operations. Future

Tz AutoCopy Batch.. I G Ui Dl I Tz

Check Funds Unreserve Funds View Regults Change Period. Change Currency.

Step Action

24, Your Journal will flow to your approver.

The approver will receive a notification to approve the Journal.

Oracle Applicatio

Date
Period

Reverse.

Lines.

Line_Account Debit (USD)
1 [80-115356.8005 4705 20400.0000 500.00

2 [80.115356.8005.4705.20405.0000 500.00 Correct Org on line 2 of doc #53212345

1 o o =

gl
AcctDesc [UVAOutside Agency (207).FI-Entity FOCUS Agency Funds (Local) Sales & Sucs Edu Actiiti FI-Financial Operations. Future

Tax l AutoCopy Batch. Approve Line Drilldown l T Accounts

Check Funds Unreserve Funds View Results Change Period Change Currency.

Record: 111
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Step Action

25. The journal can be deleted, but only after the funds are Unreserved.

Click the Unreserve Funds button.

Unreserve Funds

[Oracle Applications S 501

[Not Reversed

Control Total 500.00

Debit (USD) Credit (USD) Description
80.115356.6005.4705.20400.0000 500.00 Correct Org on line 2 of doc #63212345
80.115356.8005 4705.20405.0000 500.00Correct Org on line 2 of doc #53212345

(3 o o i i =

500.00 500.00

Al
Acct Desc [UVA-Outside Agency (207).F-Entity FOCUS Agency Funds (Local) Sales & Svos-Edu Actiiti F-VP Finance Future

= 1

Check Funds

AutoCopy Batch.. I S U Bl I Tz

Resene Funds View Results Change Period. .. Change Currency.

Record: 111

- Personal

i Marbury, Patricia A.
RE: [foc-training] UVACo... Wed 10:16
We can take care of

4 Tuesday

March 7, 1:30 p.m. - 2:30 p.m.
Presenter: Eric Olsen, PhD, California Polytechnic State University

S ARE UPTO DATE.

Step Action

26. This concludes the topic.

End of Procedure.
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Creating a GL Journal Entry for Transfers
Journals for Transferring Cash from One Project to Another
UVA's Naming Convention for GL Journals for Transfers

AA-USERID Description

e AA- represents the *Organizational Unit's identifying prefix
e USERID represents your University Computing ID

e Description - The description should be understandable to anyone who may review
the Journal.

Example
With this naming convention a Journal Name might appear as follows:

\LTGE S FI-DLHSBD Transfer from Sundry to DDF Conversion

I G IFY 1718 Transfer from Sundry to DDF Currency

LW University of Virginiz = L L UVA Transfer b0 |02-FEB-2018
Period [Fomls =i M 02-FEB-2018 Type

e FI-: stands for UVA Finance - NOTE: The hyphen (dash) is the third character of the
department identifier
e DLH5BD: University assigned computing ID

*PROJECT, AWARD, AND ORGANIZATION PREFIXES

Prefix Organizational Unit

AR Architecture School

AS College of Arts & Sciences
AT Athletics

BA Frank Batten School

BU  Business Operations

CO  ExecVP/COO

cp School of Cont/Prof Studies
cu Curry School

DA Darden School

DE  VP/Diversity and Equity
DV 5VP University Advancement
EN Engr School

Fl UVA Finance

FM  Facilities Management
HR  Human Resources

HS EVP for Health Affairs

HS HSF

IT Clo

LB Library-UvVA

LW  Law School

MC  Mclintire School
MD  School of Medicine

NR  Mursing School

OP  Architect-UVA

PR President's Office

PV VP/Provost

RS VP for Research

SA  VP/Student Affairs

ST VP Information Technology
sSW SW VA H Ed Ctr
WS College at Wise
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Procedure

This topic illustrates creating a GL Journal entry for Transfers.

@ hitps:/fis-qat-vpn.admin,

Fie Edt View Favorites Tooks Help
5 [ UVA Qualtrics Login

UVa Integrated System E Business Suite

Enterprise Search  Contract Documents

Home

Personalize

» Bl UVAAPIPO Viewer
» B UVA AR Billing Specialist
» Bl UVAAR Viewer
» Bm UVA Employee Seff-Service
» Bl UVAFA Viewer
4B UVAGL Specialist
GLADI
4w General Ledger
4w Joumals
Enter
» B Define
» B Generate
¥ B inquiry
» B Other
» BB UVAGL Viewer
» Bl UVA GM Award Manager
» B UVA GM Project Manager
» BB UVA GM Role Manager
» Bl UVA GM Setup Specialist
» Bl UVA GM Transaction Specialist

2017, Oracle andlor its afi

Faculty & Staff The Unive.. &) UVAEsharp {@i

g Services » ... 08 Systemat.. €] My

OoORrRACLE

USER

PRODUCTIVITY KIT

(@) UPK - Oracle UPK 36 Sim... & QA LaunchPad 8] KanbanFlow

* & AP | oeanaoms @

Go Search Resuits Display Preference  Standard

Worklist

From - Type ~
UVA Timecard Approval Workflow Hochstetler, Kelly approved fimecard for period 21-AUG-2017 - 03-SEP-2017

SYSADMIN OTA Woridlow Teaching Reminder

SYSADMIN OTA Woridlow Teaching Reminder

SYSADMIN OTA Woridlow Teaching Reminder

SYSADMIN OTA Warklow Teaching Reminder

SYSADMIN OTA Workdiow Teaching Reminder

SYSADMIN OTA Woridlow Teaching Reminder

SYSADMIN OTA Worklow ‘You have been booked for a class or session.

SYSADMIN OTA Woridlow

SYSADMIN OTA Woridlow

Subject &

‘You have been booked for a class or session.
‘You have been booked for a class or session.

tes. Al ights reserved.

Full List (10)
Sent~  Due~
30-Aug-2017
13-Sep-2017
04-5ep-2017
28-Aug-2017
21-Aug-2017
11-Sep-2017
06-Sep-2017
28-Aug-2017
28-Aug-2017
28-Aug-2017

Privacy Statement

Action

1. Log into the GL module and expand to see Journals.

& Enter

Click the Enter link.
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‘Oracle Applicat
L&

HV0IGE8SPIR IDE JTLEI G2

=
Step Action
2. The Find Journals form will open.

Click the New Journal button.

Mew Journal I
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File Edit

02-FEB-2018 ! Switch Dr/Cr E

Not Reversed

Cantrol Total

Credit (USD) Description

1 o o =

Acct Desc |

Tox ] AutoCopy Batch Approve Line Drilldown. ] T Accounts

Check Funds Resenve Funds View Rests Change Period.. Change Currency...

Record: 111

Step Action

3. Enter the desired information into the Journal field.

Enter "FI-DLH5BD Transfer from Sundry to DDF "

|

Debit (USD) Gredit (USD) Description

1 o o =

AcctDesc |

Tax l AutoCopy Batch. l Approve Line Drilldown l T Accounts

Check Funds Resene Funds View Results Change Period... Change Currency.

Record: 111

Page 60




OoRrRACLE’
USER PRODUCTIVITY KIT
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General Ledger (GL)

Step Action
4. Information in the description field shows on reports.
The description should be understandable to anyone who may review the Journal.
Enter the desired information into the Description field.
Enter "FY 1718 Transfer from Sundry to DDF".
Debit (USD) Credit (USD) Description Hl
L
r
g
o
r
o
r
Acct Desc |
= I AutoCopy Batch.. I P Line Diilldown I T Acounts.
Step Action
5. Click in the Category field.

]I
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fOracie Appiicate)

FI-DLH5BD Transfer from Sundry to DDF
FY 1718 Transfer from Sundry to DDF

Document Number

nirol Total

Debit (USD) Credit (USD) Description

1 o =

Acct Desc |

Tz I AutoCopy Batch.. s Ui Bl I Tz

Check Funds Resene Fupds View Results Change Period. .. Change Currency.

Record: 111

Step Action

6. Click the Category button.

=
5] ‘Oracle Applicat o
4 4 O
BP0 S 8SP L NEHLEIPE 12
E Sl : ginia) - FIDLASED TransTe a2 0D Ba0e
FIDLHEED Transfer from Sundry to DDF R
FY 1718 Transfer flom Sundry to DDF UsD
University of Virginig 02FEB2018
Feb-18 f icr___
Actual b sed
BlouvaT
Category | Description
e UVA Trade Receipts Trade Receipts
“
Line Account Deit (USD)

(| Eind ok | cancer
Acct Desc

Tay AutoCopy Batch.. Approve Line Drildown T Accounts

Check Funds Resene Funds View Resulis Change Period. Change Currency.
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Step Action

7. Type UVA T after the wildcard (%) or scroll down to find UVA Transfers.
Note: Once the journal has been saved the Category cannot be changed.

Click the UVA Transfer list item.

=
ORACLE"

Debit (USD) Credit (USD) Description

1 o o =

AcctDesc |

Tax | Avocopygacn [ Approve Line Drildown | | T Agcounts

Check Funds Resene Funds View Results Change Period... Change Currency.

Record: 111 ListofValu

Step Action

8. Enter the total amount of the transaction into the Control Total Field.

While not a required field (required fields are yellow) it provides a helpful check
that your deposit debits and credits are entered correctly.

In this example, the total is $500.00.

Enter the desired information into the Control Total field. Enter "500.00".
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of al 500.00

Credit (USD) Description

1 o =

[« Z I+

Acct Desc |

Tz I AutoCopy Batch.. I S U Bl I Tz

Check Funds Resene Fupds View Results Change Period. . Change Currency.

Record: 111

Step Action

9. Click in the Line field and enter the line number.

As this is the first line of our example, Enter "1" in the Line field.

Cjpmmes

Credit (USD) Description

1 o o =

m 5 I ]

AcctDesc |

Tax l AutoCopy Batch. Approve Line Drilldown l T Accounts

Check Funds Resene Funds View Results Change Period... Change Currency.

Record: 111
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Step Action

10. Click the Account LOV button.

L lOracie Appiicete)

[S/Enter Journals (University of Virginia)

.
| 500.00

Credit (USD) Description

AutoCopy Batch.. Approve Line Diildown
Check Funds Resene Funds View Results Change Period... Change Currency..

Step Action
11. Click the UVA Aliases LOV cell.
—
Ok
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= S
ORACLE"

Step Action

12. Enter the GL string for the account in which you want to debit.

Note:

Object codes for all Internal Investment Program (11P) investment/divestments
are:

Pool 1 - 1215
Pool 2 - 1216

All other transfers must have an object code that begins with 89xx on all lines.
The Org for the 1P project, 128471, is 99999.

In this example, we are moving cash from the Sundry account to the DDF
account. The Accounting Flexfield has been completed.

Click the OK button.

Page 66




ORACLE Training Guide
USER PRODUCTIVITY KIT General Ledger (GL)

‘Switch Dr/Cr ~]
Not Reversed

Reverse

Line Account Debit (USD) Credit (USD) Description
1 [10.105012.2075.8915.31600.0000 |

1 o =

0.00

Line Drldown | | T Accounts

Change Period. .. Change Currency.

Step Action

13. Notice the GL String populated from the information entered.
Now enter the amount originally entered in the credit field into the debit field.

Enter the desired information into the Debit field. Enter "500.00".
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Help

IPERZLE I

OoRrACLE’
USER PRODUCTIVITY KIT

TUSD
02-FEB-2018
sor
5
1 ]

Credit (USD) Description

Switch Dr/Cr M
Status

Reverse

FY 1718 Transfer flom Sundry to DDF|

1 o =

Acct Desc [UVA-Local AS-DEAN Sundry Gifts. Current Funds - Restricte.Non-Mandatory Transfers. AS-Office of the Dean Future

Approve Line Dildown

EE |

AutoCopy Batch.. I

T Accounts.

Check Funds Resene Fupds View Results Change Period.

Record: 111

Change Currency.

Step Action

14, The Description autopopulates from the description in the header.

line.

Click in the Line field.

[

Move on to the Credit line. The line number will populate after you click on the
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n

Currency [IED)

Credit (USD) Description

110.105012.2075.8915.31600.0000

FY 1718 Transfer from Sundry to DDF

FY 1748 Transfer from Sundry to DDF

1 o =

€1 |

Acct Desc |

AutoCopy Batch..

= 1

S Line Diilldown I T Accounts

Check Funds Resene Fupds

View Results Change Period. . Change Currency.

Training Guide
General Ledger (GL)

Step Action

15.

Click the Account LOV button.

Date

Document Number
Tax

|

UVA Transfer LU 02-FEB-2018

02-FEB-2018

500.00

Credit (USD) Description

FY 1718 Transfer from Sundry to DDF

FY 1718 Transfer from Sundry to DDF

Approve Line Drildown T Agcounts

Check Funds

View Results

Change Period.

Change Currency.
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Step Action

16. Click the OK button.
[8]24

ORACLE"

‘Switch Dr/Cr
M Not Reversed

Credit (USD) Description

10 VT
ASDEAN DDF Baucom DR

B Croanizatio

Futur
D

o | oo
G G s | G

Record: 2/2 ListofValu

Step Action

17. Enter the GL string for the account you want to credit.

Click the OK button.
oK
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n

Currency [IED)

Debit (USD) Credit (USD) Description
10.105012.2075.8915.31600.0000 500.00 FY 1718 Transfer from Sundry to DDF

10.146746.2075.8915.31600.0000 |[FY 1718 Transfer from Sundry to DDF

1 o =

il
Acct Desc |UVALOC;!.ASDEAN DDF Baucom DR.Current Funds - Restricte.Non-Mandatory Transfers.AS-Office of the Dean.Future

Tz AutoCopy Batch.. I S Ui Bl I Tz

Check Funds Resene Fupds View Results Change Period. .. Change Currency.

Training Guide
General Ledger (GL)

Step Action

18. Now you need to enter the amount to be credited.

Enter the desired information into the Credit field. Enter "500.00".

Oracle Applicatio

F indow Help

DO IE D GBI & I e P

F-DLHSBD Transfer from Sundry to DDF
[FY 1718 Transfer from Sundry to DDF y Da

University of Virginiz UVA Transfer e Period

Feb-18 02-FEB-2018

Tax _Nm Required

Debit (USD) Credit (USD) Description
[10.105012.2075.8915.31600.0000 500.00 FY 1718 Transfer from Sundry to DDF
[10.146746.2075.8915.31600.0000 500.00[[FY 1718 Transfer from Sundry to DDF

1 o o =

gl T
AcctDesc [UVALocal AS-DEAN DDF Baucom DR Current Funds - Restricte Non-Mandatory Transfers AS-Offce of the Dean Future

Line Drilldown l T Accounts

Tax l AutoCopy Batch. l Approve

Check Funds Resene Funds View Results Change Period... Change Currency.
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Step Action

19. Click the Reserve Funds button.

Reserve Funds

W UVA Transfer

4Ev ] Not Required.
ol Total 500.00)

Credit (USD) Description
FY 1718 Transfer from Sundry to DOF

500.00| FY 1718 Transfer from Sundry to DDF

LineAccount Debit (USD)
1 [10.105012.2075.8915.31600.0000
2 |10.146746.2075.6916.31600.0000

AcctDesc  UVA-Local AS-DEAN DDF Baucom DR Current Funds

AutoCapy Batch.. Approve

Resenve Funds View Results

Step Action

20. Click the Yes button.
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n
Currency ([ED]
02FEB-2018

Feb-18

Debit (USD) Credit (USD) Description
10.105012.2075.8915.31600.0000 500.00 FY 1718 Transfer from Sundry to DDF
10.146746.2075.8915.31600.0000 500.00|FY 1748 Transfer from Sundry to DDF

applied

Acct Desc UVA-Local AS-DEAN DDF Baucam DR Current Funds
Tax AutoCopy Batch.. Approve Line Drildown
Change Currency..

Check Funds Resene Fupds View Results Change Period.

FRI-40400: Tray n complete: 3
ord: 1/1

Step Action

21. Click the OK button.

WL 02-FEB-2018 od
(RN Switch DriCr -

E T Not Reversed

S
Control Total 500.00

Debit (USD) Credit (USD) Description
500.00 FY 1718 Transfer from Sundry to DDF

10.105012.2075.8915.31600.0000
10.146746.2075.8915.31600.0000 500.00 FY 1718 Transfer from Sundry to DDF

Acct Desc  UVA-Local AS-DEAN DDF Baucom DR Current Funds - Restricte Non-Mandatory Transfers AS-Ofice of the Dean Future
T Accounts.

Tax AutoCopy Batch. Approve Line Drilldown
Change Currency.

Check Funds Unresenve Funds View Results Change Period -
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Step Action

22. Click the OK button.

fer from Sundry to DDF 27-FEB-:

(RN Switch DriCr -
E T Not Reversed

Line Account Debit (USD) Credit (USD) Description
1 [10105012.2075 8915 31600.0000 500.00 FY 1748 Transfer from Sundry to DDF

2 [10.146746.2075.8915.31600.0000 500.00 |FY 1718 Transfer from Sundry to DDF

1 o o o =

gl =
Acct Desc [UVA Local AS-DEAN DDF Baucom DR Current Funds - Restiicte:Non-Mandatory Transfers AS-Office of the Dean Future

Tax l AutoCopy Batch. l Approve Line Drildown l T Accounts

Check Funds Unreserve Funds View Results Change Period . Change Currency.

been reserved for this batch.

Step Action

23. Click the Approve button.

Approve
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lOracie Applicate)

Feb-16 .
[T  Document Number 18210

ntrol Total 500.00

Line Account Debit (USD) Credit (USD) Description
1 [10.105012.2075.8915.31600.0000 500.00 FY 1718 Transfer from Sundry to DDF
2 [10.146746.2075.8915.31600.0000 50000 [FY 1718 Transfer from Sundry to DDF

1 o =

il
Acct Desc |UVALOC;!.ASDEAN DDF Baucom DR.Current Funds - Restricte.Non-Mandatory Transfers.AS-Office of the Dean_Future

Tz I AutoCopy Batch.. I s Ui Bl I Tz

Check Funds Unreserve Funds View Regults Change Period. Change Currency.

