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WHAT IS JET?

The Journal Entry Tool (JET) is an application that allows campus users to prepare and upload journal
entries to the General Ledger and Grants modules using an Excel spreadsheet.

The tool utilizes a standard JET Excel template that is populated with the lines for the journal entry by
any individual (Preparer) on campus. The journal can include lines to be posted to both the GL and the
Grants module. If the preparer is also a JET Processor, they can continue to process their journal entry.
If the preparer does not have JET access, they must submit their spreadsheet to a JET Processor in
their department/planning unit who can process the file in JET.

The Processor enters basic journal header information, chooses the Journal Category and the GL
Period and attaches the spreadsheet for “staging” the file. As part of staging, all journal lines are
validated in the same way that the Account Validation Tool validates account information; there is
also validation performed related to the journal entry (e.g. line descriptions, balanced entry, etc.).
Once the file is staged, both the Journal Header and related lines have statuses. If everything passed
the validation, the journal can be uploaded to eBiz. If any of the journal lines or the entire journal has
errors, the Processor will review the results and determine whether to proceed and make corrections
to produce a valid journal, or to delete the journal and deal with corrections outside of JET. Once the
journal is VALID, the processor can upload the journal to the eBiz interface.

Uploaded journals are then imported to the GL and Grants module and posted. The statuses of these
activities continue to be tracked in JET to keep the Processor informed. Once the entries are posted,
the transactions will be visible in OBI the next day.
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The following diagram illustrates this process:
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LOGGING IN

To access JET, you need to login to EBIZ and select the OUJE: Journal Entry Tool User responsibility. JET
will be launched as a tab in your web browser, and display the application homepage:

Home Joumnal Entry Tool Misc~

‘ Purpose

‘ This application is for uploading journal entries to eBiz GL and Grants systems.

Set Screen Reader Mode On
178

Before you begin using JET, please review Appendix A: Navigation to become familiar with the operation
and standard functionality in this application.
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DOWNLOADING THE TEMPLATE

From the homepage, click on the ‘Misc’ dropdown and select “Download a Template” to download the
Journal Entry Template.xIsx:

&G OHIO UNIVERSITY

Home Joumnal Entry Tool

Journal Standard Description

i Purpose [ Download a Template ]4_/

| ~ Uploaded Joumnal Status I
| This application is for uploading jout. L, ms.

Set Screen Reader Mode On
178

Click on the “Download a Template” button:

s OHIO UNIVERSITY

Home Jourmal Entry Tool Miizc~

[ ‘Download a Template ]

Set Soreen Reader Mode On
1.8.3

Choose “Open”:

Do you want to open or save JET Template Vd.adsx (35.1 KB) from ebiz-tcprd.ohio.edu? | | Open | Save | = | | Cancel s

For Preparers, who do not have access to JET, the template can be accessed through the Finance Forms
webpage (https://www.ohio.edu/finance/forms):
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Forms

Finance Home
The table below contains all financial forms. The search box can be used to look for keywords about the

Finance Oparating Calendar form. Note that some PDF forms have features that cannot be displayed in all browsers. If the form does not
Quick Reference Guides display properly within your browser, please right-click the link for the form and select Save link as or Save
Business Matters target as.
Guidelines and Procedures
Trainings )
Apply filter | JET |m table
Forms
Form Name Description Dffice

Journal Entry Template Use this form for Journal entries including Accounting General
for JET application Corrections and Internal Billings in the JET application Accounting

POPULATING THE TEMPLATE

The template holds the lines of the journal. Populate the following columns:

A B c | o E F G | H | ) K L M N o P i a | R s
GRANTS GL ORIGINAL

EXPENDITURE TRANSACTION 90 DAY CORRECTION ORIGINALPA Line Desc 90 Day
DATE Char Limit Char Limit

JET
JOURNAL CREDIT
1 [LINENO. ENTITY SOURCE ORG  ACTIVITY FUNCTION OBJECT PROJECT TASK AWARD DEBIT AMOUNT AMOUNT LINE DESCRIPTION ITEM DATE  DATE REASON

2

NOTES:

1. The file can contain both GL lines and Grants lines in any order.
2. Ifyou skip a line, leaving it blank, it will still stage with null values and $0 debits/credits. You will
then have to either delete that blank line or edit it to add valid values and debits/credits.
3. For GLlines, populate the GL account string. For Grants lines, populate the PTA and Grants
Expenditure Item Date. Both GL and Grants lines require entry of the Object code.
4. The JE must be balanced with the total debits equaling the total credits.
5. The file should only contain one populated tab (i.e. there should only be one worksheet per
workbook).
6. A journal should not cross fiscal years.
e During fiscal year end (while processing both June and July transactions), your journal
should not include Grants lines with Expenditure Item dates in two different FY.
e Similarly, care must be taken when processing Grants accounting corrections for the
prior fiscal year.

Column Name(s) Enter...
JET JOURNAL This column contains a formula that will populate this field for any line
LINE NO. that has a debit or a credit, for the first 200 lines.

If your JE has more than 200 lines, add additional line numbers as
necessary.
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Column Name(s) Enter...
ENTITY, SOURCE, Populate these columns if the journal line will be posted to the GL.
ORG, ACTIVITY,
FUNCTION
OBJECT Populate this column for both GL and Grants journal lines.
NOTE: If the journal line contains a PTA (i.e. will post to Grants, not GL)
then JET will take this value and convert it to the appropriate Expenditure
Type value.
PROJECT, TASK, Populate these columns if the journal line will be posted to Grants.
AWARD
DEBIT AMOUNT, For each Journal Line, populate only one of these columns. Each line
CREDIT AMOUNT should only have a debit or a credit, but not both.
DO NOT ENTER NEGATIVE VALUES.
LINE This is a required field and has a 240 character limit. This value should:
DESCRIPTION 1. Contain details relevant specifically to the Journal Line (not to the entire
journal entry as a whole).
2. Convey why the individual Journal Line is being posted.
ATTN: PLEASE SEE APPENDIX B: JOURNAL CATEGORIES & DESCRIPTIONS FOR SPECIFIC
INSTRUCTIONS ON HOW TO CORRECTLY POPULATE THIS VALUE.
GRANTS This is a required field, if the journal line will be posted to Grants.
:E_:(EF;\EINDZIIERE This is the date the cost was originally incurred so it must be between
the PTA start date and end date and should never be a future date:
e Ifthe journal line is transferring a cost, this should be the date the
original transaction was incurred.
e Ifthe journal line is an internal billing, this should be the date the
service was provided or the product was received. If this
happened over a span of multiple days then use the last day (i.e.
the most recent) within that time frame. You must make sure the
entire time frame is between the PTA start & end dates.
REMINDER: The PTA start and end dates are available
on the OBI Grants Funds Available Dashboard for all
PTA’s.
ATTN: PLEASE SEE APPENDIX D: GRANTS EXPENDITURE ITEM DATES FOR ADDITIONAL
INFORMATION ABOUT HOW TO POPULATE THIS VALUE.
WARNING: A JOURNAL SHOULD NOT CONTAIN
TRANSACTIONS THAT WILL CROSS PERIODS. FOR EXAMPLE,
Page 6 /1\
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Column Name(s) Enter...

WHEN SEPTEMBER & OCTOBER ARE BOTH OPEN, A SINGLE
JOURNAL SHOULD ONLY HAVE LINES WITH SEPTEMBER (AND
PRIOR) EXP ITEM DATES OR OCTOBER ITEM DATES BUT

NEVER BOTH.
GL Original This field is required when processing General Ledger entries in any of the
Transaction Date following Correction Journal Categories:

- Corrections-A/P

- Corrections-Internal Bill

- Corrections-Other

- Corrections-PCARD/CONCUR

Populate this field with the effective date of the original entry that you are
correcting. You can find this information in the Transaction Export tab of
the OBI Finance Dashboard.

90 Day This field has a 150 character limit. This field is required for correction
Correction entries with a GL Original Transaction Date or a Grants Original PA Date
Reason that is more than 90 days from the date of the correction entry.
Original PA Date This field is required when processing Grants entries in any of the

following Correction Journal Categories:
- Corrections-A/P

- Corrections-Internal Bill

- Corrections-Other

- Corrections-PCARD/CONCUR

For journal entries, the Expenditure PA Date is the same as the
Expenditure Item Date unless the Expenditure Item Date is in the prior
month. In that case, the Expenditure PA Date defaults to the first of the
current month. For invoices, the Expenditure PA Date is the date when the
expenditure posts to the general ledger. You can find the Expenditure PA
Date in the Expenditure Inquiry option in the Grants tab of the OBI
Finance Dashboard.

Line Desc Char Informational column only - The Line Description may not exceed 240
Limit (Column R) characters. If the Line Description exceeds the 240 character limit it will
let you know how many characters over the limit you are “XX character(s)
too long” or if it’s within the limit it will say “ok”.

90 Day Char Informational column only — The 90 Day Correction Reason may not
Limit (Column S) exceed 150 characters. If the 90 Day Correction Reason exceeds the 150
character limit it will let you know how many characters over the limit you
are “XX character(s) too long” or if it’s within the limit it will say “ok”.

Save this file. Save As and rename, if you like, in order to find the correct file for upload.
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The template also has optional fields to the right of the required information. These fields will not
upload, but are intended to aid the Processor since they can be copied and pasted into the JET header
fields during JET entry:

a[¥ u L]
JE Header
Char Limit
ok
JOURMNAL
SHORT DESC
JOURMNAL ok
LONG DESC
Row Name(s) Optionally, Enter...
Journal Short Populate field (cell T2) with a brief description of the journal entry as a
Desc whole (i.e. what is the journal entry doing or what is its purpose). This

field is limited to 63 characters. If the description exceeds the 63
character limit cell U2 will let you know how many characters over the
limit you are “XX character(s) too long” or if it's within the limit it will say

”Ok”,
Journal Long Populate field (cell T3) with a full description for the journal entry as a
Desc whole as well as contact information such as name/number/email. This

field is limited to 240 characters. If the description exceeds the 240
character limit cell U3 will let you know how many characters over the
limit you are “XX character(s) too long” or if it's within the limit it will say
”Ok".

WARNINGE: USE CAUTION WHEN COPYING AND PASTING INTO JET. IF YOU CHOOSE TO PASTE INFORMATION INTO
THE JET HEADER FIELDS, PLEASE COPY FROM THE EXCEL FORMULA BAR AND NOT THE EXCEL CELL (CELLS U2 AND U3
IN THE EXAMPLE ABOVE) TO AVOID PASTING HIDDEN CHARACTERS.

HIDDEN CHARACTERS (E.G., CARRIAGE RETURNS, BLANK LINES, TABS, ETC.) CREATE UPLOAD ISSUES.

ATTN: PLEASE SEE APPENDIX B: JOURNAL CATEGORIES & DESCRIPTIONS FOR SPECIFIC INSTRUCTIONS ON HOW TO
CORRECTLY POPULATE THESE VALUES.