Training Guide
General Ledger (GL)

Step

Action

24,

Your Journal will flow to your approver.

The approver will receive a notification to approve the Journal.

Oracle Applications - isq0L

University of Virginiz

Feb-18

- N ———

Credit (USD) Description
[80.115356.8005.4705 20405.0000 [Correct Org on line 2 of doc #53212345
[80.115356.8005.4705.20400.0000 50000 [Carrect Org on line 2 of doc #53212345

1 o o o =

500.00 500.00

gl
Acct Desc [UVAOutside Agency (207).FI-Entity FOCUS Agency Funds (Local) Sales & SvesEdu Activti FIVP Finance Future

Tax l AutaCopy Batch. Approve Line Drilldown l T Accounts

Check Funds Unreserve Funds View Results Change Period... Change Currency.

Record: 111
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Step Action

25. The journal can be deleted, but only after the funds are Unreserved.

Click the Unreserve Funds button.

Unreserve Funds

[Oracle Applications S =01

N R: Not Reversed
Control Total 500.00

Debit (USD) Credit (USD) Description
110.105012.2075.8915.31600.0000 500.00 FY 1718 Transfer from Sundry to DDF
110.146746.2075.8915.31600.0000 500.00[FY 1718 Transfer from Suncry to DDF

(3 o o i i =

Al
Acct Desc [UVA-Local AS-DEAN Sundry Gifts.Current Funds - Restricte. Non-Mandatory Transfers AS-Office of the Dean Future

Tz I AutoCopy Batch.. I e i Bl I Tz

Check Funds Unreserve Funds View Results Change Period .- Change Currency.

been reserved for

Website Marbury, Patricia A March 7, 1:30 p.m. - 2:30 p.m.

b Personal &i [::::;:‘:‘(’;2 i;”‘[“ Wed10:16 Presenter: Eric Olsen, PhD, California Polytechnic State University

4 Tuesday
S ARE UPTO DATE.

Step Action

26. This concludes the topic.
End of Procedure.
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Finding a GL Journal Entry
Finding a Journal

Following UVA's Naming Convention for GL Journals will make finding
them easier.

Naming convention for a Deposit

AA-USERID DD-MMM-YYYY Description

AA- represents the Organizational Unit's identifying prefix

USERID represents your University Computing ID

Date - 2 digit day-3 Letter month-4 digit year

Description - 8 digit Deposit Control Number (DCN) from the bank deposit slip

Example
With this naming convention a Journal Name might appear as follows:

NOTE: The hyphen (dash) is the third character of the department identifier

SEHHEIN FI-DLHSBD 02-FEB-2018 #5XX12345 Deposit Conference Fees Conversion

LT TN 5XX12345 Deposit Conference Fees Currancy

G University of Virginig LA UWA Receipts b= | 02-FEB-2018
Period () =i M 02-FEB-2013 Type

When searching for this journal you can use the wildcard (%) after the user id.

This search will find ALL journals created by this user if they were created with the
organizational prefix, HR.

To narrow the search enter the period as shown.

If you know more details, such as the document number, click the More button where
additional search details can be entered.

All Journals should start with two letter organization prefix, a hyphen, and a computing
ID. So this will work for all types of Journals.
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O Find Journals

Batch
Joumnal
Ledger
Source Period (gl
Category Currency -
Status Control Total
Batch

Journal

C Find Journals

Batch

Journal

=L Feb-18
Currency

Control Total

ing Batch
Funds Journal

Balance Type Budget

Document Numbers

From From
To To

=

OoRrACLE’
USER PRODUCTIVITY KIT
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Procedure

This topic illustrates finding a GL Journal entry.

Training Guide
General Ledger (GL)

Enterprise Search | Contract Documents ]

Go
Home

Search Results Display Preference  Standard [v]

Navigator Worklist

Personalize

i List
HeE#y@m
48B3 s GL specialist

From Type Subject Sent Due
GLADI

There are no notfcations in this view
4B General Leager

<8 Joumats

Enter

» B9 pefine

> B9 Generate
> B9 inguiry
» B otner

ome \
) H ® \+

€ ) & hitp: du/0A_HTML/OA jsp?page=/ /apps/fnd/A /navigate/webui/New v C || Q Search

UVa Integrated System E-Business Suite

Step Action

Log into the GL module and expand to see Journals, Enter

Click the Enter link.
Enter
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‘Oracle Applicat
L&

=l
Batch Status

Source

Category Period

Batch Name

HV0IG ISP R IDE JTLEI G2

Joumnal Name Currency Joumnal Debit

OoRrACLE’
USER PRODUCTIVITY KIT

Journal Credit|

Review Joumnal

New Journal

Clear

Review Batch

New Batch

New Batch

More

New Journal Find

Reverse Batch Tax Batch

AutoCopy

Step Action

2. The Journals form opens automatically.

In this example, find a journal created by user, DLH5BD, who works in the FI
organization.

The % is a wildcard. By placing it at the end of the Organization/UserlD
combination, the system will search for anything that starts with FI-DLH5BD.

Enter the search parameter into the Journal field. Enter "FI-DLH5BD%".

Page 80




OoRrRACLE’

USER PRODUCTIVITY KIT

‘Oracle Applicat
L&)

=l
Batch Status | Source:

Category Period _|Batch Name:

HV0IG ISP R IDE JTLEI P52

Joumnal Name Cu

Joumnal Debit

Training Guide
General Ledger (GL)

Journal Credit|

Review Joumnal

New Journal

FI-DLH5BD%

Clear New Batch

Review Batch

New Batch

New Journal Find

Reverse Batch Tax Batch

AutoCopy

Step Action

3. If you have created more than a few journals, you should narrow the search.

created.

Click in the Period field.

One way to narrow the search is by searching the Period in which the Journal was
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‘Oracle Applicat o
o o o
HYOIOHVSPI L (D LD IYE R
Batch Status || Source Category || Period || Batch Name Joumal Name cu Joumal Debit| Journal Credil
FIDLHSBD%
More
Clear New Batch New Journal Find
T D
Review Joumal Review Batch Reverse Batch Tax Batch Requery
New Journal New Batch Approve AutoCopy
‘Oracle Applicat =
4 o o
HVOIO 8P L NDEILDIYPER
=
Batch Status || Source Category || Period || Batch Name Joumal Name cu Joumal Debit| Journal Credit
FIDLHSED%
Peiiod B
Adt-26
Jun26
Way-26
Clear New Batch New Jounl] #0126
: e ar-26 D
Feb26
Jan26
Review Joumal Review Batch Reverse Batch P ery
Nov-25
New Jounal New Batch Approve oct2s o
Sep25
Aug25
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Step Action
5. In this example, look for a Journal that was created in February of 2018.
Use the UVA Period naming conventions of 3 letter month followed by a hyphen
and 2 digit year: MMM-YYY.
Enter the desired information into the Find field. Enter "FEB-18".
OE(I;Appﬁmn'
ﬁ\%@{@&u@q‘wx JNE R LED P 512 =
s i
Step Action
6. Click the Find button.

Find
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| Oracle Applicatic

HV0IG ISP R IDE JTLEI P52

=
Step Action
7. You are now back on the Find Journals form.

Click the Find button.

| reo )
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‘n;®{@'.z<u§q.m>emrww¢@®{/¢&w ?
o :
N TV 7 Sy ST ST o e ) o
Step Action
8. You are presented with a list of all the Journals that match the parameters entered.

If the search brought back more than one journal, chose the appropriate Journal
entry.

Click the Review Journal button.

[ Review Journal
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Feb-18 N Switch Dr/Cr.
ST o 0 eI ot Reversed

Reverse

Lines

LineAccount Debit (USD)
1 [10.980406.1165.2610.20415.0000 500.00
2 [80.115356.8005.4705.20405.0000

1 o i i =

gl 7z I +)
Acct Desc [UVA-Local F-BD Clearing Cashier's Current Funds - Unrestric. De posits.FI-Revenue Collection. Future

Tz AutoCopy Batch.. I G Line Diilldown I Thzmrs

Check Funds Unreserve Funds View Regults Change Period. - Change Currency.

Step Action

9. The selected Journal is now open and ready to be reviewed.

Press [Enter] to continue.
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otal 500.00

Debit (USD) Credit (USD) Description
110.980406.1165.2610.20415.0000 500.00 52312345
[80.115356.8005.4705.20405.0000 500.00 (52312345

1 o i i =

500.00

Acct Desc [UVA-Local F-BD Clearing Cashier's Current Funds - Unrestric. De posits.FI-Revenue Collection. Future

Tz AutoCopy Batch.. I G Line Diilldown I Thzmrs

Check Funds Unreserve Funds View Regults Change Period. - Change Currency.

Step Action

10. This concludes the topic.
End of Procedure.

Approving a GL Journal

Any journal entry that exceeds a preparer’s self-approval limit will be forwarded to only
one approver. The employee to receive that journal entry is the first approver in that
chain of employees with the appropriate approval level. Once that approver has approved
the journal entry, it is ready to be posted.

The routing is determined by the user Reserves and Approves.

In the General Ledger Workflow hierarchy, both the preparer and approver must have a
General Ledger responsibility. The approver's limit must be higher than the person who is
preparing the Journal.

Notifications

Users will receive both emails and notifications in the Integrated System E-Business Suite
Worklist

e when a journal entry requires approval
e and when it has been approved, rejected or cancelled.

Page 87



Training Guide ORACLE’
General Ledger (GL) USER PRODUCTIVITY KIT

Even though approvers can approve or reject journals through email it is not recommended
as it leaves much room for error. As a rule, Journals should be carefully reviewed before
approving. Approvers can open the notification from the worklist on the E-Business Suite,
then click the link to see the journal batch and from there they are able to open the full
journal for thorough review.

Time Out Functionality

IS provides a time out function to push along those journal entries that have not been
approved within a specified time frame. UVA has selected to use the Time Out Functionality
to handle any expected or unexpected absences and has set the time frame at 81 hours.

Any journal entry notification that has not been approved or rejected after 81 hours will be
returned to the preparer.
The preparer may resend the notification to the Approver or to the Approver’s Manager.

If that approver does not respond within 81 hours, it will again return to the preparer
NOTE: once the preparer selects to ‘Resend to the Approver’s Manager’ the routings are
adjusted up one level if the notification times-out again.

For example, if the preparer initially selects to ‘Resend to the Approver’s Manager’ and the
notification times-out, the next time the preparer chooses to resend to the Approver, it will
actually go to the Approver’s Manager. If the next time the preparer chooses resend the
Approver’s Manager, it will actually go the Approver’s Manager’'s Manager.

UVA has elected to use the Time Out Functionality to handle any expected or unexpected
absences.

Delegation of a Notification

Notifications may be delegated to anyone at any responsibility level by selecting the
notification and clicking on the Delegate button. By delegating the notification, you are
granting that user the ability to do the same thing you can do with the notification.

For example, if you are an approver and you delegate a notification to another individual,
you are asking him/her to review the journal entry and approve or reject it. If you are a
preparer and you delegate a notification that you received because it timed out, you are
asking that individual to either resend it to your Approver or resend it to your Approver’s
Manager. Thus a preparer is not bypassing the established approval route by selecting the
Delegate button.

No Approver Found for Your Journal Entry

A user with access to General Ledger may create journal entries without being set up in the
Workflow hierarchy. However, if that user creates a journal entry and tries to route it for
approval, the system will notify the preparer that no approver can be found. In this
situation, a notification is also sent to ISDS Workflow Administrator.

To release the transaction for processing, the UVA Workflow Specialist must first set up
the preparer in the Workflow hierarchy. Then, the UVA Workflow Specialist should notify
the preparer and approver that the problem is fixed; then, SYSADMIN can release the
transaction. Upon release, the preparer’s approver is sent a notification regardless of
whether or not the transaction is above the preparer’s self-approval limit. The approver
must approve or reject the transaction before it can be posted or before any changes can
be made to it.
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Procedure

Approvers receive email notifications and system notifications when they have a journal to
approve.

Approvers can approve or reject journals from the email notification or log in to review and either
approve or reject the journal.

|| Oracle Applications - UVA isq01 : QA_Test - Cloned from Production as of Jul 62014 W@

| ORACLE"

Switch Dr/Cr. N
Mot Reversed

Reverse

Lines

Line Account Debit (USD} Credit (USD) Description
10 10.999999.9999.1182 999990000 2,000.00

20 10.104826.2075 4510 40200.0000 2,000.00

B

2,000.00 2,000.00
o
Acct Desc UVA-Local MD-DMEDSundry Gifts Med S.Current Funds - Restricte Gifts-All Other MD-DMED Deans Office. Future

Teix AutoCopy Batch Approve: LLire Drilldowm: T Accounts.

Chigck s Wrnreserve Flmds View ResLits Chznge Period. Chiange Cumency.

Step Action

1. This is a test Journal to show you the approval process. If this were a real journal,
you would want to have included a description, control total, etc.

Once you have completed your journal, you will need to have it approved.

Click the Approve button.

Approve:
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racle Applic:

- University of Virginig
sl ALG-14

Line Account

I

Debit (USD) Credit (USD) Description

Mot Reversed

10

10.999999.9999.1182 999990000

2,000.00

20

110.104826.2075 4510 40200.0000

2,000.00

he.jpumal was
forwarded to your

approver

2,000.00

2,000.00

0 [

Acct Desc |UVA—Loca\ MD-DMEDSundry Gifts Med S.Current Funds - Restricte Gifts-All Other MD-

-DMED Deans Office Future

AutoCopy Batch

B

Approve:
ow Results

[Sime Drilldowm: T Accounts.

Chiange Period Chiange Clirency

Step Action

2. Click the OK button.
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;)| 8 hepu

scouvgoia e e 0 = 8 0 | 8 o Mot snrmut b ||| - . -
Eie (8 Yo Fposim Jech Hep

ATaiC,
e eggeted Soes v L Ol v ) Freebicomad & MiLoom 7 Racko Staten Gusde o) Wb S Galier

g S - B - @ - Pager ey Tk @
Outlook WebApp | ;

|[Erire Mt w| 8

W Hows @ = J
m
B Delendtrems AUG-2014 15:41:22 requires your approval.
[ g——r m]nwamisywn{rs] QA_Test isqll Ilsdsqnlwruma.am]
15 ambo (350}
L wrkbaal
=Rt

Ok i view ol fokders

From
T8
[p—— Se DA-AUG-FOIA 154154
D EL-AUG-JOIA 154154
B swms
r e
Action Mistory
Actma [7a Detade
[ ST E R [Parirn, Bctund == I
e ek — Eal
=y

Ersporee: Approve Reject Request Information

+

Corraind i ok bachargs

s -

Step

Action

The approver receives an email from which to
Approve,

Reject or
Request Information about the journal.
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Orade. g
] http://e2devc2.admin.virginia.edu:8062/0A_HTML/OA jsp?OAFunc=OAHOMEPAGES v | & | 2| x I} Google P

File Edit View Favorites Tools Help

B v B -0 & v Pagev Safetyv Toosr @v

i Favorites - ‘ € Oracle Applications Ho...  |[] Home - HR Home {8 UVa - Integrated System

88

UVa Integrated System ~ £.Business Suite

£ Favorites ¥ Logout Preferen Help Personalize Page

Enterprise Search  All - [eo] Search Results Display Preference ~ Standar«
Logged In As SMH6T
Oracle Applications Home Page
5 L9 UVA Diagnostics .
C3uva Employee Seff-Service  Worklist

BIuva ExcEmployee sef-service
EIuva a Administrator Full List

\Sent - \Due

E31vA P plant Funds Marager From  [Type
01-Feb-2013 08-Feb-2013

EIuva Fa specalst Reitz,  Journal

EIuva A viewer Peggy  Batch
BIuvA 6L Accountant \(fv’gfkﬂow 02-Dec-2012

EIUvA 6L Accounting Manager
BIuva 6L Administrator
Iuva 6L Budget speclst
[3uva 6L Fin Reporting Administrator
EIuva 6L Fin Reporting Viewer
5 uvA 6L specalst

GL ADI

553 General Ledger

Step Action

4, Alternately, the approver can log in and see the notification in the E-Business
Suite Worklist.

The approver's worklist shows the notification of the journal requiring approval.

The journal name is an active link.
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Motification Details - Windows |

&) http://e2devc2.admin.virginia.edu:8062/0A_HTML/OA jsp?0AFunc=FND_WFNTF_DETAIL = am=vet | & | 4| x JIE Google N

File Edit View Favorites Tools Help

B v B - O & v Pager Safetyv Toosr @~

[ Notiication Detas

| Home - HR Home

{8 Wa - Integrated System

88

UVa Integrated System  E.Bysiness Suite

M Navigatorv B Favorites v Home Logout Preferences Help Personalize Page

Oracle Applications Home Page >
Journal batch HR-MR9X Deposit to Project 101720 01-FEB-2013 15:43:34 requires your approval.

Approve | [ Reject
From Reitz, Peggy Personalize Table Layout: (NtfDetailsFn NtfDetailsAttr. rightTable)
To Hicks, Shy
Sent 01-Feb-2013 15:48:44
Due 08-Feb-2013 15:48:43
ID 4723806
Joumnal batch HR-MR9X Deposit to Project 101720 01-FEB-2013 15:43:34 submitted by Reitz, Peggy requires your approval.

Action History
[Num  [Action Date [Action [From [To [Details

) Enter Journals

Comment B

Return to Worklist Approve | [ Reject

Home Logout Pr

Step Action

5. E-Business Suite gives general information about the journal batch needing
approval.

Click the Enter Journals link to see the journal itself.

Enter Journals
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Functions

[ U GL Viewer
UVA GM Adrministrator

E WA G Aweard Manager

VA GM Project Manager
UVA GM Setup Specialist
WA GM Transaction Specialist
LA G Wiewer
VA HRMS FacultyiStaf Reviewer
VA HRMS Specialist
VA HRMS Support Center
VA HRMS Timekeeper
VA HRMS Viewer

WA HRMS Viewer Emp Relations
LA Instructor Selt-Servce

VA LD Approver

OoRrACLE’
USER PRODUCTIVITY KIT

Step

Action

Select the GL Specialist responsibility.

Click the OK button.
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Batch T

01-FEB-2013

I

Step Action

7. The batch opens.

Approvers click the Journals button to review the full
journal.

[ Journals
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sD
o |o1-FEB2013 [ ]
=
—
™ :

Deit (USD) Credit (USD) Description
10.980922.1165.2610.30015.0000 6,000.00 Deposit to Project 101720 Deposit slip ##
10.101720.1185.4520. 31 150.0000 6,000.00 [Deposit to Project 101720 Deposit slip #%

e S

(0 o i i =

6,000.00 6,000.00

i
Acct Desc |UVA—LUW\ PY-CD Clearing Cooper Ctr.Current Funds - Unrestric. Deposits. PY-Ctr for Public Sve.Future

T 1 AuoCopy Batch Approie Line Drildn | | T Agcounts.

Chieck Funds Uriresene -urde, View Regults Cliange Feriod I Clierge Cureney

|

Step Action

8. In the full journal, the approver can see the GL strings for the clearing account
and the revenue project.

This is an example journal, in an actual journal you should include all parts
described in earlier, Creating a GL Journal...,
modules.
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el [HR: o Project 101720
1 |Deposit to Praject 101720 Deposit slip ##

:
i 6,000.00

Line Account Deit (USD) Credit (USD) Description
1 10.980922.1165.2610.30015.0000 6,000.00 Deposit to Project 101720 Deposit slip ##

2 [10.101720.1185.4820.31150.0000 6,000.00 [Deposit to Project 101720 Deposit slip ##

(0 o i i =

6,000.00 6,000.00

4l

Acct Desc [UVA-Local PY-CD Clearing Cooper Ctr. Current Funds - Unrestric.Deposits.PV-Cr for Public Svc.Future

T 1 AuoCopy Batch Approie Line Drildn | | T Agcounts.

Chieck Funds Uriresene -urde, View Regults Cliange Feriod I Clierge Cureney

|

Step Action

9. After reviewing the accounting information, approvers close the window and
return to the notification.

Press [Enter] to continue.
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Notifcation Details - Windows Expl
&) http://e2devc2.admin.virginia.edu:8062/0A_HTML/OA jsp?0AFunc=FND_WFNTF_DETAIL =VauetainAM=Yat v |5 | 49| X | Google ]

File Edit View Favorites Tools Help

i Favorites -| @ Notification Detais

25 3 |[] Home - HR Home

{8 Wa - Integrated System

B - B - O @ - Pager Sy~ Took @

UVa Integrated System ~ £.Business Suite |

T Navigator v ® Favorites v Home Logout Preferences Help Personalize Page

Oracle Applications Home Page >
Journal batch HR-MR9X Deposit to Project 101720 01-FEB-2013 15:43:34 requires your approval.

From Reitz, Peggy Personalize Table Layout: (NtfDetailsFn NtfDetailsAttr. rightTable)
To Hicks, Shy
Sent 01-Feb-2013 15:48:44
Due 08-Feb-2013 15:48:43
ID 4723806
Joumnal batch HR-MR9X Deposit to Project 101720 01-FEB-2013 15:43:34 submitted by Reitz, Peggy requires your approval.

Action History
[Num ™ [Acti

[To [Details

) Enter Journals

Comment

Return to Worklist

Home Logout Preferences Help Personalize Page

Enter Journals =] (@ / Trusted sites | Protected Mode: Off S v ®100% ~

Step Action

10. Approvers may enter a comment.
It is especially efficient to enter a comment if the approver rejects the journal.

Enter the desired information into the Comment field. Type the word
"comment".
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MNotification Details - Windows | &

] http://e2devc2.admin virginia.edu:8062/0A_HTML/OA jsp?OAFunc=FND_WFNTF_DETAIL = am=vat v || 42| X JIB Google P~

File Edit View Favorites Tools Help
o Fovortes |55 - | @ Notfcation Details (1] Home - HR Home @ Wo- ntegratedsystem | | B~ B - O @ - Pager Sefey~ Toos~ @~ 7

UVa Integrated System  E.Bysiness Suite

M Navigatorv B Favorites v Home Logout Preferences Help Personalize Pa

Oracle Applications Home Page >

Journal batch HR-MR9X Deposit to Project 101720 01-FEB-2013 15:43:34 requires your approval.

Approve | [ Reject
From Reitz, Peggy Personalize Table Layout: (NtfDetailsFn NtfDetailsAttr. rightTable)
To Hicks, Shy
Sent 01-Feb-2013 15:48:
Due 08-Feb-2013 15:48:
ID 4723806
Joumal batch HR-MR9X Deposit to Project 101720 01-FEB-2013 15:43:34 submitted by Reitz, Peggy requires your approval.

144
143

Action History

[Num  [Action Date
1 O1-FEB-2013 15:48:44

[To [Details

Enter Journals

Comment  ou can make a comment here.] b

Return to Worklist Approve | [ Reject

Step Action

11. Click the Approve button.
Approve

‘Oracle Applications Home Page - &
) g du062/0A_HTML/OA jspTpage=/orace/: / ge-vati- v | 5] 4] x || Google Pl

| File Edit View Favorites Tooks Help

po— Mot B B v @ v Pager Sfeye Toder @ 7

B Favorites ¥ Logout Preferences Help Personalize Page

Enterprise Search  All - [e] Search Results Display Preference ~ Standar« -
Logged In As SMH6T
Oracle Applications Home Page

EIuva ra specalst

Euva ea view - Worklist

BIuva 6L Accountant

® EIuva 6L Accounting Manager -

EIuva 6L Administrator From(Type Subject Senty Due

GMS Workflow Action Required: Approve Award SG00010 and Project "141140" 02-Dec-2012
v 6L Budget Speciist

Iuva 6L Fin Reporting Adminstrator
BIuva 6L Fin Reporting Viewer
BB uva 6L Specalst
GLADI
B3 general Ledger
Sioumsls
B ingury
Dl other

Buva 6L viewer

I uva M Accounting Services Workflow
Approver

EIuva 6M adminstrator

BIuva 64 Award Manager

3uva M Biing specalst -

y

/ Trusted sites | Protected Mode: Off A v R100% v
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Step Action

12. The approver's worklist does not show the journal after it is approved.

Press [Enter] to continue.

Oracie i age

£] http://e2devcd adminirginia.edu:8062/0A_HTML/OA jsp?OAFunc=OAHOMEPAGE® <B4 x| B Goosie o~

File Edit View Favorites Tools Help

| @ Oracle Applications Ho.. x | % v B v ) @@ v Pagev Safetyv Toolsv @+

B Favorites v Logout Preferences Help Personalize Page

Enterprise Search Al -1 [&] Search Results Display Preference  Standar¢ ~
0gged In As MROX
Oracle Applications Home Page

B0W iministrator
B EIuvA FA Plant Funds Manager
B Duva Fa specalist Full List
© EIuvA FA Viewer FromType [Subject |Sent ~ |Due
8 EIyva 6L Budget Speciist i Journal Hicks, Shy approved your journal batch HR-MR9X Deposit to Project 101720 01-FEB- 04-Feb-2013
B uvA 6L Specalist Batch 2013 15:43:34.
GL ADI
(3 CJ General Ledger
B EIuvA 6L Viewer
B 5uvA 6M Administrator
B DIuvA GM Award Manager
B Duva 6M project Manager
B DIuvA GM Setup Specalist
B Buva 6M Transaction Specilst
BEuvA GM viewer
® B uvA HRMS Faculty/Staff Reviewer
B EIuvA HRMS Speclist
B EIuvA HRMS Support Center
® EIyva HRMS Timekeeper L

Worklist

Logout Preferences Help Personalize Page

/ Trusted sites | Protected Mode: Off Cu v H®100% v

Step Action

13. The journal creator logs in and sees the notification that the journal is approved.

Click the Notification link.
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File Edit View Favorites Tools Help

¢ Favorites (55~ | @ University of Virginia 7] Home - HR Home

egrated g

Oracle Applications Home Page >

@ Information
This notification does not require a response.

Hicks, Shy approved your journal batch HR-MR9X Deposit to Project 101720 01-FEB-2013 15:43:34.

To Reitz, Peggy
Sent 04-Feb-2013 14:22:33
ID 4724800

Hicks, Shy approved your journal batch HR-MR9X Deposit to Project 101720 01-FEB-2013 15:43:34.

Comment from Hicks, Shy:
You can make a comment here.

Personalize Table Layout: (NtfDetail

L — b RN Mok bnd M

| & Notification Detais

n.NtfDetailsAttr.rightTable}

[5 Enter Journals

Return to Worklist

es Help Personalize Page

Home Logout Prefer

Done

/ Trusted sites | Protected Mode: Off S v ®100% ~

Step

Action

14.

=] Enter Journals

Click the Enter Journals link.
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UVA GM Administrator
UVA GM Award Manager

UVA GM Project Manager

UVA GM Setup Specialist

UVA GM Transaction Specialist
UVA GM Viewer

UVA HRMS F acultySta Reviewer
UVA HRMS Specialist

UVA HRMS Support Center

UVA HRMS Timekeeper

UVA HRMS Viewsr

UYA HRMS Viewer Emp Relations
UVA Instructor Seff-Service
UVALD Approver

OoRrACLE’
USER PRODUCTIVITY KIT

Step

Action

15.

Select the GL Specialist responsibility.

Click the OK button.
(o]
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6000

Reyerce Baioh Ty Batch Unapprove Change Period

Step Action

16. The batch opens.

Click the Journals button.

Journals
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||| Switch Dr/Cr -
ontrol Total 6,000.00

Line Account Deit (USD) Credit (USD) Description
1 10.980922.1165.2610.30015.0000 6,000.00 Deposit to Project 101720 Deposit slip ##
2 [10.101720.1155.4820.31 150.0000 6,000.00 [Deposit to Project 101720 Deposit slip #%

(0 o i i =

6,000.00 6,000.00
gl 5 I+
Acct Desc [UVA-Local PY-CD Clearing Cooper Ctr. Current Funds - Unrestric.Deposits.PV-Cr for Public Svc.Future

Ta AutoCopy Batch. Unapprove Line Drildown | | T Accounts

Chieck Funds Uriresene -urde, View Regults Cliange Feriod Clierge Cureney

Step Action

17. Click the Other Information tab.

[HR- MRS Deposit to Project 1017
Deposit to Project 101720 Deposit slip #

||| Switch Dr/Cr -
Contral Tatal £,000.00

Pasting |Unposted Source |UVA Marual

Funds [Passed Reference

Approval [Approved Reference Date

Reference

Accounting i Reporting

Number Number
Sequence Name Sequence Name

Tax 1 AunCopy Batch Unapprove Ui Drildoyn | | T Accounts

Chesk Funds Ufiresene -urde, View Results Clianige Feriod Clierige Cureney
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Step Action

18. Note the Journal is Approved though not yet posted.
Most approved journals are posted in the nightly process.

Close the window.

Notification Details - Wi

£] http://e2devc.admin.virginia.edu:8062/0A_HTML/OA jsp OAFunc=FND_WFNTF_DETAIL

=vat | B[ 4| X [J B Google o~

File Edit View Favorites Tools Help

¢ Favorites

@i University of Virginia (] Home - HR Home.

| @ Notiication Details x| |

- ~ [ @ v Pagev Safetyv Toolsw @~

UVa Integrated System  E.Business Suite |

f Navigstorv B Favortes v Home Logout Preferences Help Personalize Page

Oracle Applications Home Page >
7 Information
is notification does not require a response..
Hicks, Shy approved your journal batch HR-MR9X Deposit to Project 101720 01-FEB-2013 15:43:34.

To Reitz, Peggy Personalize Table Layout: (NifDetailsFn.NtfDetailsAttr.rightTable)
Sent 04-Feb-2013 14:22:33
D 4724800

Hicks, Shy approved your journal batch HR-MR9X Deposit to Project 101720 01-FEB-2013 15:43:34.

Comment from Hicks, Shy:
You can make a comment here.

Refer

[E Enter Journals

Return to Worklist oK

Home Logout Preferences Help Personalize Page

Aboutthis Page  Prive

Copyright (c) 2006, Oracle. Al rig

htps//2deve2 admin.virginia.edu:8062/0A HTML/OA jsp?_rc= WFNTFDETAILSFINPAGES: ri=6018&QAFunc=FND_WFNTF_DETAILS&Nt [ [§  Trusted sites | Protected Mode: Off v ®100% ~

Step Action

19. Once approved no response is required.

Click the Enter button.
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e &
(: @ https://is-gat- du/OA_HTML/OA jsp?page= foracle/apps/fnd work/navigate/webui/Nes & || Q search wEe ¥/ 4 @8- =

UVa Integrated System E-Business Suite

Enterprise Search  Contract Documents  [«] Go Search Results Display Preference  Standard [v]

Home

Navigator Worklist
Personaiize FulList
HeSavm
B8 yyaGL specialist u— Type | Subjoct| Sent Due
B oo There are no notfications in this view
4B General Leager
4B joumals
& enter
» B9 peine
> B9 Generate
> B9 inquiry
> B on

Step Action

20. This concludes the
topic.

End of Procedure.

Reversing a GL Journal Entry
Correcting errors in posted GL Journal Entries

A journal that has been posted to the General Ledger is permanent. However, there are
ways to correct errors. There are times when it is appropriate to do an adjustment and
other times it is appropriate to reverse the journal. Once a journal has been reversed, it is
harder to find. Do not reverse a journal that you did not create. Instead, contact the
creator of the journal for guidance.

Incorrect Category
If you selected the incorrect category and the journal has posted you must reverse:

e Reverse the original journal
e Create a new journal with the correct category
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Wrong Revenue Project
If you credited the wrong revenue project:

Create a new journal

Select UVA Adjustment as the category
Debit the incorrect revenue project
Credit the correct revenue project

Wrong Clearing Account Alias
If you selected the wrong Alias for your bank clearing (suspense) account but the correct
category:

e Select UVA Adjustment as the category
e Credit the incorrect clearing account (alias)
e Debit the correct clearing account (alias).

*If you are unsure of the Alias you need to use, please contact Kimberly
Smith (kse8h@virginia.edu (https://search.people.virginia.edu/kse8h@virginia.edu)).

Procedure

If errors have been made, you will discover them during reconciliation.

Reconciling monthly is a requirement at UVA. Do not forget to reconcile your General Ledger
projects!

al

Credit (USD) Description
[20.122529.2035 4305 20425.0000 3,600.00 [207 0100 108 DPB#110: VMSDP

0 I I 3 =

3,600.00

A B 525 I
Acct Desc [UVA-State Fi-Virginia Mitary Sun.Current Fu ropriations: State Fl-Student Financial Senv Future

Tax I AutoCopy Batch._ I Unapprove Line Drilldown I T Accounts

Check Funds Unresene Funds View Results Change Period.. Change Gurrericy.
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Step Action

1. Find and open the posted journal that you need to reverse.

Click the Reverse button.

[ ]

Line Account Debit (USD) Credit (USD) Description
2 |20.122529.2035.4305.20425.0000 207 0100 108 DPB#110: VMSDP.

[
[
[
[
[
[
[

List of Valu.

Step Action

2. The Default reversal box appears. In this example, the current date has been
entered and the Reversal period has populated.

Note: The reversal date is DD-MMM-YYYY and the reversal period is MMM-
YY.

Click the OK button.
(8.4
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racle Applica

uUsD
| UVA Central Use 12-0CT-2016
H12-0CT-2016

48| Not Required

ol Total

Credit (USD) Description
2070100 108 DPB#110: UMSDP.

20.122529.2035.4305.20425.0000

Acct Desc  UVA-State. ia Military Surv.Cu

Tax AutoCopy Batch._

Check Funds Unresenye Funds View Results Change Period... Change Currericy

Record: 111

Step Action

3. Acknowledge the concurrent process note.

Click the OK button.
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UVA Central Use:

[ 1%
:
—

Line Account Debit (USD)

Credit (USD) Description

2 [20.122529.2035.4305.20425.0000

3,600.00 [207 0100 108 DPB#110: VMSDP

3,600.00

gl] 5

Acct Desc [UVA-State Fl-Virginia Miltary SunCurrent Fu

inds - Restricte Appropriations: State.FI-Student Financial Serv Future

0 I 3 =

Tax

AutoCopy Batch._

Unapprove.

Line Drilldown

T Accounts

Check Funds Unreserve Funds

View Results

Change Period..

Change Currericy.

Action

Click the Close button.

Elon Ao
LY 8

PLEDHE (LB D512

=]
Batch Status | Source Category Period__|Batch Name | Joumnal Mame Currency Journal Debit| Joumal Credit
[UVA Manual  UVA Central UsOct16 [FlIC6z 12-0CT-2016 [FiC6Z 12-0CT-2016 fUSD. 3,600.00 3,600.00
T
Review Joumnal Review Batch Reverse Batch Tax Batch Requery
‘New Journal New Batch Unapprove AutoCopy.
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Step Action
5. Click the Close button.
X
s o w58 mm -
Step Action
6. Now you can find the reversed journal.

Click the Enter menu.
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2 Oradle Applicati

GevOl& i8S F I8 IDE L9252

=
Batch Status | Source. Category. Period [ Batch Name | Journal Name. Currency Journal Debit|  Joumnal Credit

More.

Clear New Batch New Journal Find

Review Jounal Review Batch Reverse Batch Tax Batch Requery

New Journl New Batch Approve. AutoCopy.

Step Action

7. Search for the journal. Make sure you use the wildcard (%) before and after your
Org prefix and USERID.

Example: Reverses%FI-1C6Z%

The journal name will begin with the word Reverses followed by the original
journal name in quotes and the date and time of the reversal (not in quotes).