STAGING A JOURNAL ENTRY

Once your journal entry is ready to stage, click on the Journal Entry Tool menu and then click the Stage
Journals button:
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@ OHIO UNIVERSITY A barnettt  Appiication Home Home  Logout

Home Journal Entry Tool Misc

Qv Search Header Rows 5 S Adtions v

| Reset Delete Journ#fs Stage Joumnals || Revalidate Journals, Upioad Journals

The JET Headers screen will appear:

JET Headers

* Preparer | BENEDICE (-]

* Journal Short Description | BILLING FOR PRINTING SERVICES MARCH 2-8, 2020|

450f63

* Journal Header  8illing for printing services, bulk mail, signage
Long Description March 2-8, 2e20. For questions, contact Joe Smith
@ smith@ohio.edu 7-9999.

124 of 240
* Journal Source  JET -~
* Journal Category | Internal Billing 2
* GL Period | MAR 2020-20 2
Pick an Excel File Browse...

As you type in the various fields, the system tracks how many characters you’ve entered and stops you
when you’ve reached the respective field’s limit. If you copy the Journal Short Description or the Journal
Header Long Description from the Journal Entry template and paste it into this JET Header screen, make
sure to delete any carriage returns or extra spaces at the end of the descriptions.

Populate the following required fields:

NOTE: JET will create a complete Journal Name by combining the values you enter below: The Preparer’s
OHIO ID (up to 20 characters), a hyphen, Journal Short Description (up to 63 characters), a hyphen, and
a date/timestamp (15 characters). The Journal Name is up to 100 characters in total.

Field Name Enter...
Preparer The Preparer field defaults to the logged in user. If you are loading a
journal prepared by someone else, please select their name from the
dropdown.
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Journal Short
Description

This field is limited to 63 characters. Populate this field with a brief
description of the journal entry as a whole (i.e. what is the journal entry
doing or what is its purpose).

ATTN: PLEASE SEE APPENDIX B: JOURNAL CATEGORIES & DESCRIPTIONS FOR SPECIFIC
INSTRUCTIONS ON HOW TO CORRECTLY POPULATE THIS VALUE.

Journal Header
Long Description

This field is limited to 240 characters. Include a full description of the
journal entry as a whole as well as contact information such as
name/number/email.

ATTN: PLEASE SEE APPENDIX B: JOURNAL CATEGORIES & DESCRIPTIONS FOR SPECIFIC
INSTRUCTIONS ON HOW TO CORRECTLY POPULATE THIS VALUE.

NOTE: You are able to create Journal Standard Descriptions that you can
optionally click on to automatically populate this field. This saves you from
typing repetitive data for each staged journal. Once saved, they will
appear as hyperlinks directly below this field after clicking inside it.

ATTN: PLeASE SEE APPENDIX C: JOURNAL STANDARD DESCRIPTIONS FOR
SPECIFIC INSTRUCTIONS.

Journal Source

This will default to JET. Do not change.

Journal Select this value from the dropdown list of values.

Category
ATTN: PLEASE SEE APPENDIX B: JOURNAL CATEGORIES & DESCRIPTIONS FOR SPECIFIC
INSTRUCTIONS ON HOW TO CORRECTLY POPULATE THIS VALUE.

GL Period Select the GL Period in which the journal entry should be posted from the

dropdown list of values. Only periods that are open are included in the list
of values.

ATTN: IF YOUR JOURNAL INCLUDES GRANTS LINES, THEY WILL POST TO THE EARLIEST
OPEN PERIOD BASED ON THE EXPENDITURE ITEM DATE ON THE LINE. GL LINES WILL POST
TO THE PERIOD YOU SELECT HERE.

WARNING: A JOURNAL SHOULD NOT CONTAIN TRANSACTIONS THAT
WILL CROSS PERIODS. FOR EXAMPLE, WHEN SEPTEMBER & OCTOBER
ARE BOTH OPEN, A SINGLE JOURNAL SHOULD ONLY HAVE LINES WITH
SEPTEMBER (and prior) EXP ITEM DATES OR OCTOBER ITEM DATES BUT
NEVER BOTH.

Pick an Excel File

Click Browse. Navigate to the location of your saved Journal Entry
Template.xlsx and select Open.

REMINDER: The file should only contain one
populated tab (i.e. there should only be one
worksheet per workbook).
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Click Create.

After you click Create, the system will process your JE file and perform various journal entry validations,
including:

Standard Validations
NOTE: These are the same validations performed in the Account Validation Tool (AVT)

e Are the GL journal lines valid?
o The account string is using active segment values.
o The account string doesn’t violate any cross validation rules.
o The source segment value isn’t a Grants-source
e Are the Grants journal lines valid?
o Isthe PTA string valid?
o Is the expenditure type valid?
o Is the grants expenditure item date valid for the PTA.

JET-Specitic Validations

e Are the debits/credits correctly populated?
o Isthe journal entry balanced (total debits equal total credits)?
o Does each line have only a debit or credit and not both?
e Are all of the required fields populated?
o Isthere a Line Description on every line?
o Isthere a grants expenditure item date for every Grants line?
o Ifthere are GL lines and the Journal category is a Correction, is the GL ORIGINAL
TRANSACTION DATE field populated?

e Does the entry use payroll object codes? JET will not allow the use of payroll object codes,
because payroll corrections must be processed by submitting a Payroll Expense Accounting
Correction (PEDS) form.

e Are Internal Charge object codes properly paired? JET requires the correct pairing of Internal
Charge Codes:

o Journal Category: Internal Billing:
® You must use paired Internal Charge Object codes with 78XXXX as the debit
object code and 48XXXX as the credit object code with the XXXX being the same.
For example, an Internal Charge for IC Catering will require the paired Object
Codes of 780155 and 480155.
o Journal Category: Corrections-Internal Bill:
= Internal Charge Object codes with 78XXXX and/or 48XXXX with the XXXX being
the same. For example, if an incorrect cost center was charged, a Correction-
Internal Bill could credit 780155 in the incorrect cost center and debit 780155
with the correct cost center. The last four digits of the object code XXXX must
balance to zero.

e Are Transfer Codes properly paired? JET requires the correct pairing of Transfer Codes.

o Jetrequires transfers use the same object code on both sides of the entry for the debit
and the credit for Funding and Investment Transfers.
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e Are corrections processed within 90 days of the original transaction? If not, have the unusual
circumstances for the exception to the 90-day rule been documented?

After your journal is staged, the home page will be displayed and the header will be listed in the top
section of the screen. The header displays a status. If the journal status is VALID, the journal can be
uploaded. If the journal status is INVALID, the journal needs to be edited before it can be uploaded. The
journal will have an invalid status if any of the lines are invalid, if the journal is unbalanced, or if there
are no lines:

journal Entry Tool

Qv Search Header Rows 5 | Acdions~ Reset Delete Journals Stage Journals I Revalidate Journals Upload Journals.
1-1
Journal  Joumnal GL Total Total Staged Staged
(=] Preparer Journal Name Source  Category Period DR CR Status Message By Date
O /" BARNETTT BARNETTTBILLING FOR PRINTING JET Internal MAR2023-  3,189.00 3,189.00] INVALID ] You must use paired Internal Charge Object codes with 78XXXX as the BARNETTT  28-MAR-2023
SERVICES MARCH 2.8, 2023 Billing 23 debit ebject code and 48XXXX as the credit object code with the XXXX 11:03AM
20230328 110038 being the same. At least one of the lines is invalid

Clicking on the Journal Name will display the lines in the bottom section of the screen with any INVALID
lines shown first:

Journal  Journal GL Total Total Staged Staged
o Preparer Journal Name Source  Category  Period DR cR Status Message By Date
O 7" BARNETTT [ BARNETTTBILLING FOR PRINTING JET Internal MAR2023- 318900 3189.00 INVALID You mustuse paired Internal Charge Object codes with 78XXXX as the BARNETTT  28-MAR-2023
SERVICES MARCH 2.8 2023 Billing 23 debit abject code and 48XXXX as the credit object code with the XO0XX 11:03AM
20230228 110038 being the same. At least one of the lines is invalid

1-1
Efapsed Time: 0.05

[ BARNETTT-BILLING FOR PRINTING SERVICES MARCH 2-8, 2023-20230328.110038

Qv Search Line Rows 50 L Actionsv Reset Delete Lines
1-4
- Line Expenditure Line
(] Number Entity Source Organization Activity Function Object Project Task Award  Debit  Credit  Item Date Description  Status 1= Message GL Orig Trans Date  Original PADate 80
2 10 100000 770510 7003 80 770108 - - S 2,834.00 0.00 - Billing for INVALID  INVALID
Printing Services
for March 2-8; AccT
Joe Smith Error
smith@ohio.edu 770108
X7-9999 isnota
valid
OBJECT
#.
(m 110 100000 800125 0000 00 480108 - - - 000 3,189.00 - Billing for VALID

Printing Services
for March 2-8
Joe Smith
smith@ohio.edu,
X7-9999

NOTE: A journal will stage as INVALID without any lines if the file fails while the data-entered header
values are valid. In this case, you can either delete the journal and start over or edit the header to attach
a revised file. For instructions on how to edit or delete a journal, see the section below named “Editing
or Deleting a Journal Entry”.

The following will cause a file to fail staging:

1. Analpha value is entered in the JET Journal Line Number column

2. Analphavalue is entered in the Debit Amount or Credit Amount columns

3. Additional tabs (aka worksheets) are present on the workbook that contain data not formatted
for JET

NOTE: There is a third status of CAUTION. This status will appear if you are using a Grants Only source
segment value on a GL line. The Grants system posts summary transactions to the General Ledger
utilizing source values that are identified using the Grants Source Flag. This means transactions should
be posted to a PTA in the Grants system, not directly in the GL. Although JET will allow journals with
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CAUTION statuses to be uploaded, this should only be done by Central Accounting (when posting
accruals etc.) not by campus users. If you receive a CAUTION status, do not upload the journal. Instead,
edit the journal line to change the GL or Grants string.

EDITING OR DELETING A JOURNAL ENTRY (IF NECESSARY):

If after staging the file, the Status of the journal header is INVALID, then the journal can either be edited
to make corrections or deleted.

Delete a Journal

While JET allows you to make corrections to any journal you have staged, there may be times when you
prefer to delete the staged journal:

e all of the lines are INVALID. Instead of having to edit each line to correct the journal, you can
simply delete it.

e you may want the Preparer to make corrections to their original Journal Entry Template Excel
file,

e you accidentally selected the wrong file during the staging process.