In this example, we use the period of the reversing journal, MAR-18, and
Unposted as parameters.

Click the Find button.
Find
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2 Oradle Appli g

YOI SOPI SN IERILEI 252

[=]
Batch Status | Source Category Period Batch Name | Jounal Name Currenc Journal Debit ‘Joumal Credit
[UVA Manual JUVA Central Us[Mar-18|Reverses "FHC6Z 12-|Reverses "FHC5Z 12-[USD 3,600.00 3,600.00 4 =
<
Review Jounal Review Batch Reverse Baich Tax Batch Requery
New Journl New Batch Approve AutoCopy.

Step Action

8. Click the Review Journal button.
F
b

Review Journal

[ 2/ Oracle Application

Tools Window Help

Rever:

(University of Virginig

Mar-18

ment Number

Credit (USD) Description
120122529 2035 4305 20425.0000 1207 0100 108 DPB#110: VMISDP

L o o o B 3 =

Acct Desc |UVA-State FI- ‘Surv.Current Funds - Restricts State.Fl-Student Financial Serv.Future

Tax | AvtoCopyBaten [ Approve tine Ditdown——— | T Accounts

Check Funds Resenve Funds View Results Change Period... Change Currency...

Record: 111
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Step Action
9. Notice the system generated journal name.
Click the Reserve Funds button.
Reserve Funds
=
20.122529.2035.4305.20425.0000 S 2)6758’1'301"080%110 'VMSDP

Step Action
10. Click the OK button.
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[University of Virginig

Mar-18

Control Tote! | N

Credit (USD) Description
[20.122629.2036 4305 20425.0000 [207 0100 108 DPB#110: VMSDP

0 I I I 3 =

Acct Desc |UVA-State FI Surv-Current Funds - Restricte State. Fl-Student Financial Serv.Future

Tox ] AutoCopy Batch l Approve Line Drilldown. ] T Accounts

Check Funds Unreserve Funds View Results Change Perod. Change Currency .

Step Action

11. Click the Approve button.

Approve

Oracle Appli

LECH 12-0CT-2016

Period ve Date e [

Balance Type cument Number

Cleating Company Tax
trol Tota! - (R

Lines

Line Account Credit (USD) Description
2 |20122529.2035 4305 20425 0000 2070100 108 DPB#110: VMISDP

oumal batch was appi

3,600.00 @
Acct Desc | UVA-State FI ‘Sunv-Current Funds - Restricte ‘State. Fl-Student Financial Serv.Future

Tax AutoCopy Batch Unapprave Line Drilldown.. T Accounts

Check Funds Unreserve Funds View Results Changs Period... Change Currency...

Record: 111
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Step Action

12. Click the OK button.

Switch Dr/Cr.
L& (T Not Reversed

Credit (USD) Description
207 0100 108 DPB#110: VMSDP

I I A B 3 =

K
Acct Desc |[UVA-State Fi-Virginia Miltary Surv-Current Funds - Restricte Appropriations: State FI-Student Financial Serv Future

Tax N AutoCopy Batch | | Unapprave Line Drildown... | | T Accounts

Check Funds Unreserve Funds, View Regults Change Period. Change Currency.

Record: 111

Step Action

13. Click the Close button.
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- Oradle Applicati

S University of Vir e =
X = 0NN Switch DriCr )
Balance Type Doc Number SETER ot Reversed
consery I e

otal

Credit (USD) Description
[20.122629.2036 4305 20425.0000 [207 0100 108 DPB#110: VMSDP

0 I I I 3 =

3,600.00,

g
Acct Desc |UVA-State FI Surv-Current Funds - Restricte ‘State. Fl-Student Financial Serv.Future

Tox ] AutoCopy Batch l Unapprove Line Drilldown.. ] T Accounts

Check Funds Unresene Funds View Results Change Period. Change Currency. -

Record: 111

Step Action

14, This concludes the topic.
End of Procedure.

Defining a Recurring Journal Template

In situations where bank deposits and credit card reconciliations are made frequently, it
can be convenient to

e Define a Recurring, or Skeleton, journal template.

The Recurring entry can contain multiple GL strings.

This process can be a time saver and can eliminate the possibility of errors in the entry of
the GL string.

NOTE: Define a skeleton journal for the category of journal you frequently create. For
example:

e UVA Receipts
e UVA Receipts-Credit Cards

Page 117



Training Guide
General Ledger (GL)

Procedure
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USER PRODUCTIVITY KIT

In Integrated System, the Recurring journal template can save time and help prevent errors.

\:
Home * |

€ @ s/t

=
+
du/0A_HTML/OA jsppag work/ navigate/webui/Nen 7 G | [ Q se

UVa Integrated System E-Business Suite

Enterprise Search  Contract Documents

=

Home

Navigator Worklist

Personalize
4 B3 yvacL speciaist
GLADI
4B General Leager
“B Joumats
Enter
488 pefne

HeSavm

From

Recurring
P B9 Generate
> B inquiry
* B omer

‘There are no notifications in this view:

Search Results Display Preference  Standard [v]

Full List

Type Subject Sent Due

wEe ¥ i 4 S F-

Step Action

® @ & DO ]

Log in as a UVA GL Specialist.

Navigate to:
Journals
Define
Recurring

Click the Recurring link.

= Recurring
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Joumal Entry

Record: 111

Step Action

2. Follow the UVA naming convention for Journal entries.

In this case, the Recurring entry is for credit card receipts, so CC Recurring is
added to the name.

If it was for cash or checks you would use ""BD" in the name to indicate bank
deposit.

Enter the desired information into the Recurring
Batch: Batch field.

Enter "FI-DLH5BD CC Recurring".
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Joumal Entry

WL ENFI-DLHSBD CC Recurring

Record: 111

Step Action

3. Enter the same journal name as the batch name.
Now choose a Category.

Click the Category cell.
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[ 2 Oracle Application 0

=E'= 8 FI-DLHSBD CC Recurring
Single Ledger ~
a

Joumal Entry

Effective Dates
FI-DLHSBD CC Recurring
rom

UVAPayments
UVAPayroll

List of Valu.

Step Action

4. Select the category. In this example, the category is UVA Receipts- Credit Card.

If your deposit is cash or check you would select the category, UVA Receipts,
instead.

NOTE: The category cannot be changed.

Click the OK button.
_—
oK

—
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[©lpefine Recurring Joumal Formula (University of virginia)

Recuriing Batch

“NFI-DLHSBD CC Recurring

Joumal Entry

Effective Dates
To
|

ENFI-DLH5BD CC Recuring

1

Record: 111

OoRrACLE’
USER PRODUCTIVITY KIT

Step Action

5. Do not save yet.

Click the Lines button.

| Lines I
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Record: 111 List of Valu.

Training Guide
General Ledger (GL)

Step

Action

Line number 1 has been entered for you.

Click the Account LOV.
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| Oracie Application

File Edit Window Help

|SlDefine Recurting Journal Formula (University of Virginia)

|OlJoumnal Entry Lines (University of Virginia) - F-DLHSED CC Recurring, [New]

Line

Formula

Step

© Accounting Flexfield

Record: 111 of Valu

OoRrACLE’
USER PRODUCTIVITY KIT

Step Action

7. Click the UVA Aliases LOV to see the list.

Oradie Applica

| Description
CC Web AT-IM-Sports Administration
CC Web PV-Registrar
CC MD-PATH Clinical Pathology LCBRN Study MCVisa/Discover
CC DV-Gift Accntg UVA Alumni Event Reg.
©C Web LW-Law School Central
CC Web HCVISA EN-Career Svcs Prgm

CC AS-Husic

©C PV-CHrfor Public Sve Conferences.

©C AR Deans Office

©C CU-Curr Instr & Sp Ed Curry Math Cognition MCAVisa/Dis cover
©C DADeans Office UVA Darden Global Exe MBAMCNVISA

CC Web PV-Cirfor Public Svc Cooper Cnir Pub MCNISA

WTJU Radio Merchandise at UVA MN/D

©C CU-Deans Office Curry School Conferences MCNisa/Discover

Chaices in
Record: 111
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Step Action
8. The alias for the credit card clearing account has been selected.

NOTE: Mastercard, Discover Card, & Visa aliases begin with CC. American
Express aliases begin with CX.

Click the OK button.
OK

Amount
Type

Step Action
9. Click the OK button.
_OK
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dow Help

G| 8 IDEH £
(©lDefine Recurring Joumal Formula (Uni ot virginia)
[©hournal Entry 1 HDLHSBD CC Recurring, INew]

(]
110.980328.1165.2610.20600.0000

unt iption

IVALocal AT-CC Clearing Athletics. Current Funds - Unrestric. Deposits AT-Ticket Office. Future. i B

Formula

Bal Amount
Step Operator Amount i

Type

Record: 111

Step Action

10. Don't save yet.

Press the [Down] arrow to go to the next account line.

[SIDefine Recuring Joumal Formula (uni

(Slournal Entry i niversity of Virginia) - FI-DLHSEL

Account Description

Formula

‘© Accounting Flexfield

Page 126




ORACLE Training Guide

USER PRODUCTIVITY KIT General Ledger (GL)
Step Action
11.

Line number 2 has been entered for you and the Account field LOV was engaged.
Instead of selecting an alias, enter your GL string.

Click the OK button.
oK

am R O D G

Step

Action

12.

If you are not sure what your GL string is, you can lookup the parts in UBI,

GA Reference module -Awards Tab

GL Reference module - Rev Proj Relationship Tab
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4

Formula

S Amount  Account

aE R T KD GO

List of Valu.

Step Action

13. The GL String has been entered for you.

Click the OK button.
oK
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(©Loumal Entry Lines (University of irginia) - FF-DLHSBD CC Recurting, [New]

PSS 109804061165 2610.20415.0000

(]

Account Description
UVA-Local FI-BD Clearing Cashier's Current Funds - Unrestric Deposits. FI-Revenue Collection Future. i B
| Formula

Balance Amount
Amount Type Type

Step Action

14, Now it is time to save.

Click the SAVE button.

&
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[©Ipefine Recurring Joumal Formula (University of virginia)

(©Loumal Entry Lines (University of irginia) - FF-DLHSBD CC Recurting, [New]

138 10.380406.1165 2610204 15.0000

(]

UVA-Local. FI-BD Clearing Cashier's_Current Funds - Unrestric Deposits.FI-Revenue Collection Future i B

Formula
Balance Amount
T Ty

Step Operator Amount A

Step Action

15. Click the Close button.

Recuriing Batch
Last Executed

=5 FI-DLH5BD CC Recurring
I pered. I

D:

~ T
. J 1 =

Journal Entry
Effective Dates

8 University of Virginia ~
o Recep oot ot - I—
v I )
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Step Action

16. Close the window.

window Help

SIS T LI R

Step Action

17. This concludes the topic Defining a Recurring Journal Template.
End of Procedure.

Using a Recurring Journal Template

When you are ready to make a journal entry using the Recurring Journal Template you
defined:

Generate the journal

Find the Recurring Journal Template
Enter a description

Enter the debit and credit amounts
Reserve and Approve

NOTE: Remember to generate the journal from a template with the appropriate
category. For example:

e UVA Receipts
e UVA Receipts-Credit Cards
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Procedure

This topic illustrates how to use a recurring journal template to enter a deposit.

Record: 111

Step Action

1. Navigate to:
Journals
Generate
Recurring

Click the Open button.

o
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AR LBIS ARA Credit Card S
IAR-LBIS Arch History Con.
[AR-LBIS Grad App. CC Fees
AR LBYS IEN Deposit
AR-LBIS Web CC Fees
|AS-CM2ZA CHEM PRATT TF
|AS.CM2ZA DEAN 14-JUL-20
|AS-CM2ZA MATH PRATT TR

CINCINCINCIC T

Recuring Joumal

Record: 117

Training Guide
General Ledger (GL)

Step

Action

These are all the Recurring Journal entries.
Search for yours.

Initiate a query by Pressing [F11].
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i s T o

Recuring Joumal

Step Action

3. Enter the parameter for your query into the Recurring Batch field.

Use your computing 1D to search.

Enter "%DLH5BD%".
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[2] Oracle Applications - isq0

Recuriing Batch

%DLH5BD%|

Recuring Joumal

te, F4to cancel.

Training Guide
General Ledger (GL)

Step Action

4. Execute the query.

Press [CtrI+F11].

[2] Oracte Appiicat
Eile Edit View

‘Submission Details

Recuriing Batch

[FI-DLH5BD CC Recurring

O @ & & O E

Recuring Journal

Record: 111
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Step Action
5. Select the Recurring Journal Template that is needed.

Be sure to choose the template with the correct category.

Click the Checkbox option.

‘Submission Details

Recuriing Batch

5
=
-
=
-
-
=
-

[FI-DLHSBD CC Recurring

Recuring Joumal

Step

Action

Enter the desired information into the Period field.

Enter "Apr-18".
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Recuriing Batch
FI-DLHSBD CC Recurting - EEYEEWE | [01-APR2018

N s i

Recuring Joumal

Record: 111 List of Valu.

Step Action

7. The Journal date and calculation date populate automatically when you tab
through the fields.

Press [Enter] to continue.
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[ 2 Oracle Application 0

File Edit

‘Submission Details

Recuriing Batch

dow Help

Effective Date
Galculation Budget

]

[FI-DLHSBD CC Recurring

01-APR-2018

N s i

Recuring Joumal

Record: 111

List of Valu.

OoRrACLE’
USER PRODUCTIVITY KIT

Step

Action

Click the Generate button.

| Generate
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‘Submission Details

Recuriing Batch

Period

Effective Date

Journal

Calculation

Budget

[FI-DLHBD CC Recuring

01-APR2018

01-APR-2018

O O & 6 EE .

Recuring Joumal

complete: 1 records ap

Training Guide
General Ledger (GL)

Action

Press [Enter] to continue.

A concurrent request is created when you click generate.

It will take a few minutes to complete.
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General Ledger-Joumnals:Enter
Enter journals

- General Ledger Top Ten List

- Joumals

+ Define
- Generate
Recurin,
+ Inquiry
+ Other
GLADI

Record: 111

Step Action

10. Your journal was generated, but the deposit number and the amounts are
missing.

Journals, Enter has been selected for you.

Click Open.

)
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2 Oradle Applicati

GvOl& i8S F I8 IDE L9252

=
Batch Status | Source. Category. Period [ Batch Name | Journal Name. Currency Journal Debit|  Joumnal Credit

%DLH5BD%

More.

Clear New Batch New Journal Find

Review Jounal Review Batch Reverse Batch Tax Batch Requery

New Journl New Batch Approve. AutoCopy.

Step Action

11. Search for your newly generated journal using the percent sign (%) before and
after your user id.

When you have created many journals, you will find it helpful to limit your
search. This example limits the search to the period March 2018.

Enter the desired information into the Period field. Enter "MAR-18".
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| Oracle Applicati g
d d -
GevOl& i8S F I8 IDE L9252
E
Batch Status || Source Category Period Batch Name | Journal Name Currency ‘Journal Debit| ‘Journal Credit
%DLH5BD%
IMAR-18|
More
Clear New Batch New Journal Find v
a
Review Journal Review Batch Reverse Batch Tax Batch Regquery
New Journal New Batch Approve AutoCopy.
Elon e =
d d d o
LY OIZEESPIED D ERILE19 V%12
[E]
Batch Status | Source Category Period Batch Name ' Joumnal Name Currenc) ‘Journal Debit ‘Joumal Credit|
{Unposted |UVA Manual \UVA Receipts |Feb-18 |FI-DLH5BD #5231234£|FI-DLHSBD #5231234£]USD 500.00 50000 8~
\Unposted \UVA Manual \UVA Receiving |Mar-18 |FI-DLH5BD #56231234£|FI-DLH5BD #5231234£]USD 500.00 500.00
\Unposted \UVA Manual JVA eb-18 |FI-DLH5BD 02-FEB-2(|FI-DLH5BD 02-FEB-20]USD 500.00 500.00
{Unposted |UVA Manual J j 18 |FI-DLH5BD 02-Feb-20 |FI-DLHSBD 02-Feb-20°JUSD 500.00 500.00
\UVA Recurring JUVA R ipt: War-1: FI-DLH5BD CC Recurr|FI-DLH5BD CC Recurr JUSD 0.00] 0.00
\Unposted \UVA Manual \UVA Transfer  |Feb-18 |FI-DLH5BD Transfer fr(|FI-DLHSBD Transfer fr(USD 500.00 500.00
T
Review Joumal Review Batch Reverse Batch Tax Batch Reguery
‘New Journal New Batch Approve. AutoCopy.
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Step Action

13. Find the Recurring Journal Template you want to use.

Click the Review Journal button.

| Review Journal I

T
.

ine_ Account Debit (USD) Credit (USD) Description
10.980328.1165.2610.20600.0000
10.980406.1165.2610.20415.0000

1 o i i =

0.00
g I |
Acct Desc [UVA-Local AT-CC Clearing Athletics. Current Funds - Unrestric Deposits. AT Ticket Office: Future

Tax l AutoCopy Batch Approve Line Drilldown l T Accounts

Check Funds Resenve Funds View Resits Change Period.. Change Currency...

Record: 111

Step Action

14. The generated description is not adequate for a journal entry.

Click in the Description field.

Created by recurring journal entry program ,I
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lUniversity of Virgini C:
AR S b~
Sm— e Reversed

Reverse

Line_ Account Credit (USD) Description
1 [10.980328.1165.2610.20600.0000

2 [10.980406.1165.2610.20415.0000

1 o i i =

Acct Desc [UVA-Local AT-CC Clearing Athletics. Current Funds - Unrestric Deposits. AT -Ticket Office. Future

Tax AutoCopy Batch Approve Line Drilldown. ] T Accounts

Check Funds Resenve Funds View Reslts Change Period.. Change Currency...

Record: 111

Step Action

15. The Description has been entered for you.

Note: The Description must be copied & pasted into the description fields for the
debit and credit.