To delete a journal, check the checkbox next to the Journal Name then click the Delete Journals button:

ournal Entry Tool

Qv Search Header Rows 5 8 Actions v Reset Delete Journals 's'(agé

Journal Journal GL Total Total Staged Staged

L1 Preparer Journal Name Source Category Period DR CR Status  Message By Date
=)
1

" BARNE BARNETTT-BILLING FOR PRINTING SERVICES MARCH 2-82020-20200320 104005 JET Internal Billing  MAR 2020-20 3189.00 318300 VALD - BARNE 20-MAR-2020 10:41AM

NOTE: Multiple journals can be selected for deletion at the same time.
Edit the Header of a Journal

Click on the pencil icon next to the Journal Name in the top section of the home page, if you need to
make corrections to the header info, or if you need to try to restage a journal file that failed to load:

_ Journal  Journal GL Total Total staged Staged
(®] Preparer Journal Name Source  Category Period DR CR  Status Message By Date

o D BARNETTT BARNETTT-BILLING FOR PRINTING SERVICES MARCH 2-8, 2023-20230328.110038 JET Intemal Billing MAR2023-23 318900 3,18900 VALID - BARNETTT  28-MAR-2023 11:03AM
1-1

Elapsed Time: 0.05

BARNETTT-BILLING FOR PRINTING SERVICES MARCH 2-8, 2023-20230328.110038

Qv Search Line Rows 50 3 Actions v Reset Delete Lines

1-4

_ Line Expenditure Line
0 Number Entity Source Organization Activity Function Object Project Task Award  Debit  Credit  Item Date Description  Status 7= Message GL Orig Trans Date  Original PADate 90

o 7 110 100000 800125 0000 00 480108 - = = 000 3,189.00 > Billing for VALID
Printing Services
for March 2-8;
Joe Smith

smith@ohio.edu,
X7-9999

After clicking on the pencil icon to edit a header, the JET Headers screen will be displayed. The screen
will allow you to edit any of the header values that you originally entered. Click the Apply Changes
button to save any changes made on this screen. The home page will be displayed reflecting any
changes entered.

Paget
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JET Headers [SS="BIl Apply Changes

* Preparer | BARNETTT = Fish Bamett, Tina Kay

* Journal Short Description | BILLING FOR PRINTING SERVICES MARCH 2-8, 2023

4501 63
* Journal Header | Billing for printing services, bulk mail, signage

Long Description | March 2-8, 2023. For Questions, contact Joe Smith @
Smithgohio.edu 7-9999.

1240f 240

* Journal Source | JET 555

* Journal Category  Intemal Billing

*GLPeriod | MAR2023-23

NOTE: If you try to make changes on the JET Headers screen that would make the header INVALID, the
system will not allow you to apply those changes. Examples include: leaving a required field blank,
manually typing in an invalid value instead of selecting a valid value from the dropdown list of values
etc. You can make these changes on the screen but when you click the Apply Changes button you’ll
receive an error message. You'll have to either fix the problem or click the Cancel button to exit the
screen:

JETHeaders Cancel

* Preparer | MORRISSE ~ Morrissey, Anita

* Journal Short Description
Please ill out this field

" Journal Header  MONTHLY UPS MAIL CHARGES MAR19. FOR QUESTIONS PLEASE
Long Description | CONTACT ANITA HORRISSEY AT morrissee@ohio.edu

106 0f240 %

* Journal Source | JeT A Corret errors before saving.

* Journal Category | Internal Bilng

“GLPeriod | MAR2019-19 o

If a journal has the status of INVALID and message “No Lines”, that means the journal was either staged
with a file that failed staging or all of the lines were manually deleted from the header using the Delete
Lines button:

Qv Search Header Rows 5 S Actionsv (o ARET TSN Stage Journals | Revalidate Journals | Upload Journals

Journal Journal GL Total  Total Staged Staged
O Preparer Journal Name Source Category Period DR CR| status Message By Date
O /" ABDELLAL ABDELLALMONTHLY MAIL CHARGES 20190402.104331 JET Accounting Correction  MAR 201919 3 -\ mvALD  Nolines. | ARNOLDCY  02-APR-2019 09:07AM

1-1

When this happens, the JET Headers screen will display the additional “Pick an Excel File” field at the
bottom of the screen, allowing a new file to be staged on the existing header:

NOTE: This field is not visible and able to be modified if lines exist on the header. It will only appear if
the journal doesn’t have any lines.
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JET Headers
* Preparer  ABDELLAL A Abdella, Lorianne Frazee

* Journal Short MONTHLY MAIL CHARGES
Description

21 of 63

* Journal Header  MONTHLY MAIL CHARGES on GRANT ACCOUNTS - FEDEX
Long Description  MAR19. FOR QUESTIONS PLEASE CONTACT SUE JAROME AT
3-9999 JAROMES99@OHIO. EDU.

123 of 240
* Journal Source  JET fa)
* Journal Category  Accounting Correction 2
*GL Period  MAR 2019-19 2

[ Pick an Excel File Browse... No file selected. ]

Click on the Browse button to select a revised file then click the Apply Changes button. If the file again
fails then the header will display with the same status INVALID and message “No Lines.” Alternatively, if
the file is successful, the lines will appear and the appropriate status/message will appear on the header
based on the lines that were staged from the file.

Edit the Line of a Journal

Click on the blue Journal Name to display all of the lines for the journal. If there are INVALID lines, those
will appear first at the top of the list, but you can optionally sort by any of the columns listed including
Line Number (e.g. if you want to see the lines in the order you had them numbered on your Excel file).

To edit a line, click on the pencil icon next to the Journal Line:

Journal  Journal oL Total Total Staged Staged
Preparer Journal Name Source  Category  Period DR CR Status Message 8y Date
" BARNETTT RINTING JET Internal MAR2023- 318900 318900 INVALID Youmustuse paired Internal Charge Object codes with 78XXXX as the BARNETTT 28-MAR-2023
Biling 2 debit object code and 48)00CX as the credit object code with the XOOXX 11.03AM
being the same. Al least one of the ines is invabd

BARNE TTT-BILLING FOR PRINTING SERVICES MARCH 2-8, 2023-20230328.110038

Search Line Rows 50 Actions v Reset Delete Lines m

Line Expenditure Line
Number Entity Source Organization Activity Function Object Project Task Award Debit  Credit  fem Date Description  Status Message GL Orig Trans Date  Original PADate 90

INVALIO
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After clicking on the pencil icon to edit a line, the JET Lines screen will appear. There are three buttons
on this screen:

1. Reset — clicking this button will reset the JET Lines screen to display the values that were
originally displayed when you first clicked on the line’s pencil icon to display the screen

2. Cancel —clicking this button will cancel the edit and return you to the Journal Entry Tool screen

3. Apply Changes — clicking this button will save the changes you made (if any) and return you to
the Journal Entry Tool screen, displaying the new values (if any)

JET Lines [ Reset | [ cancel | [[EEEECerre ]
Journal Header  BARNETTT-BILLING FOR PRINTING SERVICES MARCH 2-8, 2023-20230328.110038
* Line Number 2
Entity |10 :=  GENERAL
Source | 100000 = UNRESTRICTED
Organization | 770510 = BOBCAT DEPOT
Activity 7003 = BOBCAT DEPOT STORE
Function |80 :=  GENERALADMINISTRATION
Object 780108 o IC BUSINESS SERVICE CENTER BILLINGS
Project i=
Task =
Award =
Debit 2,834.00 Credit 0.00
Expenditure Item Date =1

* Line Description  Billing for Printing Services for March 2-8; Joe Smith,
smith@ohio. edu, x7-9999

80 0f 240

On this screen, any of the line values originally populated on the staged file can be modified by typing in
a new value or using the dropdowns. The dropdowns will only display valid segments; if the segment
you are looking for does not appear in the list that means it’s not an active segment.

You can search for segments by clicking on the blue arrow button next to each segment value field and
entering any portion of the value to find what you’re looking for.

ATTN: FOR MORE INFORMATION ON HOW TO SEARCH WITHIN THESE FIELDS, PLEASE REFERENCE APPENDIX A:
NAVIGATION

NOTE: IF YOU ARE CHANGING A GL LINE TO A GRANTS LINE, YOU WILL NEED TO ENTER AN GRANTS EXPENDITURE ITEM
DATE.

Click the Apply Changes button to save any changes made on this screen. Before the data can be saved,
JET will validate the data you changed. If there are any errors, the error message will be displayed for
you to make corrections. If your edits are successful for the line, JET will save the changes and update
the Journal status, if appropriate. The home page will appear displaying the revised values.

NOTE: Only journals with a header status of VALID should be uploaded to eBiz.
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REMINDER: The Grants system posts summary transactions to the General Ledger
utilizing source values that are identified using the Grants Source Flag. This means
transactions should be posted to a PTA in the Grants system, not directly in the GL.
Although JET will allow journals with CAUTION statuses to be uploaded, this should
only be done by Central Accounting (when posting accruals etc.) not by campus
users. If you receive a CAUTION status, do not upload the journal. Instead, edit
the journal line to change the GL or Grants string.

REVALIDATING A JOURNAL ENTRY

You may encounter some INVALID lines that you believe should be valid. This sometimes can occur due
to timing issues:

e A PTA may indicate that the date is outside PTA start and end dates, but you know the award
was just extended,
e You requested a new GL organization but are receiving an error in JET that it is not active.

Your journal lines may be accurate and there may be updates required in eBiz. You can contact Finance
Customer Care with any questions along these lines. Once you are notified that the maintenance has
been performed in eBiz, you can revalidate your journal to update the validation messages.

To revalidate a journal, check the checkbox next to the Journal Name and click on the Revalidate

Journals button to revalidate the journal and update the journal status and message.

Qv Search Header Rows 5 C Actionsv Reset pelete Jounals | T e T
1-1
. Journal  Journal GL Total Total Staged Staged
a Preparer Journal Name Source  Category Period DR CR  Status Message By Date
" BARNETTT BARNETTTBILIING FOR PRINTING SERVICES MARCH 2.8 2023-20230328 110088  JET Infernal Billing  MAR2023-23  3189.00 318900 VALD - BARNETTT  28-MAR-2023 11:03AM

1-1

Elapsed Time: 0.05

BARNETTT-BILLING FOR PRINTING SERVICES MARCH 2-3, 2023-20230328.110038
av Searchline Rows 50 O Actionsv Reset | [ petete Lines | [

1-4

Line Expenditure Line
Number Entity Source Organization Activity Function Object Project Task Award Debit  Credit  Item Date Description  Status 7= Message GL Orig Trans Date  Original PADate 90

1 10 100000 800125 0000 00 480108 - = - 000 3,189.00 = Billing for VALID
Printing Services
for March 2-8;
Joe Smith
smith@ohio.edu
X7-9999

EXAMPLE: if you stage a journal with an award that recently received an extension and it stages as
INVALID with an error message saying the award’s end-date has expired, that indicates the extension
has not yet been processed in EBIZ. Contact Finance Customer Care indicating you received an error
message in JET (provide the error message) and request the extension be processed. Once you receive
confirmation the end-date on the award has been extended in eBiz, you can then select the journal and
click the Revalidate Journals button. The journal status should change from INVALID to VALID.

NOTE: Multiple journals can be selected for revalidation at the same time.

g BN
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UPLOADING A JOURNAL ENTRY TO EBIZ

REMINDER: Only journals with a header status of VALID should be uploaded to eBiz.

To upload a journal, check the checkbox next to the Journal Name then click the Upload Journals button.
Please be certain you are selecting the correct Journal. Once you click the Upload Journals button you
cannot unselect.