Press [Ctrl+C] to copy.
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2 Oradle Applicati

Switch Dr/Cr ~|
INot Reversed

Reverse

Line_ Account Debit (USD) Credit (USD) Description
1 [10.980328.1165.2610.20600.0000 750.00

2 [10.980406.1165.2610.204 150000

1 o i i =

Acct Desc [UVA-Local AT-CC Clearing Athletics Current Funds AT Ticket Office. Future

Tax ] AutoCopy Batch l Approve Line Drilldown. ] T Accounts

Check Funds Resenve Funds View Reslts Change Period.. Change Currency...

Step Action

16. The control total and the debit amount for the clearing account has been entered.

Press [Ctrl V] to see the description pasted into line one.
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Document Number 206492 =& TEINot Reversed
-
Control Total 750.00|

Account Debit (USD) Credit (USD) Description
10.980328.1166.2610.20600.0000 750.00 52312345 - Credit Card deposit for Focus Conference
10.960406.1165.2610.20415.0000 750.00]

1 o i i =

1| B
Acct Desc [UVA-Local AT-CC Clearing Athletics. Current Funds - Unrestric Deposits. AT -Ticket Office. Future

Tax AutoCopy Batch Approve Line Drilldown. ] T Accounts

Check Funds Resenve Funds View Rests Change Period.. Change Currency...

Step Action

17. The credit amount has been entered.

Press [Shift+F5].

:

Effective Date
y Document Number SN Not Reversed
e— |
o

Line  Account Debit (USD) Credit (USD) Description
1 10.980328.1165.2610.20600.0000 750.00 |52312345 - Credit Card deposit for Focus Conference
2 [10.980406.1165.2610.20415.0000

1 o o s i =

Acct Desc [UVA-Local AT-CC Clearing Athletics Current Funds - Unrestic Deposits AT-Ticket Office Future.

Tax Approve Line Drilldown. | | T Accounts

Check Funds View Results Change Period. Change Currency -

Page 146




OoRrRACLE’
USER PRODUCTIVITY KIT

Training Guide
General Ledger (GL)

Step Action

18. Shift F5 copied the field above.

Press [Enter]to continue.

FI-DLHSBD CC Recurring: 22-MAR-18 17:30:19
52312345 - Credit Card deposit for Focus Conference

LWEGLTN Switch Dr/Cr
EETEINot Reversed

Debit (USD) Credit (USD) Description
10.980328.1165.2610.20600.0000 750.00 (52312345 - Credit Card depositfor Focus Conference
10.980406.1165.2610.20415.0000 750.00[B Credit Card depo 0

1 o o i i =

Acct Desc [UVA-Local AT-CC Clearing Athletics Current Funds - Unrestric Deposits AT-Ticket Office Future.

Tax Appiove e Drftgown.. | T Agcounts...

Check Funds Resenve Funds View Results Change Period.. Change Currency...

Record: 112

Step Action

19. Click the Reserve Funds button.

Reserve Funds
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Clearing Company

usD
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22-MAR-2018

‘Switch Dr/Cr

Debit (USD)

S ETE Not Reversed

Reverse

Credit (USD) Description

Account
10.980328.1165.2610.20600.0000

750.00

52312345 - Credit Card deposit for Focus Conference

10.980406.1165.2610.204 15.0000

750.00| 52312345 - Credit Card deposit for Focus Gonference

ur work. Do you want

&
Acct Desc | UVA-Local FI-BD Clearing Cashier's Current Funds - Unrestric Deposits Fl-Revenue Collection Fu

Tex AutoCopy Batch

Approve

Line Drilldown. T Accounts

Check Funds

Reserve Funds

View Results

Change Period.. Change Currency...

Step Action

20.

Click the Yes button.

Oracle Applica

mal [FI-DLH5BD CC Re 3
JIGLIN 52312345 - Credit Card deposit for Focus Conference

IA]

18 Not Required

iE

M

EETEN Not Reversed

tal 750.00

Debit (USD)

Credit (USD) Description

10.980328.1165.2610.20600.0000

750.00

52312345 - Credit Card deposit for Focus Conference

10.980406.1165.2610.204 150000

750.00 52312345 - Credit Card deposit for Focus Conference

on complete: 3 rec pplied

Acct Desc | UVA-Local FI-BD Clearing Cashier's Current Funds - Unrestric Deposits. FI-Revenue Collection Future

Tax.

Approve Line Drildown.. T Accounts

Reverce

Check Funds

FRH-40400: Transaclion complete: 3 records applied and

ord: 111

View Results

Change Period.

Change Currency
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Step Action

21. Click the OK button.

Oracle Appli

usD
(LS University of Virginie| Cate, PECH 22-MAR-2018
Period ve Date W User
Balance cume 6 Rate ]

Clearing Company

Lines

Line Account Debit (USD) Credit (USD) Description
1 10.980328.1165.2610.20600.0000 750.00 52312345 - Credit Card deposit for Focus Conference

2 10.980406.1165.2610.20415.0000 Credit Card for Focus Conference.

O Note

Acct Desc | UVA-Local FI-BD Clearing Cashier's Current Funds - Unrestric Deposits. FI-Revenue Coll Future

Tax AutoCopy Batch Approve Line Drildown.. T Accounts

Check Funds Unreserve Funds View Results Change Period Change Currency. -

ning fund
rd: 0/1

Step Action

22. Click the OK button.
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Balance Type [TSUCMMM  Document Number 206492 SETERNot Reversed
aring Company T
Control Total =

Lines.

Line_ Account Debit (USD) Credit (USD) Description
1 [10.980328.1165.2610.20600.0000 750.00 (52312345 - Credit Card deposit for Focus Conference

2 [10.980406.1165.2610.20415.0000 750.00 52312345 - Credit Card deposit for Focus Conference

1 o i i =

Gl g -
Acct Desc |UVA{or;J FI-BD Clearing Cashier's. Current Funds - Unrestric Deposits. FI-Revenue Collection. Future

Tax AutoCopy Batch Approve Line Drilldown. . ] T Accounts

Check Funds Unreserve Funds View Results Change Perod. Change Currency .

Step Action

23. Click the Approve button.

Approve

Oracle Applica

[F-DLHSBD CC R

62312345 - Credit t
e d
e Date LETEEN Switch DriCr -
S ETER Not Reversed

) ]

Line Account Detit (USD) Credit (USD) Description
1 |10.980328 1165 2610 20600 0000 750.00 52312345 - Gredit Gard deposit for Focus Gonference
2 |10.980406 1165 2610.20415.0000 52312345 - Credit Card deposit for Focus Conference

Acct Desc | UVA-Local FI-BD Clearing Cashier's Current Funds - Unrestric Deposits. F-Revenue Collection Future

Tax AutoCopy Batch Unapprave Line Drilldown.. T Accounts

Check Funds Unreserye Funds View Results Changs Period... Change Currency...

Record: 111
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Step Action
24, Click the OK button.

Window Help

S8 LB e |

Enter

Step Action

25. Your approved journal will be posted during the nightly process.

This concludes the topic.
End of Procedure.

GL Reports
General Ledger Reporting
Reporting in UBI

Reporting from UBI yields data from the Enterprise Data Warehouse (EDW), a copy of the
IS tables. Data in the EDW is copied each night during the nightly processes.

e Reports on current month's activities will be one day old.

e Reporting on closed accounting period (GL Periods) will yield the same result one day
after closing and one year after closing, because no further activity can occur on a
closed accounting period.
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The GL_Cash_Balance_Summary Module in UBI can be used to determine cash
available.

The GL_Details_Recon Module in UBI can be used to view transaction details.

The GL_Reference Module in UBI can be used to find Revenue Project metrics, with
project and award attributes, and GL Object Code information.

The GL_Balances Module in UBI provides the balance sheet values for all projects
including revenue projects, revenue/expenditure projects or expenditure projects. It also
includes fixed asset and

associated depreciation information. Additional functionality is added by including
investment balances.

Need access to UBI: Getting Started

GL Quick Reference Guides: UBI Community (behind Netbadge)

Reporting in the Integrated System

While logged in as GL Viewer, you can run an inquiry on Funds Available.

Running the Account Analysis GL Standard Report

Running a Standard Report within the General Ledger will yield all data that has processed
through the GL for the span of months queried.

Procedure

This topic illustrates how to run the Account Analysis GL standard report.

Log in as a GL Viewer.
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du/OA_HTML/OA jspTpage=

jravigate/webuiiNes v & |[Q search

Enterprise Search | Contract Documents  [+]

Go Search Results Display Preference  Standard [v]
Home
Navigator Worklist
Personalize Follist
- 2E &% m
4
ﬁ‘\ GL Viewer From Type Subject Sent Due
4
General Ledger There are no notifications in this view:
» B inquiry
4B omer
Notfications
4B Report
Run

o8 Glali

Step Action

Double-click the Run menu.
Run

Tap Ten List

Record: 11
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Step Action
2. Single Request is selected.
Click the OK button.
Ok

(L2 izge Betinge, Dkiug Gptions

| |As Soon as Possitle Schedile:

DEifvery Opts.

oo 0

Step Action

3. Click the Name List of VValues button.

[
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Print to

BN

‘Account Analysis - (180 Char)

Account Analysis - Average Balance Audit
Chartof Accounts - Account Hierarchy
Chartof Accounts - Detail Listing

Chart of Accounts - Inactive Accaunts Listing

Chart of Accounts - Rollup Detail Listing
Chartof Accounts - Rollup Range Listing
Chartof Accounts - Segment Values Listing

Chartof Accounts - Suspense Accounts Listing

General Ledger - (132 Gha)
General Ledger - (180 Char)
Journals - (132 Char)

Training Guide
General Ledger (GL)

Action

Click the Account Analysis list item.

Name

Print to

Account Analysis - (132 Char)

Account Analysis - Average Balance Audit
Chartof Accounts - Account Hierarchy
Chartof Accounts - Detail Listing
Chart of Accounts - Inactive Accaunts Listing
Chart of Accounts - Rollup Detail Listing
Chartof Accounts - Rollup Range Listing
Chartof Accounts - Segment Values Listing
Chartof Accounts - Suspense Accounts Listing
General Ledger - (132 Gha)

General Ledger - (180 Char)

Journals - (132 Char)
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Step Action

5. Click the OK button.

Ok

merican English

Language Settings: Debug Optiors

Listofvalu

Step Action

6. Click the LOV button.

T
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General Ledger (GL)

American English

D
:

Step Action

7. Click the OK button.
Entry Item is selected.
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merican English

Budget
Encumbrance

Step Action

8. Actual is selected as the Balance Type.

Click the OK button.

Page 158




ORACLE Training Guide
USER PRODUCTIVITY KIT General Ledger (GL)

x|

ORACLE"

American English

Step Action

9. Click the Starting Period LOV button.

5
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Pint to (L1140

-

OoRrACLE’
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o o |

ORACLE"

Step

Action

10.

Jul-12 is selected.

Click the OK button.

)4
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ORACLE"

Actual

Step Action

11. The ending period, May-13 is selected.

Click the Ok button.

Page 161



Training Guide ORACLE
General Ledger (GL) USER PRODUCTIVITY KIT

==

ORACLE"

1| Entry ltem
otify 7

Prmito. il - 2020 i

Budget or Encurnbrance Narne (13
iiing Period KETY
Ending Period [VEE]

Flexfield From

Flexfield To

Order

Step Action

12. Click in the Flexfield From field.

tify

Pint to (L1140
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Step Action

13. The accounting flexfield is completed with the query parameters.

NOTE: The Fund Source and Object Code fields are all inclusive. This query is
set to return all entries on this project and organization.

Click the OK button.

1| American English

7732.0000.0000.20030.0000
.137732.9999.9999.20030.0000

Step Action

14. Order by Account Segment is selected.

Click the OK button.
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Current

Entered C

et or Encumbrance Name

rginia

Total

arting Period KIRE]

Ending Period

May-13

otify
Flexfield From

Pint to (L1140

10.137732.0000.0000.20030.0000

Flexfield To

20.137732.9999.9999.20030.0000

Order B;

|Account Segment

Step Action

15. Click the OK button.

(Account Analysis - (180 Char)

Paramsters

University of Virginia.USD Total.N#A. Entry tem. A N/A.Jul12. May-13. 10 137732,0000\ 000!

[ American English

Run the J

|1} |As Soon as Passible

ompleti
all Output Fi

Notify

Print to

Language Settings. Debug Options

Schegule

Delivery Opts

Cancel

ecord: 141
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Step

Action

16.

Submit

Click the Submit button.

Refresh Data Find Requests
Request ID Parent

|

Account Analysis - (180 Cf
| [11655601 |Reverse Jourals
11655599 |Reverse Joumals
11655598 Reverse Joumals Completed

Mormal

1001, 801662

11656585 |Reverse Joumals Completed

Hormal

1001, 804508

Step

Action

17.

The report is in the Pending Phase.

Click the Refresh Data button.

BEefresh Data

Page 165



Training Guide
General Ledger (GL)

Ri st D

Parent

Account Analysis

11656599 |Reverse Journals
11655596 |Reverse Joumals Completed

Submit a New Request

[11655601 |Reverse Joumals Completed

Mormal

1001, 601662

USD, T, NiA, H,

OoRrACLE’
USER PRODUCTIVITY KIT

11655585 |Reverse Journals Completed

Mormal

1001, 804508

Hioldl Reguest. iew Details.

View Output

Step

Action

18.

The report is in the Running Phase.

Click the Refresh Data button.

Eefresh Data
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Refresh Data Find Requests Submit a New Request

t 1D Parent
| Status Parameters
Account Analysis - (180 C! Completed  [Normal 1001, 101, 1, USD, T, /A, H,

Training Guide
General Ledger (GL)

 [11655601  |Reverse Joumals Completed  [Normal 1001, 804512
11656599 |Reverse Journals Completed  |Normal 1001, 801662
11655596 |Reverse Joumals Completed  [Normal 1001, 601662
11655585 |Reverse Journals Completed  [Normal 1001, 804508

HEHIRE et View Details View Output

Step

Action

19.

When the phase is completed, view the output.

Click the View Output button.

Wiew Cutput
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- _——
u8000/0A_CGI/FNDWRR.

& S 2qst2
Fle Edt View Fovortes Tools Help
&5 W Valu. B Awoh [JUS. 8)viee § R2. S) Ot &) esha FULong.. ) Cour E)Rean & Rhetn = How . @ Eler Bl Asic ) »5i Slosec..  CLAL, T go0g.. @ Thou
~
onivaraicy of Virginia Account Analysis Report Raport Dave: 21°MA¥-2013 11
sntey Ttam 1 et
Period: Jul-1z To Mey-is
Accounts Fxom: 10.157792.0009.0909.20032.0909
Toi 20 1syrez. sess ses 200%0 0000
Seience Typer Aevaat
Ledger: Universicy of Virginia
Periear suioiz
ousce  Categery Sasen Name FECI— Descriprion Tvry Teem P Creates st
C 2057752 11104705 200903000 —— So00
C 20157752 1110 4705 20090, 0000 - 2s00t
57752 1110 e15s 20080, 0000 eamal Tmp Journal Tmpors Cr 1,500.00
Ts7752 1110 eres 20080, 0000 Sourmal Imp Journal Tmpers Cr 508
157752 1110 €175 20080, 0000 Jearnal Tmp Journal Tmpert Cr 3,450.00
VA Drasec UVA Urage USAGE DVA Prasects A S€R592 11 Journal Imp Jaurnal Inpert Cr 2001
VA Draje UVA Usage USACE VA Prosects A S71E70 11 Journal Imp Jeurnal Impert Cr 26
VA Dayabi UVA Purcha Nighuly OVA Peyables A 570602 25-JVL-20 20157752 1110.€515 200300000 Journal Imp Journal Import Cr &5
VA Frosec UVA Usage USAGE OVA Frosects & 570653 11 31-VI-20 20157752 1110.7115 200300000 Journal Imp Journal Tmport Cr <2
Tobal for Period:  gui-iz 5.786.62 10500t
Seginning saiance sssze om
Znaing saience sz om
insvaraicy of Virginia Account. Analysis Repers Repors Dave: 2ia¥-20i3 11
zneey Toam Page s
Period: Suiiz 7o May-is
Accouncs From: 10.157752.0003.0300.20030.0308
Te: 201377329385 8953 200300000
Balance Typa: Actusl
Ledger: University of Virginia
Period: Aug-12
v

Step Action

20. The header shows the parameters entered for the account analysis.

The report contains a section for each month in the span of the report, in this case
July 2012 through May 2013.

Each month shows all activity, a beginning balance and an ending balance.

Press [Enter] to continue.
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@ e2qatwadmin.virginia.edy % | ()

File Edit View Favorites

& W Velu.. B Awsh.. B Us.