Upload Journals

Revalidate Journa's

Qv Search Header Rows 5 & Actions v Reset | | Delete Journals Stage Journals

= Journal 6L Total Total Staged Staged
0 Preparer Journal Name Source Category Period DR CR  Status Message By Date

" BARNETTT  BARNECLiaiwe@® D0 1 TN G SERVICES MARCH 2.8, 2023- JET Intemal Billing MAR2023-  3,189.00 3,189.00 VALD - BARNETTT 28-MAR-2023
230328 110038 23 11:03AM

" ABDALLAH ABDALLAH-MOVING EXPENSES CHARGED TO THE WRONG JET Corrections- MAR2023-  3,189.00 3,189.00 VALD - BARNETTT 28-MAR-2023
GRANT-20230328 113718 PCARD/CONCUR 23 11:38AM

D ./ MORRISSE MORRISSEMONTHLY FEDEX CHARGES MARCH 202320230328 114833 JET Intemal Billing MAR2023-  3,189.00 3,189.00 VALD - BARNETTT 28-MAR-2023
23 11:49AM

NOTE: Multiple journals can be selected to upload simultaneously.

An uploaded journal cannot be retrieved. Once the journal is uploaded to EBIZ, processing has to occur
centrally to post the entries in EBIZ and make them available for reporting in OBI. Once journals are
posted in eBiz, they will be available to view in OBI the following morning.

MONITOR THE STATUS OF UPLOADED JOURNAL ENTRIES

To monitor the status of uploaded journals to see if or when they’ve posted in eBiz, click on the Misc
menu and then click on the Uploaded Journal Status menu:

s OHIO UNIVERSITY

Home Journal En

Purpose

This application is for uploading, |

Set Screen Reader Mode On
178
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This screen lists every journal you have successfully uploaded to eBiz (you cannot see journals
uploaded by others). The last three columns indicate the status of the journal in eBiz. A date and
time will be listed in these respective columns if:

e GL Imported — the journal was successfully imported into the GL

e GL Posted —the journal was successfully posted to the GL

e Grants Imported — the journal successfully imported into Grants. Additional processing
steps occur in Grants after import that occur over the course of the next business day.

.@ ol L-\.lv‘d{blry

Home Journal Entry Tool Misc~
[Misc - Uploaded Journal Status
Qv Search Header Rows 20 £ | Actions v
1-20 >
Journal Journal GL Total Total Staged Staged  Uploaded  Uploaded GL GL Grant
Preparer Name Source Category Period DR [ Status  Message By Date By Date Imported  Posted  Imported
ABDALLAH  ABDALLAH-MOVING EXPENSES JET Accounting MAR 4,831.90 483180 VALD  Successfuly ~ ARNOLDG1 02- ARNOLDG1 03-
CHARGED TO THE WRONG GRANT- Correction 2019-19 uploaded to APR-2019 APR-2019
20190402 144218 Interface 02:45PM 02:52PM
tables
ARNOLDC1 ~ ARNOLDC1-CORRECT OVERSPENT  JET Accounting MAR 2,335.95 233595 VALD  Successfully  ARNOLDC1 03- ARNOLDC1 03- 03- 03-
LANGUAGE LEARNING GRANT Correction 2019-19 uploaded to APR-2019 APR-2019  APR2019  APR-2019
ACCOUNT-20190403.144644 Interface 02:48PM 02:49PM  02:50PM  02:50PM
tables
REEDT2 REEDT3-BSC BILLING FOR FIREWALL ~ JET Intemal Biling ~ MAR 199.17 19917 VALID  Successfuly ~ ARNOLDC1 02- ARNOLDC1 03- 03- 03- 03-
MAINT & SUPPORT 2019-19 uploaded to APR-2019 APR-2019  APR2019  APR-2019  APR-2019
FEB19-20190402 146514 Interface 02:55PM 08:58AM  09:07AM  09:10AM  09:01AM
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APPENDIX A: NAVIGATION

Screen Layout

Several screens in the Journal Entry Tool are separated into two sections with Journal Headers
displayed in the upper section and Journal Lines displayed in the bottom section:

ion Home  Home  Logout

.(b OHIO UNIVERSITY 2 amoidet  Apy

Home Journal Entry Tool Misc~

journal Entry Tool

Search Header Rows 5 $ Actionsv Reset | [ petete soumals | [ el

1-3
Journal Journal GL Total  Total Staged Staged
O Preparer Journal Name Source Category Period DR CR Status Message By Date
s
[ 4 MORRISSE MORRISSE-MONTHLY UPS MAIL CHARGES MAR19-20190402 145154 JET Internal Billing MAR 204 42 20465 INVALID Outof ARNOLDC1 02-APR-2019
2019-19 Balance 02:50PM
0 ./ ABDALLAH  ABDALLAH-MOVING EXPENSES CHARGED TO THE WRONG GRANT- JET Accounting VAR 483190 483190 VALD - ARNOLDC1 02-APR-2019
20190402 144218 Correction 2019-19 02:45PM
im ¥ 4 MORRISSE MORRISSE-MONTHLY FEDEX MAIL CHARGES MAR19-20190402. 145352 JET Internal Billing MAR 201335 201335 VALD - ARNOLDC1 02-APR-2019
2019-19 02:53PM
o /
E Zie- 001
Qv Search Line Rows 50 C | Actions v

No data found /

To display the lines for a given journal in the bottom section of the screen, you first have to click on
a Journal Name. The Journal Name will then be displayed at the top of the lines section with the
journal lines displayed below it:

amoldct

&&s OHIO UNIVERSI

Home Journal Entry Tool Misc~

ournal Entry Tool

Qv Search Header Rows 5 & Actionsv [ Reset | [ peretesoumas | Il Il

Journal Journal oL Total Total Staged Staged
| Preparer Journal Name source Category Period DR CR Status  Message By Date
O MORR\SSE[ MORRISSE-MONTHLY UPS MAIL CHARGES MAR19-20190402 145154 Internal Biling MAR 201919 20442 20465 INVALUD OutofBalance ARNOLDCT 02-APR-2019 02:50PM
O ABDALLAH  ABDALLAH-MOVING EXPENSES CHARGED TO THE WRONG GRANT-20190402 144218 JET counting Correction  MAR2010-19 483100 483190 VALD - ARNOLDC1  02-APR-2019 02:45PM
[m] MORRISSE ~ MORRISSE-MONTHLY FEDEX MAIL CHARGES MAR19-20190402 145352 JET Interg! Biling MAR2019-19 201335 2013.35 VALD - ARNOLDC1  02-APR-2019 02:53PM

Elapsed Time: 0.01

Qv searchLine Rows 50 O  Actionsw [ Detete Lines

1-27
Line Expenditure Line
[m| Number Entity Source Organization Activity Function Object Project Task Award Debit Credit ltem Date Description Status 7= Message
o 7 i} = - = = - 780325 11472 19.07 1131300 600  0.00 14- Mail Services Bilings March 16 2019: Shipping, 03/14/2019,124687640394797094,Ground VALID =
MAR-2019  Commercial Ohio University MUCKINGUM FCFC - Procd. By Anita Morrissey (morrisse@ohio.edu
30149)
i - - - L - 780325 11353  10.08 1431107 801 0.00 14- Mail Services Billings March 16 2019: Shipping, 03/14/2010,124687640305107525 Ground VALID -
MAR-2019  Commercial Ohio University MORGAN CO FCFC - Procd. By Anita Morrissey (morrisse@ohio.edu.
30140)
O # 3= = = = = 780325 11472 19.07 1131300 838  0.00 1a- Mail Services Billings March 16 2019: Shipping. 03/14/2019,124687640396403513 Ground VALID =
MAR-2019  CommercialOhio University, COSHOCTON CO FCFC - Procd. By Anita Morrissey
edu, 3-0149)
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Rows Displayed

In the application, we set the number of records to display in each section of the screen. If you want
to change the number of rows displayed in any section, click on the dropdown arrow icon next to

the Rows field and select the number of rows you want displayed. For example, you can change the
number of journals displayed from five to ten by clicking on the 10 in the list of values:

.gb OHIO UNIVERSITY

journal Entry Tool

Home Journal Entry Tool Misc~

Qv Search Header Rows C | Acionsv
1
1-5 > 5
O Preparer Journal Name Source
20
O MORRISSE MORRISSE-MONTHLY UPS MAIL CHARGES MAR18! 75 1154 JET
30
O SHOCKEY ~ SHOCKEY-CORRECT IDC ON GRANT ACCOUNT-2| 54 14 JET
100
O CUTRIGCY  CUTRIGC1-MOVE COSTS OFF OVERSPENT GRAN 599 0156 JET
500
O MEISER  MEISER-MOVE COSTS OFF OVERSPENT LANGUA| 1409 JET
GRANT-20190403 160000
N 5000
O REEDT3  REEDT3-BSC BILLING FOR FIREWALL MAINT & SU| 5 JET
20190403.155912
1-5 >

Journal
Category

Interal Billing
Accounting
Correction

Accounting
Correction

Adjustment

Internal Billing

GL
Period

MAR
2019-19

MAR
2019-19

MAR
2019-19

MAR
2019-19

MAR
2019-19

| Reset || Delete Journals |
Total Total

DR CR Status
204.42 20465 INVALID

101.25

0.00 89129857

101.25

INVALID

10125 INVALID

10125 INVALID

INVALID

A arnolde1  Application Home  Home  Logout

Message

Out of Balance

No Lines.

At least one of the lines is invalid.

Out of Balance|At least one of the

lines is invalid

At least one of the lines is invalid

Staged
By

ARNOLDC1

ARNOLDC1

ARNOLDC1

ARNOLDC1

ARNOLDG1

Staged
Date

02-APR-2019
02:50PM

03-APR-2019
04:01PM

03-APR-2019
04:02PM

03-APR-2019
04:01PM

03-APR-2019
03:59PM

After changing the number of displayed rows, you will now see ten journals instead of five:

Journal Entry Tool
[a-]

1-10

O

Preparer

O . MORRISSE
O 4 sHockey
O # curriect
O # weser

O . Rreeots

O ./ worrisse
O ./ ABDALLAH
O . sHockey
O . arnoLDCt

O ./ arnowbct

Search Header Rows 10 2 Actions v
Journal

Journal Name Source
MORRISSE-MONTHLY UPS MAIL CHARGES MAR19-20190402.145154 JET
SHOCKEY-CORRECT IDC ON GRANT ACCOUNT-20190403. 160127 JET
CUTRIGG1-MOVE GOSTS OFF OVERSPENT GRANT-20190403.160156  JET
MEISER-MOVE COSTS OFF OVERSPENT LANGUAGE LEARNING JET
GRANT-20190403.160000
REEDT3-BSC BILLING FOR FIREWALL MAINT & SUPPORT- JET
20190403 155912
MORRISSE-MONTHLY FEDEX MAIL CHARGES MAR19-20190402.145352  JET
ABDALLAH-MOVING EXPENSES CHARGED TO WRONG GRANT JET
AGGOUNT-20190403 155619
SHOCKEY-CORRECTING IDC FOR CLOSEQUT OF GRANT- JET
20190403.155705
ARNOLDC1-TRANSFERRING FUNDING FROM OPERATING TO COST JET
SHARE ACCOUNT-20190403 155807
ARNOLDG1-FIX ORG ON GRANT -20190403 160252 JET

Journal
Category

Internal Biling
Accounting
Correction
Accounting
Correction
Adjustment
Internal Billing
Internal Billng
Accounting
Correction
Adjustment

Adjustment

Autoaccounting

GL
Period

MAR
2019-19

MAR
2019-19

MAR
2019-19

MAR
2019-19

MAR
2019-19

MAR
2018-19

MAR
2018-19

MAR
2019-19

MAR
2019-19

MAR
2019-19

[ Reset |[ peesoumas | IR B TS

Total
DR

204 42

10125

0.00

10125

201335

4831.90

233595

4831.90

204 65

Total
CR

20465

101.25

891,298 57

101.25

2,013.35

4,831.90

233595

4,831.90

204 65

Status

INVALID

INVALID

INVALID

INVALID

INVALID

VALID

VALID

VALID

VALID

VALID

Message
Ot of Balance

No Lines

At least one of the lines is invalid
Ot of BalancelAt least one of
the lines s invalid.