Tools  Help

Sview § 712 S\0nks &) eshn PlLong.. 5)Coure S)Relnw & Rhet - How. @ Ele Kl Astice & o5

Training Guide
General Ledger (GL)

L=

UV TEsTes UVE Usage
0va projec UVA Usage

USAGE UVA Projects & S75SEZ TT SI-AUG-ZU Z0-T3779ZITI0CTSTS ZOUI0IU00T
USAGE UVA Projects A 575664 11 31-AUG-20 20.137732.1110.7515.20030.0000

Toval for Pericd:  Aug-1z

Beginning Balance: s

87.28 DR

Znding Balance: 156.83 R

University of Virginia Account Rnalysis Report

Zntry Item
Period: Jul-12 To May-13
Accounts From: 10.137732.0000.0000.20030.0000
20.137732.3399 339920030 0000
Actual

Balance Type:

Ledgex

University of Vizginia
Ferioa: 2

source

Category Bacen Name

3 Name

Account Description Zacry Ivem

JsuEnl Tep Jsurasl Tepert UF
Journsl Imp Jeurnal Import Cr

0VA Manual UVA Receip HR LRSH CREDIT DEPOSTTS 170512 HR LRSH C 20.137732.1110.4705.20030.0000

05-SEP-20 20.137732.1110_6165.20030.0000
0V Projec UVA Usage USAGE UVA Projects A 576535 11 30-SZE-20 20.137732.1110.6185.20030.0000
0V Projec UVA Usage USAGE UVA Projects A S73653 11 30-SZE-20 20.137732.1110.6185.20030.0000

ca=pIT camn

Journal Imp

Total for Dericd:  Sep-i2

Beginning Balance: 196,83 cR

Znding Balance: 1,145.88 ca

Universicy of Virginia Ascount Analysis Repert
oty ITvem

y
Beriod: Jul-12 To May-13

Accounts From: 10.137732.0000.0000.20030.0000
20.137732. 3399 .3999.20030_0000

Aetusl

Salance Type:

Journal Tmport Cr
Journal Tmport Cr
Journal Tmport Cr

Sosec
~
Zess 57500
Report Date: 21M¥-2013 11
e s
P [
P
e
e
os T400-0
Rapert Dave: 2iMAY-2033 11
e AT
v

Step Action

21. Press [Enter] to continue.

File_Fdit

Fle Edit View Favorites Tools Help
&5 W Valu. [ Awsh.. [JUS.. E)viz.. § R2.. £)0nhi.. & eshs. FYlong.. &Cour.. &)Rels.. } Rhet.. - How.. @E-le.. LJAstr.. & =i &)6%c. goog... @ Thou, 7
Ensey Toem e 10 et
Period: Jul-1z To Mey-13 ~
Accounts From: 10.137732.0000.0000.20030.0000
o: 20.137732. 999 .9999.20030-0000
Salance Type: Actual
Ledger: Univemsicy of Virginia
Pericd: ape-13
Source  Cavegory Bacen Neme % Wams  Accouns Description Entry Tem Debics (USD) Cradies (st

Total for Deried: Aps-13

Beginning Balance: 1,145.88 ca

Znding Balance: 1,145.38 cR

Universicy of Virginis Account Analysis Repert

Report Date: 21-MA¥-2013 11

Beginning Balence: 1,145.58 CcR

Zndiag Balance: 1,145.38 CR

crand Toval for report from Jul-12 through May-13

<

Zntey ITvem rage 1)
Beriod: Jul-12 To May-13
Accounts Frem: 10.137732.0000.0000.20030.0000
To: 20.137732.9999_9995.20030.0000
Balance Type: Actual
Tedger: University of Virginia
Period: lay-13
Source  Category Batch Name J% Neme  Account Description Zatry Ttem Debits (USD) Credits (USI
Total for Deried: May-13

&,500.30
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Step Action

22. The report is viewed in a browser window.

Click the Close button.

——

Home x \+
€ ) @ hitps://is-gat- du/OA_ HTML/OA jspZpagy

UVa Integrated System E-Business Suite

Enterprise Search  Contract Documents  [] Search Results Display Preference  Standard [«
Home

Navigator Worklist

Personalize Full List
HeSd&vm

From

4]
VA GL Viewer Type Subject Sent Due
There are no notfcations in tis view.

B = O B0 EE

Step Action

23. This concludes the section on GL Reports.
End of Procedure.
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GL Inquiries

Use Account Inquiry to drill down to other IS modules from the General Ledger.

Accounts Payable
Accounts Receivable
Fixed Assets

Labor through GA
GA Usages

NOTE: Log in as GL Viewer. This functionality is not available in using GL Specialist
module.

Drilling Down to AP

Drilling down to another module involves opening forms in General Ledger
and in the module in which the transaction originated, and having them
open simultaneously.

The default for the Integrated System is to close forms when another is
open. The setting will need to be changed before initiating your query.

Procedure
Log in as GL Viewer.

In this example, we illustrate drilling down to Accounts Payable to see the source for transaction.

* ‘o | LoggedinaspLHsED @) (0]

Enterprise Search  Gontract Documents [%] Go Search Results Display Preference  Standard [v]

Home

Navigator ~ Worklist

Personal lize Full List

From Type Subject Sent Due
» B UVA APIPO Viewer ‘There are no notifications in this view

» B8 UVA AR Billing Specialist
» BB UVAAR Viewer
» BB UVA Employee Sei-Service
» B3 UVAFAViewer
» BB UVAGL Speciaiist
48 wva
4fm
4 B Inquiry
& Account

& Average
[& Budget

& Joumal
& Funas

» B8 UVA GM Award Manager
» B UVA GM Project Manager
» B UVA GM Role Manager v

Gopyright (c) 1998, 2017, Oracle and/or it affliates. Al ights reserved. Privacy Statement
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Step Action

1. Expand Inquiry.

Click the Account link.
Account

Primary Balance Type.
® Actual
© Budget

Step Action

2. Close the Account Inquiry form.

Click the Close button.
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=]
El
)
#
=l

Step Action

3. Click Tools on the menu bar.
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IEEIZEI9 2 512

Expand All
Collapse All

Add to List
Remove from List.

Function List
Top Ten List

¥ Close Other Forms

=]
El
)
#
=l

Record: 111

Step Action

4, Uncheck the Close Other Forms menu.

IE

Functions
General LedgerInquiryAccount
Inquire on account balances

- General Ledger
- Inqui

Average

Budget

Journal

Funds

Accaunt Analysis and Drildown
+ Other

Record: 111
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Step Action

5. Inquiry, Account is selected for you.

Click the Open button.

Primary Balance Type.
® Actual
© Budget

Sorurmoea

Step Action

6. Press [Tab].
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File Edit

[SlAccount Inquiry (University of Virginia)
LedgerlLedger Set

B M University of Virginia
Currency [[50)

Primary Balance Type.
® Actual
© Budget

 Encumbrance

| Recora 11

OoRrACLE’
USER PRODUCTIVITY KIT

Step

Action

"Jul-17".

Enter the desired information into the Accounting Periods: From field. Enter

[o/Account Inquiry (Unive
Ledger/Ledger Set

[ ELEN University of Virginia From [
Currency [[3) o

Primary Balance Type.
© Actual
© Budget

 Encumbrance Encumbrance Type
Summary Template

nts
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Step Action

8. Enter the desired information into the To field. Enter "Dec-17".

Primary Balance Type
® Actual
© Budget

Step Action

9. Click in the Account field.
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ORACLE

NN

ruwre [
«a

‘Show Journal Details

ListofValu

Step Action

10. You will drill down to the module in which a transaction occurred.
The object code chosen helps focus the inquiry in the area of interest.
The highest-level structure of GL Object Codes is shown in this table:

1000 Assets

2000 Liabilities

3000 Fund Balance

4000 Revenue

5000- 8950 Total Expenses
9000 Statistical Units
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Jul-17
Dec 17 enered. (N

‘Show Journal Details

Step Action

11. The GL String has been entered for you. The object code, 6515, falls in the
expense range (Supplies, Office).

NOTE: You could enter a range for the segments of the accounting string.

Click the OK button.

[oc
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ORACLE

S urmonai

| Recora 11

Step Action

12. The Description field shows the name of the GL String segments separated by
periods.

Press [Enter] to continue.
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int Inquiry (Uniy
Ledger/Ledger Set inting Periods "
Type
Entered

[EE University of Virginia e u-17
SMUSD QL Dec-17

Primary Balance Type.

® Actual
© Budget Budget
Encumbrance Type:

Summary Template

UVA-Local AS-ASTR Frnds McCormckObs Current Funds - Restricte. Supplies, Office AS-Astronomy.Future
S urmonai

Training Guide
General Ledger (GL)

Step

Action

13.

Click the Show Balances button.

Show Balances

ORACLE"

Page 181



Training Guide ORACLE
General Ledger (GL) USER PRODUCTIVITY KIT

Step Action

14, Jul-17 has $16.32 in the PTD column. It is selected.

Click the Journal Details button.

Journal Details

Source
IOV [07-JUL-2017 UVA {[UVA Paya

Step Action

15. One line was processed on this GL string in Jul-17.
The line is selected with a debit of $16.32.

Click the Drilldown button.
Crilldown
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B & nttps: c- at-vpn.adminvirginia.edu/0A_HT 0 ~ @ ¢ [[/2)

Edit View Faverites Tools Help
UVa Integrated System

View Journal Entry Lines

Ledger University of Virginia
Period  Jul-17

Currency USD

Account 10.119464.2075.6515.31670.0000

Accounted DR 16.32
Accounted CR

Advanced Search

Specify parameters and values to fiter the data that is displayed in your results set.

Match ® Al O Ay

Balancing Segment is Iv]
Natural Account Segment  is |52
GLDate is [v] Y
Go | | Clear Add Another  Accounted CR

Select Subledger Joural Entry Line: | View Transaction | View Journal Entry || | Export

Ledger~  Account - AccountDescription -
5 University of UVA-Local AS-ASTR Finds McCormckGbs. Current Funds -
@ Virginia 10.119464.20756515.31670.0000 Restricte Supplies, Office.AS-Astronomy._Future|

Copyright (¢}

2017, Oracle andlor its affiiates. All rights reserved.

Training Guide
General Ledger (GL)

(& View Joumnal Entry Lines x

GL Batch Name  Nightly UVA Payables A 2001533 130137812
GL Joumnal Entry Name  07-JUL-2017 UVA Purchase Invoices USD

[v] | Add

GL . Accounting
Date Class

07-Juk2017 Item Expense

| LoggedIn As DLHSED

Save Search

Accounted __Accounted Supporting
“ DR <R “ References
16.32 oa

Privacy Statement

Step

Action

16.

Click the View Transaction button.

View Transaction

The $16.32 total debit includes one debit.

There could be more than one debit in the total. If multiple debits combine to
make the total, you will see more than one line on this screen.
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d d -
LSPOI0 NS PIR I 2B PE 2
=]
Operating Unit Customer Taxpayer ID || Type ipplier Num | Supplier Site Invoice Date | Invoice Num _[invoice
[Standard [SUPPLY F[9392 PAY STE[06-JUL2017[30119210  [USD
T
1 General
Y Amount P
tems 2576 usp | 2605 Status [Validated
Retainage Accounted [Yes
Prepayments Applied Approval [Not Required
Withholding Halds [0
Subtotal 25.76 Scheduled Payment Holds |0
Tax 000
Freight
Miscellaneous Description
Total 2576
Caleulate Tax Tax Details All Digtributions
(%) Oracle =
d d d -
LPOITEISPIEADDE I LDI YRR
ber 2.76
b 25.76
[=]
Num || Type | Amount GL Date Account Asset Book | Description
tem 9.44[07-JUL2017 [20.102533.1001.6515 31670, Card Stock, 65lb, 96 Bright, 8 1/ 2 x 1
1 Jtem 16.32 |07-JuL2017 10.119464.2075.6515.31670. Sheet Protectors,Top Load, 1.9mil. 11
1 y
\Validated b |Saved
Processed

UVA-State AS-ASTR Instruction.Current Funds - Unrestric Supplies, Office. AS-Astranomy. Future

Tax Distributions.

View Receipt
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Step Action

18. In this example, the first distribution is highlighted. This distribution of $9.44 is
on line number two on the purchase order.

This information can be found in the Line Number field, top left.

Press [Enter].

|5 Oradle

HPOITEBSPIADDHE LB 2512

ber 2 2576
2576
Num [Type Amount GL Date Account Asset Book | Description
ltem 9.44[070uL-2017 120 1025331001 6515 31670, Card Stock. 651b, 96 Bright, & 1/ 2 x 1
1 Jtem 16.3207-JUL-2017 10.119464.2075.6615.31670. Sheet Protectors, Top Load, 1.9mil, 11
Validated b Saved
Processed

UVA-State AS-ASTR Instruction.Current Funds - Unrestric. Supplies, Office. AS-Astranomy. Future

Tax Distributions View Receipt

Step Action

19. Click the close button to close the distribution window.
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4| Oracle =
d d d -
HPOIOEISPIRODELNLBIIE?
=]
Operating Unit Customer Taxpayer ID || Type ipplier Num | Supplier Site Invoice Date | Invoice Num _[invoice
A1000 R [SUPPLY F[9392 PAY STE[06-JUL2017[30119210  [USD
S AR <
1 General
Y Amount P
tems 2576 usp | 2605 Status [Validated
Retainage Accounted [Yes
Prepayments Applied Approval [Not Required
Withholding Halds [0
Subtotal 25.76 Scheduled Payment Holds |0
Tax 000
Freight
Miscellaneous Description
Total 2576
Caleulate Tax Tax Details All Distributions.
2| Oracle =

d d -

LRI ESSPE @ A9 )52

3
Operating Unit Customer Taxpayer ID || Type PO ipplier Num || Supplier Site| Invoice Date [Invoice Num | Invoice.
A1000 R Standard ISuPPLY F[9392 PAY SITE  [05JuL2017[30119210  [usD
e -
4 View Payments
v
Payment Method Document Num Payment Date Gl Date Void Payment Amount Discount Taken [
B [wire 1017851 19JUL-2017 19JUL-2017 T [50s 071 c
=
[
[
=
= =
Calculate Tax Tax Details

All Distributions
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Step Action
21. Click the Payment Overview button.
( Fayment Overview )

HP01058SPI DD E L ILBDIPGIET R

o 017851 ISUPPLY ROOM COMPANIES
1541474203
USD ice Dat: |Invoice Num | nvoice
18,769.40 - &2 RAYISIIE UL-201 §30119210
19UUL-2017 PO BOX 791416
'BALTIMORE, MD 21279-1416
[PAYMODE2017-JUL-19 United States
Reconciled Ba \
1876940 IBANK OF AMERICA
20002017 IBOA AP DISBURSEMNT ACCT
\Wire (=
(DR FAIATLE Discount Taken [
071 -]
2992;132 4.76 |19-JUL-2017 i
130061501 1 17.70f1svuL2017 | -
130079231 51.56 [19-JUL-2017 &
Invaice Oveniew Bank Supplier Payments S
Tayment Ovenview
Calculate Tax Tax Details Al Digtributions
Step Action
22. Quite a few invoices were paid in the check for $18,769.40.

The invoice number can be found on the previous window.

Click the Scroll down arrow to find the invoice associated.

E
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2| Oracle

LY OIS SE IR NN E T 2SS ) S

|A1000 Rector/Board of Vi
1017851
usD
18,769.40
19-JUL-2017
[PAYMODE2017-JUL-19

SUPPLY ROOM COMPANIES
1541474203

159392 PAY SITE
PO BOX 791416

IBALTIMORE, MD 21279-1416
\United States

OoRrACLE’
USER PRODUCTIVITY KIT

e Date | Invoice Num || Invoice

uL2017]30119210  [usD

Reconciled
1876940 OANK OF AMERIC
200UL2017 504 AP DISBURSENNT ACCT
wire &
[UVA_AP_PAYMODE Discount Taken [
07 A
30116380 2056 [19JUL-2017
30119130 1 1405219002017 |
30119210 2505 [190UL2017
Invoice Oveniew Bank Supplier Payments T

Calculate Tax Tax Details

Fayment Ovenview

Al Distributions

Step Action

23. When you click on the Selection box in front of the Invoice, it will take you to the

Invoice Overview form.

Click in the Selection Box field.

[
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HPOIGEISPI RO ELNLBIPEG T2

IPAY SITE
9392 [A1000 Rector/Board
130119210 |Standard 106-JUL-2017
UsD 257 e Date | Invoice Num | Invoice
o Sorhlu-207|ne2t0[uso
b 1875540
INot Required
Valdated c
Processed 1 ]+
Fully Paid L 4
Discount Taken [
2 071 B
UsD 2576 0.00/05-AUG2017 1017851 - Wire [199UL2017 =
Payment Oveniew View Receipt Supplier Invoice Workbench i
Payment Oveniew
Caleulate Tax Tax Details Al Distributions

Step Action

24, The Invoice Overview form provides you with information about the payment
associated with the invoice number, such as the Paid By method, Paid on date, and
the PO Number.

Click the Window menu to see all the open windows.

Window
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4| Oradle

B @) § Cascate
Tile Horizontally
Tile Vertically =

€ 1 Navigator - UVA GL Viewer Rector/Board
301 (2 Accountinguiry (University of Virginia) UL2017
C 3Journals (University o Virginia) - 10.1 31670.0000,Ju1-17 25 76 hjfoce Date [moice Num_|invoice
" 41nvoice Workbench (UVA GL Viewer) uL2017[30118210  fusD
ELC © 5 payment Overview (UVA GL Viewer) 00y
LI 187 ® g Invoice Overview (UVA GL Viewer)

INot Required
Validated

Processed 1 I
Fully Paid =

Discount Taken [
07 A

UsD 25.76) 0.00(05-AUG-2017 1017851 - Wire  [19-JUL-2017 C

1 I | | i

Payment Oveniew View Receipt Supplier Invoice Workbench K

Fayment Ovenview

Calculate Tax Tax Details Al Distributions

Step Action

25. Here is a list of all open windows. The radial button is on 6 Invoice Overview
because that is the current window.

Choose number 3 option.

Click the 3 Journals (University of Virginia) option.
3 Journals (University of Virginia) - 10.119464.2075.6515.31670.0000,Jul-17
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HPOIGLISPRADDE L NLEI DG 2

Training Guide
General Ledger (GL)

] i s
Batch \Journal Entry Source Entered Currency Line Entered Debit
102}
nt Taken [
Step Action
26. This takes you back to the Journals window.

dropdown menu.

Click the Close button.

You can go to any of the previous windows by choosing it in the windows
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General Ledger Inquiry-Account
Inquire on account balances

- General Ledger Top Ten List
_ Ingui

Average 1]

Budget

Journal

Funds ﬁ]
Account Analysis and Drilldown

+ Other

Record: 111

OoRrACLE’
USER PRODUCTIVITY KIT

Step Action

217. This concludes the topic.
End of Procedure.

Drilling Down to Accounts Receivable

Before beginning an account

% inquiry in GL that will involve

Epcnd m drilling down into another
Collapse module,

Expand Branch
Expand All
Collapse All

* un-check

Close Other Forms

Function List
Top Ten List in the Tools menu on the
| Navigator window.