At least one of the lines is invalid.

Staged

By

ARNOLDC1

ARNOLDC1

ARNOLDC1

ARNOLDCH

ARNOLDC1

ARNOLDCH

ARNOLDC1

ARNOLDCH

ARNOLDC1

ARNOLDC1

Staged
Date

02-APR-2019
02:50PM

03-APR-2019
04:01PM

03-APR-2019
04:02PM

03-APR-2019
04:01PM

03-APR-2019
03:59PM

02-APR-2019
02:53PM

03-APR-2019
03:56PM

03-APR-2019
03:58PM

03-APR-2019
03:59PM

03-APR-2019
04:03PM

Reset Button

Reset Button on Journal Entry Tool Screen

The Reset button on the Journal Entry Tool screen serves to uncheck the checkboxes on any journal
header(s) you may have selected. If you had clicked on a Journal Name, displaying the lines for that
journal at the bottom of the screen, then clicking this button will by default remove the display of

those lines because a journal has to be selected in order to display its lines.

/
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Reset Button on JET Lines Screen

The Reset button serves to reset the values on the screen to the state they were originally in when
you initially accessed the screen. This does not reset any column sorts/filters.

For example: if click the pencil icon to edit a line, make a few changes, and then realize they weren’t
the changes you intended to make, you can click the Reset button to change the screen back to
what it was when you started the edit of that line.

Apply Changes Button

When you’re doing data-entry on the screen, there is an Apply Changes button. This button is
equivalent to a save button. Assuming the changes you make pass validation, clicking this button will
save any changes you made on the screen, automatically navigating you back to the previous screen
displaying the results of your change(s).

Filter Columns
Filter using the magnifying glass search icon

A magnifying glass icon in the header section allows you to filter results displayed on the screen.
This search looks for the value entered in all journal header columns. Enter a value in the search box
and click the Search Header button.

Home Joumal Entry Tool Misc~

IQ. Isemhuamr Rows § T Ahionss Reset | | Dedate Joumais Upload Jaurnaks

P-4

Journal Journal GL Total Total Staged Staged
Freparor Journal Name Source Catogory Pariod oR CR Status  Mossage By Dato
ABDALLAM  ABDALLAMMOVING EXPENSES CHARGED T0 THE WRONG JET Aceauntng MAR 483160 483100 WALD - ARNOLDC1 02-APR.2012
GRANT-20920402 144218 Caorrection 2019-19 02:45PM
" MORRISSE MORRISSE-MONTHLY U PS MAN, CHARGES JET Indermal Billing MAR 204 E5 20465 WALID - ARNOLDC 02-APR-2012
MAR 19-20190402 125154 2019-19 02508
.
MORRISSE MORRISEE-MONTHLY FEDEX MAIL CHARGES JET Imemal Gilking MAR 33035 33035 WALID - ARNOLDCH 02-APR-2019
MAR1S-20190402, 145352 201819 02:53PM
" REEDT3 REEDT3-05C BILLING FOR FIREWALL MAINT & SUPPORT JET Indgmiad Billing MAR 10125 10125 WALID - ARNOLDTY D2-APR-2013
FEB18-20190402. 145514 201919 Q2:55PM

You can also access this icon for searching in a specific column, by clicking on any column name:

ournal Entry Tool

Q v Search Header Rows 5 & Actions v Reset Delete Journals Stage Journals Revalidate Journals Upload Journals

1-4
_ Journal Journal GL Total Total Staged Staged
O Journal Name Source Category Period DR CR Status Message By Date
s 1= = JET Accounting MAR 483190 483190 VALID - ARNOLDC1 ~ 02-APR-2019
Correction 201919 02:45PM
[ Q Filter...
0 |4 JPS MAIL CHARGES JET Internal Billing MAR 20465 20465 VALD - ARNOLDC1  02-APR-2019
ABDALLAH 4 201919 02:50PM
O po—— :EDEX MAIL CHARGES JET Internal Billing MAR 33035 33035 VALD - ARNOLDC1 ~ 02-APR-2019
k2 201919 02:53PM
0O | # | Ree0T FOR FIREWALL MAINT & SUPPORT JET Internal Billing MAR 10125 10125 VALD - ARNOLDC1 ~ 02-APR-2019
3 201819 02:55PM
1-4

|Elapsed Timé. vivw
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To use this feature, first click on the magnifying glass icon. The list of columns will appear (unless
you are using the column-specific icon displayed above). Select the column you want to filter on:

Home

All Columns
Preparer
Journal Name
Journal Source
Journal Category
GL Period

Status

Message

Staged By

1-4

Journal Entry Tool

Misc~

RANT-20190402.144218

R19-20190402.145154

R19-20190402.145352

Search Header Rows 5

Journal Name

DALLAH-MOVING EXPENSES CHARGED TO THE WRONG
RRISSE-MONTHLY UPS MAIL CHARGES

RRISSE-MONTHLY FEDEX MAIL CHARGES

Staged Date EDT3-BSC BILLING FOR FIREWALL MAINT & SUPPORT
B19-20190402.145514

A .
<3 Actions v

Journal
Source

JET

JET

JET

Journal
Category

Accounting
Correction
Internal Billing

Internal Billing

Internal Billing

GL
Period

MAR
2019-19

MAR
2019-19

MAR
2019-19

MAR
2019-19

Total
DR

4,831.90

204.65

330.35

101.25

Total
CR

4,831.90

204.65

330.35

101.25

Status

VALID

VALID

VALID

VALID

Message

journal Entry Tool

| Reset ‘ | Delete Journals 71 Stage Journals L Revalidate Journals | Upload Journals

Staged

By

ARNOLDC1

ARNOLDC1

ARNOLDC1

ARNOLDCA

Staged
Date

02-APR-2019
02:45PM

02-APR-2019
02:50PM

02-APR-2019
02:53PM

02-APR-2019
02:55PM

Type in the value you want to filter by, and click the Search Header button (or Search Lines button,
depending on the section of the screen you’re filtering):

Journal Entry Tool

Qv IMORRISSE\ l_;l Search Header ]Rnws 5

1-a
O Preparer
ABDALLAH
[J .~ MORRIssE
[J .~ MORRisSE
[0 .7 Reeoma

1-4

Journal Name

ABDALLAH-MOVING EXPENSES CHARGED TO THE WRONG

GRANT-20190402.144218

MORRISSE-MONTHLY UPS

MAR18-20190402.145154

MAIL CHARGES

MORRISSE-MONTHLY FEDI

MAR18-20190402.145352

REEDT3-BSC BILLING FOR FIREWALL MAINT & SUPPORT

EX MAIL CHARGES

FEB19-20190402.145514

~ S
0 Actions v

Journal
Source

JET

JET

JET

JET

| Reset |

| | Delete Journals | Stage Journals Revalidate Journals | Upload Journals

Journal
Category

Accounting
Correction
Internal Billing

Internal Billing

Internal Billing

GL
Period

MAR
2019-19

MAR
2019-19

MAR
2019-19

MAR
2019-19

Total
DR

4,831.90

204.65

330.35

101.25

Total
CR

4,831.90

204.65

330.35

101.25

Status

VALID

VALID

VALID

VALID

Message

Staged

By

ARNOLDC1

ARNOLDG1

ARNOLDC1

ARNOLDCA

Staged
Date

02-APR-2019
02:45PM

02-APR-2019
02:50PM

02-APR-2019
02:53PM

02-APR-2019
02:55PM

The results will then be filtered to exclude any journals that don’t fit your search criteria:

lournal Entry Tool

Search Header Rows 5 & Actions v | Reset | | Delete Journals Stage Journals Revalidate Journals Upload Journals
v 4 [E Row text contains 'MORRISSE'
1-2
JoAirnal Journal GL Total Total Staged Staged
O Preparer Journal Name ource Category Period DR CR Status Message By Date
O Internal MAR 330.35 33035 VALID ARNOLDC1 02-APR-2019
Billing 2019-19 02:53PM
O MORRISSE | MORRISSE-MONTHLY UPS MAIL CHARGES JET Internal MAR 20465 20465 VALID ARNOLDC1 02-APR-2019
MAR19-20190402.145154 Billing 2019-19 02:50PM
1=2

Elapsed Time: 0.01

NOTE: To remove the filter you can click “X” icon to the right of the filter. Or to temporarily disable
it, retaining the option to reactivate it later without having to recreate it, you can uncheck the
checkbox to the left of the filter:
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lournal Entry Tool

v Row text contains 'MORRISSE'

Search Header Rows 5 <

&)

12
O Preparer Journal Name
O MORRISSE MORRISSE-MONTHLY FEDEX MAIL CHARGES
MAR19-20190402.145352
O MORRISSE MORRISSE-MONTHLY UPS MAIL CHARGES
MAR19-20190402.145154
1=2

Elapsed Time: 0.01

Actions v ‘ Reset | ‘ Delete Journals Stage Journals Revalidate Journals Upload Journals
| Ees ] et

Journal Journal GL Total Total Staged Staged

Source Category Period DR CR Status Message By Date

JET Internal MAR 330.35 33035 VALID ARNOLDCH 02-APR-2019
Billing 201919 02:53PM

JET Internal MAR 20465 20465 VALID ARNOLDCH 02-APR-2019
Billing 2019-19 02:50PM

Filter using the column-specific filter

You can also click on any of the column names to display their corresponding list of values. From
there, you can click on any value to quickly apply a filter for that specific value:

lournal Entry Tool

Qv Search Header Rows 5 ko)
1-4
O Preparer Journal Name
O MORRISSE MORRISSE-MONTHLY UPS MAIL CHARGES
MAR19-20190402.145154
O £ ABDALLAH  ABDALLAH-MOVING EXPENSES CHARGED TO THE WRONG
GRANT-20190402.144218
O / MORRISSE MORRISSE-MONTHLY FEDEX MAIL CHARGES
MAR19-20190402.145352
] i REEDT3 REEDT3-BSC BILLING FOR FIREWALL MAINT & SUPPORT
FEB19-20190402.145514
1-4

Flapsed Time: 0.01

Actions v

Journal
Source

JET

JET

JET

Journal
Category

Internal Billing
Accounting
Correction

Internal Billing

Internal Billing

‘ Reset ‘ ‘ Delete Journals Stage Journals Revalidate Journals I Upload Journals

GL Total Total Staged
Period DR CR Date
MAR 20442 20485 T= s 02-APR-2019
2019-19 02:50PM
Q_ Filer...

MAR 4,831.90 4,831.90 02-APR-2019
2019-19 INVALID 02:45PM
MAR 330.35 33035 D 02-APR-2019
2019-19 02:53PM
MAR 10125 101.25 02-APR-2019
2019-19 02:55PM

The results will then be filtered to exclude any journals that don’t fit your search criteria:

lournal Entry Tool

v [/ Status = 'INVALID'

)

1-1
O Preparer Journal Name
O MORRISSE MORRISSE-MONTHLY UPS MAIL CHARGES

MAR19-20190402.145154
=4

Elapsed Time: 0.01

Search Header Rows 5 03

Actions v

Journal
Source

JET

Journal
Category

Internal
Billing

1 Reset H Delete Journals ‘ Stage Journals Revalidate Journals Upload Journals

GL Total Total Staged Staged
Period DR CR Status Message By Date
MAR 20442 20469 INVALID [Outof ARNOLDC1 02-APR-2019
2019-19 alance 02:50PM

You can also search and/or filter on multiple columns at the same time. For example, you may want
to find all journals prepared by a specific person with the status of INVALID. To do this, follow the
same steps above to apply the following filters:
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lournal Entry Tool

Q v Search Header Rows 5 63 Actions v Reset Delete Journals Stage Journals Revalidate Journals Upload Journals

Row text contains 'MORRISSE' \

v Status ='INVALID' J

| Preparer

Journal Journal GL Total Total
Source Category Period DR CR

Staged

Journal Name Date

ARNOLDC1 02-APR-2019
Balance 02:50PM

LI MORRISSE |MORRISSE-MONTHLY UPS MAIL CHARGES JET Internal MAR 204.42 204.69
MAR19-20190402.145154 Billing 2019-19

11

Elapsed Time: 0.01

Lastly, you can also search for a value without specifying a column in which case the system will
search for your value in all of the columns and return results for any row that has that value in it
regardless of which column it appears in.

For example, if you staged a large journal and want to see all the lines that are posting either a debit
or a credit in a specific amount then instead of applying two filters (one on the Debit column and
another on the Credit column) you can type in the dollar amount you’re looking for (don’t click on
the magnifying glass icon to select a column) and click the Search Lines button:

NOTE: When searching for a dollar amount, enter the numerical value only. Do not type in commas.
Doing so will return zero results because the Debit and Credit columns only contain numerical data
(i.e. the commas displayed on the screen in these columns are displayed as formatting, they are not
truly part of the numerical values themselves):

[MORRISSE-MONTHLY FEDEX MAIL CHARGES MAR19-20190402.145362
Qv | 201335 SearchLine |Rows 50 %) Actions v Delete Lines

1-13

Line Expenditure Line
O Number Entity Source Organization Activity Function Object Project Task Award  Debit  Credit  ltem Date Description Status 7=  Message
[_l E " 1 = - - - - 780325 12149 13 4100001 2299 000 14 Mail Services Bilings March 14 2019: Shipping. VALID

MAR-2019 20190208 430200671138, FedEx Intl Economy,DR. DAVID
MCCURDYMAIL SERVICES - Procd. By Anita Morrissey
(morrisse@ohio.edu, 3-0149)

0| £ 2| = - - - - 780325 11204 10 1120674 43.02 0.00 14- Mail Services Billings March 14 2019: Shipping. VALID
MAR-2019 20190222 430290671664, FedEx Intl Priority, CARLOS MUNOZ
CAMACHO MAIL SERVICES - Procd. By Anita Morrissey
(morrisse@ohio.edu, 3-0149)

[ Al = - - - - 780325 11574 10 1500192 8.01 0.00 14- Mail Services Billings March 14 2019: Shipping. VALID
MAR-2019  20190227,774492415647,Ground, ALIMED, Tiffani Hart - Procd.
By Anita Morrissey (morrisse@ohio.edu, 3-0140)

O« 4 - - - - - 780325 12162 13 4100001 17.35 0.00 14- Mail Services Billings March 14 2019: Shipping. VALID
MAR-2019  20190227,774575067507 FedEx Priority Overnight,Eldad
Hod,Tiffani Hart - Procd. By Anita Morrissey
(morrisse@ohio.edu, 3-0149)

0 # 5 - - - - 780325 12546 13 4140001 25.94 0.00 14- Mail Services Billings March 14 2019: Shipping, VALID
MAR-2019 20190227, 430200872010, FedEX Intl Economy, TUBA
UNSAL,MAIL SERVICES - Procd. By Anita Morrissey
(morrisse@ohio.edu, 3-0149)

3 {.4 5 - - - - - 780325 11128 10 1130110 24.35 0.00 14 Mail Services Bilings March 14 2019: Shipping, VALID
MAR-2019 20190222,430290871723 FedEx Intl Economy, PROFESSOR
RALF HOFFMANN MAIL SERVICES - Procd. By Anita Morrissey
(morrisse@ohio.edu. 3-0149)

O # Fil = = = — = 780325 15546 10 3142601 72.87 0.00 14- Mail Services Bilings March 14 2019 Shipping, VALID
MAR-2019  20190228,774569427618 FedEx Intl Priority, ALEX
CERVELLIJIE SUN - Procd. By Anita Morrissey

The results will then be filtered to exclude any journals that don’t fit your search criteria:
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IORRISSE-MONTHLY FEDEX MAIL CHARGES MAR19-20190402.145352
Q N Search Line Rows 50 & Actions v Delete Lines

v [ 4 Row text contains '2013.35' ]
J
1-1
Line Expenditure Line
O Number Entity Source Organization Activity Function Object Project Task Award Debit Credit item Date Description Status 7= Message
O . ; 13 10 100000 810450 0000 00 480325 - = = 0.00 201335 Mail Services Billings, FedEX VALID

Departmental Billings, March 14 2019:
Anita Morrissey (morrisse@ohio.edu,
3-0149) - Grants

0.00 2,013.35

Sorting Columns

Any column can be sorted in either ascending or descending order. Only one column can be sorted
at a time. Click on the Column Name to display and click on the sorting icons (NOTE: the icon with
the arrow pointing up is the Sort Ascending icon and the icon with the arrow pointing down is the
Sort Descending icon):

1= 1=
[ |

For example, if you want to sort the journal lines by line number simply click on the Line Number
column name and then click on the Sort Ascending icon to see the lines in ascending order of Line
Number (i.e. from smallest line number to the largest line number):

ABDALLAH-MOVING EXPENSES CHARGED TO THE WRONG GRANT-20150402.144218

Qv Search Line FRows Al 2 ACtions v

< = Number QMEntity Source Organization Activity Function Object Project T
—
ﬂ = 1= ) ] 712410 11003 1

Cl L # e , - 712410 11128 1
0O #15 A . s 712410 11003 1
g = - 712410 11128 1
E Tt - = 712410 11003 1

Selecting Values from Dropdown LOV’s
JET Headers Screen

On this screen, if a field is already populated with a value, it can be changed. The header screen uses
dialog boxes that display your currently selected value. For example, the Preparer field is defaulted
to the selected preparer from staging. To select another preparer, click on the dropdown arrow to
the right of the field. Notice only the single defaulted value will appear:
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@ OHIO UNIVERSITY A amolde1  Application Home Home  Logout
JET Headers Search Dialog x

* Preparer | ARNOLDCL - Amold, Christina M |ArNoLDC1 ‘ W

*
Journal _Sh_nrt - Select Preparer's Ohio ID -
Description

Arnold, Christina M (ARNOLDC1)

* Journal Header Row(s) 1-1
Long Description

Clear the value, enter a searchable value, and click the Search button to see all values that match
your search criteria:

JET Headers Search Dialog ® | @
* Preparer | ARNOLDC1 A/ Amold, Christina M | ‘MEISER I _»@]

*
Journal ﬁh_ort - Select Preparer's Ohio ID -
Description

Meiser, Beth (MEISER)

Romeiser, Madison Halie (MR295717)
* Journal Header

Long Description Row(s) 1-2

In the results section, click on the value you’re looking for:

JET Headers Search Dialog x | @

* Preparer | ARNOLDC1 A Armnold, Christina M ‘ MEISER ‘ W
*
Journal §h_ort - Select Preparer's Ohio ID -
Description
Meiser, Beth (MEISER)
Romerser, Madson riale (MR295717)
* Journal Header
Row(s) 1-2

Long Description

And the value will then populate in the Preparer field:

JET Headers | Cancel @

e = eteer Beth

* Journal Short
Description

JET Lines Screen

Each of the segment value fields has a dropdown list of values that can be searched by either
segment value number or name/description.

For example, if you know you want to charge a Lab Supplies & Services object code that begins with
7124XX but can’t remember exactly which segment value you need, you can type in “7124”, click the
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magnifying glass icon to the right of the field, and all object codes that begin with 7124 will be
displayed for you to choose from:

JET Lines

Journal Header

* Line Number

Entity

Source

Organization

Activity

Function

Object

Project

Task

Award

Debit

ABDALLAH-MOVING EXPENSES CHARGED TO THE WRONG GRANT-20190402 144218

[

Object Search

| Object
712410

712540
712440
712450
712460

1530105

Search | Object

712470

L "SORATORY SUPPLIES
XRAY SUPPLIES

RADIOACTIVE MATERIALS

PSI LASERGRADE FEES

HAZARDQOUS MAT NONRADIOACTIVE

GASES DEMURRAGE CHEMICALS AND FERTILIZERS

PROBING INTERACTIONS HYDROCARB

0.00

Credit

v:[7124\ H[ (] ] EpaguaT

Description -

15.00

Also, if you need to search by name/description then click on the dropdown arrow in the Search
field and instead of selecting the number option, select the name/description option. Proceed with
the search as previously described.

JET Lines

Joumnal Header

* Line Number

Eniity

Source

Organization

ABDALLAH-MOVING EXPENSES CHAI |

Object Search

| Object
101002

101004 CASH PAYROLL
101006

101008

CASH PERKINS
CASH FEDERAL DIRECT LOAN PROG

1 ~

Jescription

‘PMORGAN CHASE

~

For example, if you know the project you need to charge has a name that begins with “CHOOSE OH
FIRST” then you can type that in and see all of the projects with names that begin with that value:
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Project Search

I search |ProjectName | v |[CHOOSE OH FIRST

Project Number | Project Name
CHOOSE OH FIRST 5TEM SE ORIO
CHOOSE OH FIRST NURSING
CHOOSE OH FIRST PCMH

CHOOSE OH FIRST PRIMARY CARE A

L VETIIE S IR B L Ty b VRIS BANE VEST W A E ey

Use % signs when searching for anything other than leading characters. For example, if you want to
see all projects that have the “Sustainability” in them, then type in a % sign followed by the word
and another % sign. Click on the magnifying glass icon to see the results:

Project Search

Search | ProjectName | v ||| %SUSTAIN% ]

Project Number Project Name

KENNELDY MUSEUM SUSTAINABILITY

P&G SUSTAINABILITY

The Task field’s list of values is dependent on the selection made in the Project field; and the Award
field’s list of values is dependent on the selection made in the Task field.