- Inriiee

Procedure

Log in as GL Viewer responsibility.

Remember to uncheck Close Other Windows on the Navigation window before running your

inquiry.
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ORACLE"

[ Navigator - UVA GL Viewer

General Ledger Inquiry-Account
Inquire on account balances

- General Ledger
~ Ingui

Average

Budget

Journal

Funds

Account Analysis and Drildown
+ Other

2017, Oracle andlor its affiiates. All rights reserved. Privacy Statement

Step Action

1. Double-click the Account list item.

Ledger/Ledger Set

EUEN University of Virginia
° encred |

Primary Balance Type.
© Actual
© Budget

2017, Oracle andlor its affiiates. All rights reserved.

Privacy Statement
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Step Action

2. Enter the period of inquiry.

Enter "Jul-17".

Ledger/Ledger Set
Nai

Primary Balance Type:
® Actual
C Budget

o o

Privacy Statement

Copyright (c) 1998, 2017, Oracle andlor s affiiates. Al ights reserved.

Step Action

3. Click in the Accounting Periods: To field.

[
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[ESTEE===)
ORACLE

Desciiption

Sorurmonas

Step Action

4. In this instance, only the Jul-17 accounting period is being queried, but
the Integrated System allows an inquiry of a span of time.

Click in the Account field.
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[SlAccount Inquiry (University of Virginia)
Ledger/Ledger Set

B University of Virginia

Curency [0

Primary Balance Type.
® Actual

© Budget

© Encumbrance

immary Template

‘Show Journal Details

OoRrACLE’
USER PRODUCTIVITY KIT

Step Action

5. The Accounting string has been entered for you.

—
Ok

Click the OK button.
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ORACLE"

File Edt View T dow Help
HPO0IGEISPIRODELNLBI G2

unt Inquiry (Unive g
Ledger/Ledger Set ounting Periods Currency
B University of Virginia Fom [N Type

Primary Balance Type.

® Actual
© Budget Budget
Encumbrance Type:

Summary Template

\UVA-Local AT-IM Other Revenue Current Funds - Unrestric. Receivables-OAR Billed AT-IM-Sports Administrati Future
S urmonas

Privacy Statement

2017, Oracle andlor its affiiates. All rights reserved.

Step Action
Click the Show Balances button.

Show Balances

ORACLE"

of Virginia)

‘© Account Inquiry (Unive
© Dett Baiances (Unversty orVirgin) - 10.100301 x
Balance Type Cumency Type I

Privacy Statement

2017, Oracle andlor its affiiates. Al rights reserved,

Copyright (¢) 1
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Step

Action

7.

Click the Journal Details button.

Journal Details

Entered Currency

lUVA Rece [usD.

11JUL-2017 UVA

UVA Rece [usD.

13-JUL-2017 UVA

UVA Rece [USD.

14JUL-2017 UVA ¢

UVA Rece [usD.

14JUL-2017 UVA }

lUVA Rece [usD.

17-JUL-2017 UVA |

UVA Rece USD.

[21-JUL-2017 UVA |

JUVA Rece [usD.

[24-JUL-2017 UVA |

lUVA Rece [usD.

[31JUL-2017 UVA |

UVA Rece [usD.

Copyright (c) 1998, 2017, Oracle and/or s affiates. Al ights reserved.

ORACLE"

Privacy Statement

Step

Action

Click the Drilldown button.

Drilldown

The first line, a credit for $3073.00, is selected.

There are multiple entries for this string for the month of July 2017.
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n.adminvirginia.ed

Edit View Favorites Tools Help

UVa Integrated System

View Journal Entry Lines

Ledger University of Virginia
Period  Jul-17
Currency USD
Account 10.100301.1125.1335.20800.0000

GL Batch Name
GL Joumal Entry Name
Accounted DR
Accounted CR

RECV UVA Recevables A 2068534 18010350
05-JUL-2017 UVA Receipts USD

073
Advanced Search

Specify parameters and values to fiter the data that is displayed in your results set.

Match

® Al O Ay

Balancing Segment is
Natural Account Segment is
GLDate is

[

Go | Clear Add Another  Accounted CR

Select Subledger Joural Entry Line: | View Transaction | View Journal Entry || | Export

Ledger~  Account ~

GL
A tDe o
ccountDescription s
UVA-Local. AT-IM Other Revenue.Current Funds - Unrestic Receivables-

@ Unversty of
OAR Billed AT-IM-Sports Administrati Future,

\irgina 10.100301.1125.1335.20800.0000

o Unversiy of
O vigina

OAR Billed AT-IM-Sports Administrati Future

*x @ #°

05-Jul-2017 Receivable

10.100301.11251335.20800.0000 JVA-Local AT-IM Other Revenue Curtent Funds - Unresiric Receivables- nc 1 17 Receivable

Training Guide
General Ledger (GL)

& View Journal Entry Lines

Accounting _Accounted __Accounted
“ Class “ DR “ R

Logged In As DLHSBD

Save Search

. Supporting
References
42000 0o
2,653.00 oa

Privacy Statement

Action

Two transactions make up the total, $3073.00.
The first line, $420.00 credit, is selected.

Click the View Transaction button.

View Transaction
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"L Orocle Appics

File Edt View Folder To Window Help

ceipt Date
GL Date

z
Receipt Number
Receipt Amount

e

Maturity Date

al Amount

05-JUL-2017
05-JUL-2017

Unidentified
Applied

420

1

ustomer

OoRrACLE’
USER PRODUCTIVITY KIT

ORACLE"

Eamed Discounts
Uneamed Discounts

dentiy
{ Trans Number

Name.
Number
Location

Darden School Foundation

11677
(20800-801

Bank Charges

Remittance Bani

Mame [TRANSFER DEPOSIT

Taxpayer ID

Branch
Account

TRANSFER DEPOSIT
8910

Reference
Postmark Date.

Comments

Corfirm. 1 Reverse... 1 Receipt History

Record: 111

2017, Oracle andlor its affiiates. All rights reserved.

Search and Apply

Privacy Statement

Action

Review the receipt.

Press [Enter] to continue.

| Oracle Applica

Eile Edit View Folder To

=
eipt Number
i

Maturity Date
al Amount

Unidentified

05-JUL-2017

Applied
05-JUL-2017 -
05-JUL-2017

1|

Prepayments

ustomer

ORACLE"

De
Eamed Discounts

Identify
{ Trans Number |

Name.
Number
Location
Taxpayer ID

Darden School Foundation

11677
120800801

Uneamed Discounts

Bank Charges

Mame
Branch
Account

TRANSFER DEPOSIT
TRANSFER DEPOSIT
5910

Reference
Postmark Date.

Comments

Confirm._ 1

Record: 111

Reverse. 1

Receipt History

Search and Apply
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Step Action

11. Click the Window menu.

| Oracle Applicat —

Eile Edit View Folder p ORACLE"

R TI

Tile Horizontally
Tile Vertcally

1 Navigator - UVA GL Viewer
2 Account Inquiry (University of Virginia)
3 Joumnals (University of Virginia) - 10.100301.1125.1335.20800.0000,Jul-17
® 4 Receipts (A1000 RectorBoard of Visitors : USD) - OAR 070517
AL MKy USE ol A
Receipt Type Functional Amount
siae ]

ustomer

dentify
Ezmed Discounts 000
Trans Number
{ ) Uneamed Discounts 0.00
Name [Darden School Foundation Bank Charges

Number |11677 ’/ Remittance Banl

MName [TRANSFER DEPOSIT
Branch |TRANSFER DEPOSIT
Account [#*+8910

Location [20800-801
Taxpayer D

Reference ST
Postmark Date

Confirm... 1 Reverse. 1 Receipt History Search and Apply,

racle andor ts afiates. All ights reserved. Privacy Statement

Step Action

12. To view other transactions in July 2017, go back to the Journals window.

Click in #3 Journals field.

3 Journals (University of Virginia) - 10.100301.1125.1335.20800.0000 Jul-17
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ORACLE"

enified
Applied

Entered Currency
105JUL-2017 UVA f [UVA Rece [USD
11JUL-2017 UVA F|UVA Rece |USD
13-JUL-2017 UVA F[UVA Rece [USD
14-JUL-2017 UVA £ [UVA Rece [USD
14-JUL-2017 UVA F|UVA Rece |USD
17-JUL-2017 UVA F[UVA Rece [USD
[21JUL-2017 UVA 1 [UVA Rece [usD
[24-JUL-2017 UVA 1 [UVA Rece [USD
[31JUL-2017 UVA F [UVA Rece [USD

Reverse._. 1 Receipt History Search and Apply

2017, Oracle andlor its affiiates. All rights reserved. Privacy Statement

Step Action

13. Click an entry in the Debit column.

ORACLE"

enified
Applied

Souce |
[05-JUL-2017 UVA H[UVA Rece
11JUL-2017 UVA F|UVA Rece
13JUL-2017 UVA | [UVA Rece
[14JUL-2017 UVA { [UVA Rece
14-JUL-2017 UVA F|UVA Rece
[17-JUL-2017 UVA | [UVA Rece
[21JUL2017 UVA 1 VA Rece
[24-JUL2017 UVA 1 [UVA Rece
[31-JUL2017 UVA | [UVA Rece

Reverse._. 1 Receipt History Search and Apply

2017, Oracle andlor its affiiates. All rights reserved. Privacy Statement
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Step Action

Click the Drilldown button.
Drilldown

14.

@ hty

//is-gat-vpn.admin.virginia.edu/OA_HT O ~ @& ¢ )

Edit View Favorites

UVa Integrated System

Tools Help

View Journal Entry Lines

GL Batch Name
GL Joumal Entry Name
Accounted DR
Accounted CR

RECV UVA Receivables A 3046534 18053337
14-JUL-2017 UVA Sales Invoices USD
3974

Ledger University of Virginia
Period  Jul-17

Currency USD

Account 10.100301.1125.1335.20800.0000

Advanced Search
Specify parameters and values to fiter the data that is displayed in your results set.

Match @ Al O Any
Balancing Segment is
Natural Account Segment  is
GLDate is

e

Go | Clear Add Another  Accounted CR

Select Subledger Joural Entry Line: | View Transaction | View Journal Entry || | Export

Account AccountDescri oL .
Date

Accounting
Ledger -~ =

@ Unversty of 0ot 1125 1235 20800 00pp | YALoeal AT-M Other Revenue Current Funds - Unrosiric Receivables| 14 1 o017 perenanie

Viginia OAR Billed. AT-IM-Sports Administrat. Future
 Uniersity of — UVA-Local AT-IM Other Revenue Current Funds - Unrestric Receivales- .,
O viginia 10.100301.1125.1336.20800.0000 5 R AT O e P 14-0u-2017 Receivable
~  University of — UVA-Local AT-IM Other Revenue Current Funds - Unrestric Receivables- .,
O virgina 10.100301.1125.1335.20800.0000 (ol s Admimiaiat Foture 14-Juk2017 Receivable

Copyright tes. Al ights reserved.

Accounted . Accounted
“ DR “ R

267400

850.00

450.00

Save Search

Supporting

N
References

£

Privacy Statement

Step Action

15. The debit is $3974.

Click the Row 2 option. It is a debit of $850.
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n.dmin.virginia.edu

Edit View Favorites

UVa Integrated System

Tools Help

OoRrACLE’
USER PRODUCTIVITY KIT

*x @ 2°

| LoggedIn As DLHSED

Copyright (¢}

View Journal Entry Lines Save Search
Ledger University of Virginia GL Batch Name RECV UVA Receivables A 3046534 13053337
Period  Jul-17 GL Journal Entry Name  14-JUL-2017 UVA Sales Invoices USD
Cumrency USD Accounted DR 3974
Account  10.100301.1125.1335.20800.0000 Accounted CR
Advanced Search
Specify parameters and values to filter the data that is displayed in your results set.
Match ® Al O Any
Balancing Segment is
Natural Account Segment is
GLDate s [
Go  Clear Add Another Accounted CR
Select Subledger Journal Entry Line:  View Transaction ~ View Journal Entry | Export
GL Accounting Accounted ,_Accounted Supporting
Ledger~  Account ~ AccountDescription - B Ahes iy aleR e il
University of UVA-Local AT-IM Other Revenue Current Funds - Unrestric Receivales- ,
O Viginia 10.100301.1125.1335.20800.0000 ¢ e 8 S U mmiaiat Foture 14-Juk2017 Receivable 2674.00 oo
University of UVA-Local AT-IM Other Revenue Current Funds - Unrestric. Receivables— .
(O} Virgina 10.100301.1125.1335.20800.0000 OAR Billed AT-IM-Sports Administrat. Future. 14-Jul-2017 Receivable 850.00
e} \%z\‘/:l’:m/ of 10.100301.1125.1335.20800.0000 UVA-Local AT-IM Other Revenue. Current Funds - Unrestric Rec eivables- 14-Jul-2017 Receivable 450.00 .

OAR Bllled AT-IM-Sports Administrati Future

Oracle andlor its affiiates. Al rights

Privacy Statement

Step Action

16.

Click the View Transaction button.

View Transaction

Vindow Help

O Transactions
Transaction
Source

Number

o
[ Woooors

Class [

Type
Reference

Legal Entity

\A1000 Rector/Board of Visitors

Date
GL Date

- Curtency

Document Num
Transaction [

SiComplete

Commitment | R

Freight

Charg

{~Ship To

~Bill To

Name

Law School Foundation

Name [Law School Foundation

Number

2617

Location

Number (2617

120800-801

Address

CHARLOTTESVILLE, VA 22904 United &

Number (2617

Contact

20800801

Location

‘Commitment.
Payment Term
Invoicing Rule
Due Date

30 NET

13-AUG-2017

Payment Detail

20800 Paying Customer
P O BOX 400405 ( Name |Law School Foundation

Receipt Method
Payment Method

Instrument Number

Record: 1/

Copyright (c) 19

Freight Distributions:

2017, Oracle andlor its affiiates. All rights reserved.

Sales Credits

Privacy Statement
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Step Action
17. Click the Line Items button.
I Line ltems I
Quantity | Unit Price|
Step Action
18. Highlight the field to see more.

Click in the Description field.
Affiliate Employee Membership
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ORACLE"

Freight

[Affiate Employes Membership

Record:

Step Action

19. Click the Editor icon to review the full description on the selected line.

(A1000 Rector/Board of Vi
s (A1000 RectorBoard of Vis

Freight

Quantiy|  Unit Price |
| 420
il 430

-6/2912017

Privacy Statement
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Step Action

20. The full Description is now visible.

Press [Enter].

=)

ORACLE"

Freight

|Afiliate Employee Membership
|Afiliate Employee Membership

Record: 1/2

Step Action

21, This concludes the topic.
End of Procedure.

Drilling Down to Fixed Assets

% Oracle Applications - UVA ispll: P

" Before beginning an account
Hinquiry in GL that will involve
Exppetitt E drilling down into another

Collapse module,
Expand Branch *
= un-check
Expand Al e
Collapse Al Close Other Forms
Function List
Top Ten List in the Tools menu on the

Navigator window.

- Inomiiee

Procedure
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USER PRODUCTIVITY KIT

You can review the location and the amortization history for Fixed Assets.

General Ledger Inquiry:Account

Inquire on account balances

- General Ledger Top Ten List
- Inqui

Average

Budget 2
-«

Journal

Funds

Account Analysis and Drilldown
+ Other

Step Action

1. Double-click the Account list item.
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T90ls

[SlAccount inquiry (Univers
LedgerlLedger Set

B University of Virginia

Primary Balance Type.
® Actual

Entered

Encumbrance Type:

Summary Template

4 Fixed Assets.
Needs Cost Transfered

Hilliar, Mara McCr.
RE Important Informati.

Danicelle, Tam all good -1

Hilliar, Mara McCr.

UPTODATE.  CONNECTED T

FT EXCHANGE

Action

The accounting period, Jul-17, has been entered.

Click in the Accounts field.

o1
File Edit View i

[ account Inquiry (University ot virginia)
Ledger/Ledger Set

[E0EW University of Virginia
usD

Encumbrance Type

High

[ |
e

Hilliar, Mara McCr.
RE: Important Informati
Danielle, 1am all good 1

Needs Cost Transfered

Hilliar, Mara McCr...

Foure [

Fri3/30

[=]

RE UPTO DATE. CONNECTED TO: MICROSOFT EXCHANGE

]
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Step Action

3. A partial accounting string has been entered.
Object code 1705 is FA-Equipment.

Click the OK button.

3

dow Help

RN E LB )52

Primary Balance Type:
@ Actual

Description

\UVA-State.FM-OTPS-Revelving.Current Funds - Unrestric. FA-Equipment.FI-Facilties Management.Future
S b

Hilliar, Mara McCr. 2
RE: Important Informati, Fri3/30
Danielle, Tam all good -1

UNREAD: 1 ALL FOLDERS ARE UPTO DATE.  CONNECTED TO: MICROSOFT EXCHANGE ] B -———F———+ 100%

Step Action

4, Click the Show Balances button.

Show Balances
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File Edit

AN

[SlAccount inquiry (Univers

View Folder

indow Help

SSPEDH & T LE

of Virginia)

4 Fixed Assets.
Needs Cost Transfered

Hilliar, Mara McCr.

RE Important Informati.

Danicelle, Tam all good -1

Hilliar, Mara McCr.

]

CONNECTED TO: MICROSOFT EXCHANGE

Action

Click th

e Journal Details button.

Journal Details

File Edit View Folder

Window Help

HYOIGEISPFI RO E L 1LBI Y512

[olaccount inquiry (unive

of Virginia)

Balance Type

Entered Currency

Cumency Type I

Entered Debit

[06-JUL-2017 UVA -

VA Asse

usp

11,674.65

[06-JuL-2017 LA

UVA Asse

usb

(06-JUL-2017 UVA |

UVA Asse

usp

[199uL2017 wva

UVA Asse

usb

4 Fixed Assets.
Needs Cost Transfered

Hilliar, Mara McCr...
RE Important Informati,
Danielle, Tam all good - 1

Hilliar, Mara McCr.