Notice after you populate the Project number, the Task dropdown is limited to only the tasks setup
on that project:
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* Line Number

1.
Entity B
Source B Task Search Clo
Organization B ‘ . = = |
Search | Task Number v | 0 Page 1 E
Activity B
i Task Number | Taks Name
Function B I |
2 THOMPSON RESERVE
Object | 712410 [-] PROJECT COSTS
: PROJECT COSTS
Project n
PROJECT COSTS FY17
Task B EARLY FY18 GRFP
7 NASSIF FY18 GRFF
Award E
: . THOMPSON FY18 GRFP
Debit EARLY FY19 GRFP

NASSIF FY19 GRFP

nditure ltem Date | 14-MAR-2019

The same is true of the Award field. Only the awards funding the populated Project-Task combo will
appear in the list of values:

Function u
Object 712410 B ICMA Award Search Clo
Projeet B OSTE | —_— ‘
o] Gt | Search Award Number v || (2] a Page 1 a
: | sAward. Nombe: d
Task  18.03 n THOK :
- | Award Number Award Name |
|| |§ —> BRG] GRFP: DING NASAL CAVITY SHAPE
Debit - — —
" P o]

Actions Menu

An Actions menu with a dropdown list of values is available, providing many of the same
functionalities explained above including Filter, Rows Per Page, Sort (under the Actions menu you
have to first click on Format and then click Sort), and Reset. In addition to those, this menu provides
a Download option to download the list of journals or lines to an excel file.
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Q v Search Line Rows Actions w

50

Y Filter
E Rows Per Page >
% Format b

[S Reset

(@) Help

2 Download

Flapsed Time: .01

To do this first click on Actions then click on Download:

Saareh Line Detete Lines m
) T Filter
Line B Rows Porfoge 3 pendiiure Line
Number Eneity Source Organization Actvily  Funetion  Diijwet Dot Crediy purn Date Deseription Sous 7L Message
2, Foomat »
\ TBO325 | e 100 VALID
B Reset
2 TROE \ALID
’ 1eoaRh 1 10 am 000 14 Ladl Seraces Bilings March 14 2010 Shippang, WA

Click on the CSV icon to export the data to a CSV file in Excel:

MORRISSE-MONTHLY FEDEX MAIL CHARGE'S MAR19-20190402.145352
Qv SearchLine Rows 50 £ Actions v | Delete Lines

Download x®
Choose report download format: Expenditure Line
Object Project Task Award  Debit  Credit  Item Date Description Status =  Message
M 780325 12143 13 4100001 22.99 0.00 14- Mail Services Billings March 14 2019: Shipping, VALID —

MAR-2019 20190208,430290871138 FedEx Intl Economy,DR. DAVID
MCCURDYMAIL SERVICES - Pracd. By Anita Morrissey

csv HIML Email PDF (morrisse@ohio.edu, 3-0149)
80325 11204 10 1120674 4392 0.00 14- Mail Services Billings March 14 2019: Shipping, VALID -
¢ ) MAR-2019 20190222 430290871664, FedEx Intl Priority, CARLOS MUNOZ
anoe CAMACHO,MAIL SERVICES - Procd. By Anita Morrissey

(morisse@ohio.edu, 3-0149)

o # 3 - = 5 - E 780325 11574 10 1500192 8.01 0.00 14 Mail Services Billings March 14 2019: Shipping, VALID =
MAR2019  20190227.774492415647, Ground ALIMED, Tiffani Hart - Procd. By
Anita Morrissey (morrisse@ohio.edu, 3-0149)

In Firefox, the following window will appear and you will have to click Ok to open the file:
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Opening journal_lines.csv
|ORRIS SE-MONTHLY FEDEX MAIL CHARGES MAR18-20190402.1453{8 =

You have chosen to open

Qv Search Line .
2] journal_lines.csv
whichis: Microsoft Excel Comma Separated Values File (6.4 KB)
Download from: https://ebiz-tctest.ohio.edu
Choose report download format: diture Line
What should Firefox do with this file? Date Deseription Status 7= Message
@/ Gpenwith | Microsoft Excel (default) X
pA @ = Mail Services Bilings March 14 2019 Shipping, VALID =
o — iy () Save File 2019 20190208 430290871138 FedEx Intl Economy,DR. DAVID
W o e e MCCURDY,MAIL SERVICES - Procd. By Anita Morrissey
csv i s pot 0 this automatically for files like this from now on. {orsetstio s, 5.0148)
Mail Senvices Bilings March 14 2019: Shipping VALID .
[ Gancel 2019 20190222,430290871664,FedEx Intl Priority, CARLOS MUNOZ

CAMACHO MAIL SERVICES - Procd. By Anita Morrissey
(mortisse@ohio edu, 3-0149)

Cl 4 4 3 - - - - - 780325 11574 10 1500192 801 0.00 14- Mail Services Billings March 14 2019: Shipping, VALID =
MAR-2019 20190227,774492415647 Ground ALIMED, Tiffani Hart - Procd. By
Anita Morrissey (morrisse@ohio.edu, 3-0149)

In Chrome, the file will appear at the bottom of the browser in the downloads section and you will
have to click on it to open it:

— O
i https;//ebiz.ohio.edu/OA HTML, X \ [ Oracle Applications Home Page X FZ Journal Entry Tool x -+
& C' @ htips://ebiz-tctest.ohio.edu/ords/f2p=500:3:5556162273090:NO=P3_X,P3_JOURNAL NAME:324, MORRISSE-MONTHLY%20FEDEX%20MAIL%20CHARGES%20MAR ... 3% o :
Journal Journal GL Total Total Staged Staged
Preparer Journal Name Source Category Period DR CR Status Message By Date
02:53PM
1-3
Elapsed Tim o
Download x
[[ERRESE Choose report dowrioad format: |
Q~ > Actionsv | Delete Lines |
A
1-13
csv HTML Email PDF
Expenditure Line
L Project Task Award Debit Credit Item Date Description Status T
Cancel
{ 12149 13 4100001 2299 0.00 14-MAR- Mail Services Billings March 14 2019: Shipping. VALID
N 2010 20100702 42NIANAT1120 EadFy Infl
B journal Tives (3 cov ~ Showall X

General Navigation

Please DO NOT use the browser icons (screenshot below) to navigate from screen to screen within JET.
Instead, use the menus and buttons in JET.

tips.//ebizohic.edu/OA_HTML/OA jspTOAFUNc =OAHOMEPAGES

Favorites Tools  Help

Ty OH

IO E-Business Suite
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APPENDIX B: JOURNAL CATEGORIES & DESCRIPTIONS

JOURNAL CATEGORIES & DESCRIPTIONS

There are eleven possible journal categories to choose from. Please take the time to pick the correct
category from the following list. More information for each of these categories follows the list below.
The categories are:

Accrual Adjustment Autoaccounting Balance Rollforward
Corrections-A/P Corrections—Internal Bill Corrections-Other Corrections-PCARD/CONCUR
Deferral/Prepaids Internal Billing Transfer-Funding Investment

ACCRUAL: Use for adjustments to accrual balance sheet accounts to include both accrued expenses —
expenses incurred but not yet paid and accrued revenue — revenue that has been earned but for which
payment has not yet been received. Includes all AP (Accounts Payable) and AR (Accounts Receivable)
entries including subsequent reversals or recognition entries.

= Journal Short Description: Short Title of Accrual & Time Period.
e Example 1: Book payables for Bobcat Depot at 6/30/19.
e Example 2: Accrue Men’s BB Camp revenue held in June 2019.

= Journal Header Long Description: Include a full description of Title of Accrual & Time Period
as a whole as well as contact information such as name/number/email.
e Example 1: Book payables for Bobcat Depot at 6/30/19. Joe Smith Smith@ohio.edu
7-9999
e Example 2: Book AR for Men's BB Camp held in June but monies received in July.
Joe Smith Smith@ohio.edu 7-9999

= Line Description: Detail that supports the accrual transaction including all invoice
information.

e Example 1: Record Payable for Invoice 987-451 dated 7/1/19; Apple; PO 45447;
Q=27 lpads. Goods received 6/30/19 but invoice not recd until after AP deadline for
2nd close invoices.

e Example 2: Book AR for Men's BB Camp held in June but monies not deposited until
July - 5524934 Boys' Basketball Team Camp Receipt Number - 2003778 Document
Number 7/10/2019.

ADJUSTMENT: Use for other adjustments, Inventory cost of goods sold adjustments & other inventory
adjustments, Endowment distributions, Indirect cost adjustments, Loans, Revenue allocations, Sales Tax
adjustments, escheatment entries, Payroll Dept overpayments/adjustments, etc. & also any associated
corrections to these types of entries. Adjustments also include bank account entries such as interest
income and bank fees, merchant service fee allocations and waiver and scholarship allocations, as well
as corrections to any of these types of entries.
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= Journal Short Description: Short description of what is occurring.
e Example 1: Airport inventory adjustments January 2019.
e Example 2: Cost of Goods sold Campus Rec Inventory January 2019.

= Journal Header Long Description: Include a full description of what is occurring as a whole
as well as contact information such as name/number/email.
e Example 1: Airport inventory adjustments January 2019. Joe Smith
Smith@ohio.edu 7-9999
e Example 2: Cost of Goods sold Campus Rec Inventory January 2019 Joe Smith
Smith@ohio.edu 7-9999.

= Line Description: Detail that supports adjustment.
e Example 1: Reduction of King Air parts inventory and increasing the cost of goods
sold for Airport Operations.
o Example 2: Adjusting inventory to actual for Golf ball inventory counts occurring
12/31/18.

AUTOACCOUNTING: (FINANCE USE ONLY) Use to correct auto-accounting on IDC and Revenue from
Mass Adjust process (current FY time period). Could include transfer codes used in Mass Adjust process.

= Journal Short Description: Correct auto-accounting on IDC and Revenue from mass adjust
(current FY time period).
e Example 1: Correct Revenue/IDC autoaccounting source from mass adjust FY19

= Journal Header Long Description: Correct auto-accounting on IDC and Revenue from mass
adjust (current FY time period) including detail of segments and PTA corrected and contact
information such as name/number/email.
e Example 1: Correct Revenue and IDC auto-accounting from source 445200 to
443000 on PTA 15016-18-1334664 for FY19. Cindy Perry perryc@ohio.edu 7-9999.

= Line Description: Correct Revenue or IDC including detail of segments and PTA corrected.
e Example 1: Correct Revenue and IDC auto-accounting from source 445200 to
443000 on PTA 15016-18-1334664 for FY19.

BALANCE ROLLFORWARD: (FINANCE USE ONLY) Used to roll fund balances forward. (Object code
300200 on both sides of the transaction. July entries only).

= Journal Short Description: Short description of what is occurring.
e Example 1: Adjust fund balance for Finance.