REUPTODATE.  CONNECTED TO; MICROSOFT EXCHANGE [ -—————+ 100%

Page 211



Training Guide ORACLE
General Ledger (GL) USER PRODUCTIVITY KIT

Step Action

6. Click the Drilldown button.
Drilldown

Jst-vpn.adminirginia.edu/0A_HT O ~ @ ¢ /) & View Journal Enty Lines

File Edt View Favorites Tools Help
UVa Integrated System | LoggedIn As DLHSBD

View Journal Entry Lines Save Search
Ledger Universty of Virginia GL Batch Name  UVA Assets A 2084533 18016054
Period Ju-17 GL Journal Entry Name  06-JUL-2017 UVA Transfer USD
Currency USD Accounted DR 1167465
Account 20.10145.1001.1705.20071.0000 Accounted CR

Advanced Search
Specity parameters and values to fiter the data that is displayed in your results set.

Match

Balancing Segment  is
Natural Account Segment is

GLDate s &
Go | | Clear Add Another  Accounted CR Add
Select Subledger Journal Entry Line: | View Transaction | | View Jounal Entry | | Export
o 6L Accounting Accounted ,_Accounted Supporting
Ledger~  Account 2 AccountDescription 2. Das lores PNy A o SR
Universiy of UVA-State FM-OTPS-Revolving Current Funds - Unrestric FA- e Trsrass -

20.101465.1001.1705.20071.0000

@ Vigina Equipment FM-Facilties Management Future

Privacy Statement

Copyright (c) 1998, 2017, Oracle and/or s affiates. Al ights reserved.

Step Action

7. There is only one transaction and it is automatically selected.

Click the View Transaction button.
View Transaction

Page 212



ORACLE Training Guide
USER PRODUCTIVITY KIT General Ledger (GL)

Transaction Type Asset Number - Description

L UVA FA BOOK

Step Action

8. The Transaction History window in the Fixed Assets book opens.

Click the Details button.

Details
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e e T S SR o

File Edt View Foldsr Tool

an al

Unit - ntered
_ Change Units__ Nam Number Location

Bates, June Marie 120.101458.1001.8585.20071.0000 [6228.0.00000.Charlottes

Hopkins, Richard M 120.101458.1001.8585.20071.0000 [6228.0.00000.Charlottes

LI UVA FA BOOK

Step Action

9. Review the details and close the window.

Press [Enter] to continue.

B ——

ntered
Name Number Lacation

Bates, June Marie 6225.0.00000 Charlottes
[Hopkins, Richard M 20.101456.1001.8585.20071.0000 [6228.0.00000 Chariottes

L UVA FA BOOK.

Copyright acle andior s affliates. Al rig!
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Step Action

10. This concludes the topic.
End of Procedure.

Drilling Down to Labor via GA

% Oracle Applications - UVA isp1l: P

Before beginning an account
% inquiry in GL that will involve
Epcnd m drilling down into another

Collapse module,

Expand Branch
Expand All

BBl Close Other Forms

Function List
Top Ten List in the Tools menu on the
| Navigator window.

* un-check

- Inriiee

Procedure

Record: 111

Step Action

1. Double-click the Account list item.

Account
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0
Ledger/Ledger S

Muniversity of Virginia

Primary Balance Type

® Actual

 Budget Buget [
Encumbrancs Type |

Record: 111 ListofValu

Step Action

2. The Accounting Period range, Jan-16 - Jul-16, has been entered.

Click in the Account field.
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Jan-16
Primary Balance Type.
® Actual
© Budget
© Encumbrance

High

y |
S : |

‘Show Journal Details

Step Action

3. A partial accounting string has been entered.
The object code 5010 is for Labor (Salary, Faculty).

Click the OK button.
oK
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General Ledger (GL)

Ledger/Ledger Set
[(EREW University of Virginia WJzn-16
Currency (5 To TEG

Primary Balance Type.

® Actual
 Budget Budget
Encumbrance Type:

 Encumbrance

Summary Templa

:
\UVA-State AS-ASTR APOGEE-2 SSP471.Current Funds - Restricte Salary, Faculty, T&R AS-Astranomy.Future
S urmonas

Record: 111

Step Action

4, Click the Show Balances button.

Show Balances
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103,308.26
120,163.67
129,730.22
139,296.77
148,863.27
148,863.27
145,863.27
148,863.27
19,133.21 19,133.21

o o

Step Action

5. Jan-16 period shows activity. It is selected.

Click the Journal Details button.

Journal Details
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Entered Currency
[31JAN-2016 UVA_[UVA Proje [USD

Step Action

6. Click the Drilldown button.
Drilldown

Edit View Favorites Tools Help

UVa Integrated System * # A% | Loseanasouse
View Journal Entry Lines save Search
Ledger  University of Virginia GL Batch Name  LABOR UVA Projects A 767616 15912203
Period Jan-16 GL Journal Entry Name ~ 31-JAN-2016 UVA Labor Cost USD
Currency USD Accounted DR 2277.75
Account 20.149518.2065.5010.31670.0000 Accounted CR

Advanced Search
Specity parameters and values to fiter the data that is displayed in your results set.
Match © Al O Any

Balancing Segment s

Natural Account Segment is
GLDate is

Go | | Clear Add Another ~ Accounted CR

Select Subledger Journal Entry Line: | View Transaction | | View Journal Entry | | Export

- 6L Accounting Accounted ,Accounted Supporting
Ledger~  Account A AccountDescription A PN A Al 2 Supporting
Universiy of UVA-State AS-ASTR APOGEE-2 SSP471.Current Funds - .
@ o 20149515 20055010 31670.0000 | o A SHE A AT APCEEE SO0 ure 31an-2016 Cost 172025
O ViSO 20148518 2005 5010 31670.0000 oS Ee A AT O o e 314an-2016 Cost 55750 oa

Restricte Salary, Faculty, T&R AS-Astronomy Future

Copyright (c) 1998, 2017, Oracle and/or s affiates. Al ights reserved. Privacy Statemer
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Step Action

7. Two transactions make up the $2277.75 debit.
The first transaction, $1,720.23, is selected.

Click the View Transaction.

View Transaction

| Oracle Appli

LY OIOESSP I AN E T2 7 %12
=3

Trans Id Project Task Award Expnd Type _[Item Date Employee/Suppli
149518 101 6011864 [Salary, Faculty,[31-DEC-2015 —

Totals

Diilldown ‘Show Full Joumnal Detail Balances

Step Action

8. Review the transaction.

This view is also available through GA Expenditure Inquiry, View Actuals.

Press [Enter] to continue.
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] Oracle

D @) 5§ Cascade

= Tile Horizontally

] Tile Vertically
Trans Id Project C 1Navigator - UVA GL Viewer mployee/Suppli
149518 2AccountInquiry (University of Virginia) [obeck, Jennifer 1=
" 3Journals (University of Virginia) - 20. 316700000 Jan-16 -
Totals
Open
Drilldown ‘Show Full Journal Detail Balances
Step Action
9. Return to the Journals window.

The Window menu is selected.

Click the 3 Journals (University of Virginia) -...
" 3 Journals (University of Virginia) - 20.149518.2065.5010.31670.0000, Jan-16
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Entered Currency
|UVA Proje [USD

Step Action

10. Now back at the Journal window, drilldown to find out about the second debit

line.

Click the Drilldown button.

Drilldown
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& View Journal Entry Lines

Edit View Favorites Tools Help

UVa Integrated Sy: * & ‘0 |

Logged In As DLHSBD

View Journal Entry Lines

Save Search
Ledger  University of Virginia GL Batch Name  LABOR UVA Projects A 767616 15012203
Period Jan-16 GL Journal Entry Name  31-JAN-2016 UVA Labor Cost USD
Currency  US! Accounted DR 2277.75
Account 20.149513.2065.5010.31670.0000 Accounted CR
Advanced Search
Specify parameters and values to fiter the data that is displayed in your results set
Mach © Al O Ay
Balancing Segment is
Natural Account Segment is
GLDate s &%
Go | | Clear Add Another  Accounted CR
Select Subledger Joural Entry Line: | View Transaction | View Journal Entry | | Export
P GL Accounting Accounted | Accounted Supporting
Ledger~  Account ~ AccountDescription A PSP alpe PN o ST
Universiy of UVA-State AS-ASTR APOGEE-2 SSP4T1 Current Funds - .
© Viginia 20149518.2065.5010.31670.0000) pegicre Satary, Faculty, TR AS-Astronomy Future, Lo 172025 =
Universiy of UVA-State AS-ASTR APOGEE-2 SSP471 Gurrent Funds - - -
O Vigina 20145518.2065.5010.31670.0000) esiricic Satary, Faculty, T&R AS-Astronomy. Future. Lo 55750

Copyright (¢} Oracle andlor its affiiates. Al rights

Privacy Statement

Step Action

11. Change the radio button to the second line.

Click the second Radio Button option.

University of
Virginia
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@ @ hitpsiis-qat-vpn.adminvirginia.edu/OA HT O v @ © |2
File Edit View Favortes Took Help

UVa Integrated System *x = 2°

(& View Joumnal Entry Lines.

LoggedinAsDLHSED (@)

View Journal Entry Lines Save Search
Ledger University of Virginia GL Batch Name LABOR UVA Projects A 767616 15912293
Period Jan-16 GL Journal Entry Name ~ 31-JAN-2016 UVA Labor Cost USD!
Currency  USI Accounted DR 2277.75
Account 20.140518.2065.5010.31670.0000 Accounted CR

Advanced Search
Specify parameters and values to fiter the datathat s displayed in your results set
Match @ Al O Any

Balancing Segment is

Natural Account Segment is
GLDate is

[
Go | Clear Add Another  Accounted CR

Select Subledger Journal Entry Line: | View Transaction | View Journal Entry || | Export

o GL Accounting Accounted . Accounted Supporting
Ledger~  Account - AccountDescription - Date 2|Ciae ~oR a5 P )

~ Universty of UVA-State AS-ASTR APOGEE-2 SSP471.Current Funds - .

© Virginia 20149518.2065.5010.31670.0000 pegicie Satary, Faculty, TR AS-Astronomy Future 31-Jan-2016) Cost 172025 o
University of UVA-State AS-ASTR APOGEE-2 SSP471.Current Funds - = .

@ Virginia 201405182065 5010.31670.0000 Restricte Salary, Faculty, T&R AS-Astronomy.Future (SR ] 55750

Privacy Statement

Step Action

12. The second line is selected for review.

Click the View Transaction.

View Transaction
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SV OIOE8SP RN E LB BT

2
Trans Id Project Task Award
149518 101 GO11864

Expnd Type _|Item Date Employee/Suppli
'Salary, Faculty,|31-DEC-2015 -

Totals

OoRrACLE’
USER PRODUCTIVITY KIT

Step Action

13. Review the transaction.

Press [Enter].

[ Navigator - UVA GL Viewer

General Ledger Inguiry:Account
Inquire on account balances

- General Ledger
- Ingui

Average

Budget

Journal

Funds

Account Analysis and Drildown
+ Other

Record: 111

Page 226




OoRrRACLE’
USER PRODUCTIVITY KIT

Training Guide
General Ledger (GL)

Step Action

14, This concludes the topic.
End of Procedure.

Drilling Down to GA Usages

% Oracle Applications - UVA isp11 : Prod

Before beginning an account
% inquiry in GL that will involve
ﬁ drilling down into another
module,

Expand
Collapse

Expand Branch
Expand All
Collapse All

* un-check

Close Other Forms
Function List
Top Ten List in the Tools menu on the
| Navigator window.

- Inriiee

Procedure

Drilldown to internal transactions by selecting an object code used by Internal Service Providers.

In this example, we illustrate drilling down to a telecommunications charge.

General LedgerInquiryAccount
Inquire on account balances

- General Ledger Top Ten List
_ Ingui

Average )
Budget —]
Journal

Funds i]
Account Analysis and Drilldown

o e

ORACLE"

Step Action

1. Double-click the Account list item.
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ORACLE"

0
Ledger/Ledger S
;

Primary Balance Type
® Actual
© Budget

Record: 111 ListofValu

Step Action

2. The Accounting Period range of Jul-17 to Dec-17 has been entered.

Click in the Accounts field.
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Jul-17
Dec17 envered. [

Primary Balance Type.
® Actual

© Budget

© Encumbrance

‘Show Journal Details

Step Action

3. A partial accounting string has been entered.

This inquiry will return lines for all projects owned by this org - regardless of
whether there are transactions in the project for the object code, 6145 (Svcs,
Telecom, DIT).

Click the OK button.

oK
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File Edit View I dow Help
HPO0IGEISPIRODELNLBI G2
[ unt Inguiry (Univ

Ledger/Ledger Set ounting Periods

[EEE University of Virginia Fom RY 47N Total v
UsD QL Dec-17

Primary Balance Type.
® Actual

© Budget Budget
Encumbrance Type:

Currency

Summary Template

D o
\UVA-Local CO-SP Phase 2.Current Funds - Unrestric. Sves, Telecom, DITITITS Enterprise Applica.Future
Sorurmonas

Record: 177

Step Action

4, Click in the first line in Account field.

?

Ledger/Ledger Set nting P

[EEE University of Virginia Fom RY 47N Total v
UsD QL Dec-17 ered

Primary Balance Type.
® Actual
© Budget

Encumbrance Type:
Summary Template

Descl
\UVA-Local CO-SP Phase 2.Current Funds - Unrestric. Sves, Telecom, DITITITS Enterprise Applica.Future
Sorurmonas

Record: 177

Page 230



ORACLE Training Guide
USER PRODUCTIVITY KIT General Ledger (GL)

Step Action

5. Click the Show Balances button.

Show Balances

F=re
ORACLE"

Step Action

6. There hasn't been any charges for Svcs, Telecom, DIT to this GL String.

Click the Close button.
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ORACLE"

Eile Edit View £ olz Window Help
SO EISSP RN E JNLEIIET2
1t Inquiry ( ia)
Ledger/Ledger Set

[EEE University of Virginia L ul-17
Currency [(E0) QL Dec-17

Primary Balance Type.
® Actual
© Budget Bumget [
€ Encumbrance Encumbrance Type |

Dy

UVA-State [TISDS Fin & HR Operatin.Current Funds - Unrestric. Sves, Telecom, DIT.ITITS Enterprise Applica. Future
S Sorurmonas

Step Action

7. Click in the
20.104088.1001.6145.20020 row.

2010408810016
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nt Inguiry (Univel

Ledger/Ledger Set unting Periods
[P University of Virginia Fom IR Type
USD To R Entercd [ NND

Currency

Primary Balance Type.
® Actual

© Budget
Encumbrance Type:

Summary Template

UVA-State [TISDS Fin & HR Operatin.Current Funds - Unrestric. Sves, Telecom, DIT.ITITS Enterprise Applica. Future
Sorurmonas

Record: 417

Training Guide
General Ledger (GL)

Step Action

8. Click the Show Balances button.

Show Balances
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Step Action
9, There were charges for Svcs, Telecom, DIT for this GL String. The first line, Jul-

17, has been selected.

Click the Journal Details button.

Journal Details

[Py

ORACLE"

Entered Debit

UVA Proje 128.09
131-JUL-2017 UVA [ [UVA Proje. 2995

Step

Action

10.

The $158.04 Jul-17 debit is comprised of two debits. The first line, $128.09, is
selected.

Click the Drilldown button.

Drilldown
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pn.admini

Edit View Faverites Tools Help.
UVa Integrated System

View Journal Entry Lines

Advanced Search
Specify parameters and values to fiter the data that s displayed in your results set
Match @ Al O Any

Balancing Segment s

Natural Account Segment is
GLDate is

Y
Go | Clear Add Another  Accounted CR

Select Subledger Journal Entry Line: | View Transaction | | View Journal Entry | | Export

Ledger~  Account ~ AccountDescription 2

University of
© Virginia 20 104032 1001614520020,0000 ‘Telecom, DIT.IT-ITS Enterprise Applica.Future|

Ledger Universiy of Virginia GL Batch Name  USAGE UVA Projects A 3060533 13064772
Period  Jul-17 GL Journal Entry Name  31-JUL-2017 UVA Usage Cost USD
Currency USD Accounted DR 12802
Account  20.104022.1001.6145.20020.0000 Accounted CR

Accounting . Accounted . Accounted
“ Class “ DR “ R

UVA-State ITSDS Fin & HR Operatin.Current Funds - Unrestic.Sves, 34 juone coct e e

Training Guide
General Ledger (GL)

(@ View Journal Entry Lines ok 3

* 3 ‘0 | LoggedIn As DLHSBD

Save Search

. Supporting
References

Privacy Statement

Step

Action

11.

Click the View Transaction button.

View Transaction

-] Oracle

S VOO ISP eDNE 1A

2 %12
=]
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Step Action

12. This is the same window you can see in Expenditure Inquiry, Actuals.

Click Scroll >.

D

Oradle.
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13. Select other columns to add to the view.

Click the Folder Tools toolbar.
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14, Click the Show Field... button.
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Step Action

15. Add the Expenditure Batch column, by finding and selecting Expenditure Batch.

Click the OK button.

Oracle.

I‘4\9®{@.§<u§@{>:<®f‘;:@ylé@@{¢@{ ?

3 & @ B %
Trans ld Expendiure Ba Project Task Award___||Expnd Typefmmtepeempe
15741980 104088 301 15600247 [Svcs, Telec ool L

+

e—{»
¥

Totals

Diilldown ‘Show Full Joumal Detail Balances

Step Action

16. The batch name for the charge populates.
Note: The PTA distribution for the charge are now visible.

Press [Enter] to continue.
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Step Action

17. This concludes the topic.
End of Procedure.
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