= Journal Header Long Description: Include a full description of what is occurring as a whole
as well as contact information such as name/number/email.
e Example 1: Adjust fund balance for Finance departmental accounts. Joe Smith
Smith@ohio.edu 7-9999
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= Line Description: Detail that supports adjustment.
e Example 1: Adjust fund balance for GAFR designated accounts.

CORRECTIONS-A/P: Use for corrections where the original transaction to correct is an invoice paid
through a Purchase Order or a Payment Request Form/Direct Payment Form. This also includes student
travel, reimbursements, or other items turned in on paper and keyed into Oracle by the AP office.
Includes reallocations of AP payments. Includes corrections to AP credit memos.

= Journal Short Description: Short description of why the correction is necessary.
e Example 1: Correcting the organization codes on invoices.
e Example 2: Correcting the activity code charged on a payment request.

= Journal Header Long Description: Include a full description of why the correction is
necessary as a whole as well as contact information such as name/number/email.
e Example 1: Correcting invoices charged to wrong organization codes. Joe Smith
Smith@ohio.edu 7-9999
e Example 2: Correcting activity codes on payment requests due to newly established
segment. Joe Smith Smith@ohio.edu 7-9999

= Line Description: Detail that supports the accounting transaction. Including original
transaction # & date posted; Supplier, full invoice description, expenditure item date, etc.

e Example 1: Change org code from 20100 to 200110 - 441873 | Smith, Joe L |
SCIQUEST C0085611 Inv Date:09-MAY-19 GL Date:09-MAY-19 CHECK |
INV#:312565402001 | OFFICE DEPOT INC | $118.07 | Dial(R) Basics Liquid Hand
Soap, 7.5 Oz.

o Example 2: Change activity code from 0000 to 7699 1251326 | INV# 8585-ATHENS
FILM FESTIVAL SCREENING FEES | 8585 | INV# 8585-ATHENS FILM FESTIVAL
SCREENING FEES

CORRECTIONS-INTERNAL BILL: Use for corrections where the original transaction to correct is an
Internal Billing. Also use for allocations/reallocations using 48XXXX or 78XXXX. This category is for
object codes 48XXXX and/or 78XXXX only where the last four digits of the object codes balance to zero.

= Journal Short Description: Short description of why the correction is necessary.
e Example 1: To credit duplicate charge on FA-1234567 for OCT 2020
e Example 2: Correct Internal Billing charged to PTA in error
= Journal Header Long Description: Include a full description of why the correction is
necessary as a whole as well as contact information such as name/number/email.
e Example 1: To credit duplicate charge (Parts only) on FA-1234567 FOR OCT 2020.
Joe Smith smith@ohio.edu 7-9999
e Example 2: Correcting JONESI -Billing for Printing Services February 11-17, 2020 that
charged PTA 12450-10-153001 in error. Joe Smith, 7-9999, smith@ohio.edu

= Line Description: Detail that supports the accounting transaction. Including original
transaction # & date posted; descriptions, expenditure item date, etc.
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e Example 1: Correct duplicate billing for 1058980 CONVO E111 - Ice machine billed
on JE JONES-HVAC, PAINT AND RECYCLING CHARGES FOR OCT 2020-
202010009.115914 INTERNAL BILLING USD; Posted 10.9.20 by Jonesl@ohio.edu, 7-
2939

e Example 2: To correct internal billing charged to PTA in error: Copy and Printing,
Invoice #143847--Business Card: 250 - New employee-Bill Williams, 2/15/20.

CORRECTIONS-OTHER: Use for corrections where the original transaction to correct is a Mail Interface
transaction (not charged with IC codes), SIS Peoplesoft transaction, Suspense account corrections for
Transact Payments, SIS Peoplesoft and Mail, and Receivables including AR Sales Invoices, AR Credit
Memos and AR Misc Receipts. For recurring SIS Peoplesoft entries, e-mail to update
account information for future transactions. For recurring Transact Payments or eMarket entries, email

to update account information for future transactions. NOTE: This journal category
should be used infrequently. Use this category for corrections only if no other correction journal
category is appropriate.

= Journal Short Description: Short description of why the correction is necessary.
e Example 1: Correct organization on Mail Interface.
e Example 2: Correct revenue object credited by Sales Invoice transaction.

= Journal Header Long Description: Include a full description of why the correction is
necessary as a whole as well as contact information such as name/number/email.
e Example 1: Correcting organization on mail charge due to newly established
segment. Joe Smith Smith@ohio.edu 7-9999
e Example 2: Correct revenue object credited by Sales Invoice transaction. The
incorrect object was provided on the External Billing Authorization. Joe Smith
Smith@ohio.edu 7-9999

= Line Description: Detail that supports the accounting transaction. Including original
transaction # & date posted; descriptions, expenditure item date, etc.

e Example 1: Change organization from 700255 to 700210 on MAIL 2019-11-07
22:30:15 230 INTERFACE USD.

e Example 2: Correcting Invoice Transaction Type - 1 Gen Misc Inv. Invoice
Transaction Number — 1058590 Document Sequence Category - Document Number
- that credited 471634 for SPECIAL EVENTS SERVICES and should have credited
470830 for LABOR CHARGES

CORRECTIONS-PCARD/CONCUR: Use for corrections where the original transaction to correct was paid
by a PCard transaction or CTA Card transaction and other items entered in Concur including TR - travel
expense reports and RE - other reimbursements.

NOTE: For corrections to paper TR’s use the Journal Category- ‘Corrections-A/P’.

= Journal Short Description: Short description of why the correction is necessary.
e Example 1: Correcting organization codes on PCard transactions.
e Example 2: Correcting the activity code charged on CTA Card transactions.
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= Journal Header Long Description: Include a full description of why the correction is
necessary as a whole as well as contact information such as name/number/email.
e Example 1: Correcting PCard transactions charged to wrong organization codes. Joe
Smith Smith@ohio.edu 7-9999
e Example 2: Correcting activity codes on CTA Card transactions due to newly
established segment. Joe Smith Smith@ohio.edu 7-9999

= Line Description: Detail that supports the accounting transaction. Including original
transaction # & date posted; Supplier, full invoice description, expenditure item date, etc.

e Example 1: Change org code from 100060 to 100050 - PCSMIT042919 |
000008468525723 | REFRESHMENTS FOR FILM SCREENING, HUMANITAS| 05-
1828344 | Post Date - 17-APR-19 |JOE L SMITH | Tran Date -16-APR-19 |OHIO
UNIVERSITY |ATHENS | OH

e Example 2: Change activity code 0000 to 1299 - RVSMIT61819A |
08483630383 | ABLE ASSOC FOR BIOLOGY LAB EDUCATION|AIRFARE TO OTTAWA,
CN|JOE L SMITH BIOS FACULTY|05-1828675]| Post Date 22-APR-19-1 TRAVEL CARD
Tran Date 18-APR-19| WESTJET| 8889378538 | AL

DEFERRAL/PREPAIDS: Use for adjustments relating to Revenue Deferral — payments received for
revenue that has not yet been earned and, Prepaid Expenses — payments for goods or services to be
received in the future. Includes all Prepaid and Deferred Revenue entries—all entries using Prepaid and
Deferred Revenue object codes. This includes recognition of Prepaids and Deferreds and subsequent
reversals of these entries. Also includes sales tax associated with the revenue, if incorporated in the
same Deferred Revenue entry.

= Journal Short Description: Short Title of Deferral/Prepaid & Time Period.
e Example 1: December 2018 ROOM allocation for Fall Semester
e Example 2: Move invoices paid in June 2019 to prepaid.

= Journal Header Long Description: Include a full description of Title of Deferral/Prepaid &
Time Period as a whole as well as contact information such as name/number/email.
e Example 1: December 2018 ROOM allocation of deferred income for Fall Semester.
Joe Smith Smith@ohio.edu 7-9999
e Example 2: Move invoices paid in June 2019 from expense to prepaid due to July
2019 service period. Joe Smith Smith@ohio.edu 7-9999

= Line Description: Detail that supports the deferral/prepaid transaction including all invoice
information.
e Example 1: December 2018 ROOM allocation of deferred income for Fall Semester
e Example 2: Invoice 45785 dated 6/30/19; Hodson, LLC; PO 78788; Consulting
services hit GL in June 2019 should be moved to July 2019 since service period is
7/1/19 to 7/31/19.

INTERNAL BILLING: Billings for goods and/or services between University departments. (Includes OU,
Rebill, Foundation, Subsidiary & Student Organization accounts, etc.). Use Object Code 48xxxx on credit
side and 78xxxx on debit side of transaction. The last four digits of the paired object codes for internal

4
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charges are always the same. Include who requested, what was requested, date of service, contact
person and pertinent information-building, rate, etc.

= Journal Short Description: Short Title of Service & Period of Service.
e Example 1: Transportation Services Billings September 2018.
e Example 2: Billing for Printing Services February 11-17, 2019

= Journal Header Long Description: Include a full description of Title of Service & Period of
Service as a whole as well as contact information such as name/number/email.
e Example 1: Transportation Services Billings September 2018. Joe Smith
Smith@ohio.edu 7-9999
o Example 2: Billing for Printing Services February 11-17, 2019 Joe Smith
Smith@ohio.edu 7-9999

= Line Description: Detail that supports the billing transaction. Make as useful as possible such
as who, what, when, where and why, to be able to determine Business Purpose and
allowability on account. Document unusual circumstances for exception to 30-day rule.
e Example 1: Motor Pool Rentals, Trip ID #109991 Rented by Jane Smith on 09/22/18
for 1 day(s), Purpose: Student field trip.
e Example 2: Copy and Printing, Invoice #143847--Business Card: 250 - New
employee-Jon Smith, 9/22/19.

TRANSFER-FUNDING/INVESTMT: Use for: 1) Funding transfers using Object Code 6xxxxx on both
sides of the transaction; or 2) Investment transfers using Object Code 8xxxxx on both sides of the
transaction. Transfers must use the same object code on both the debit and credit sides of the

entry. Also use for corrections to transfers-make sure to reference original transaction you are
correcting. Please see the for more information.

= Journal Short Description: Short description of what is occurring.
e Example 1: Transfer funds from VPR office to VPFA.
o Example 2: Transfer funds from Dean's office.

= Journal Header Long Description: Include a full description of what is occurring as a whole
as well as contact information such as name/number/email.
e Example 1: Transfer funds from VPR office to VPFA for support of audit costs. John
Smith Smith@ohio.edu
e Example 2: Transfer funds from Dean's office to multiple departments to support
faculty searches. Joe Smith Smith@ohio.edu 7-9999

= Line Description: Detail that supports transfer.
e Example 1: For support of Federal Grant Audit costs.
e Example 2: 1065: FY19 APPROVED GROUP | & Il FACULTY SEARCHES.
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RULES & GUIDELINES FOR JOURNAL ENTRIES

e Do not correct multiple transactions on a single line. Correct an individual transaction or partial
transaction per line. (use Transaction Export in the General Ledger section of the OBI Finance
Dashboard to find details for General Ledger Transactions & Expenditure Inquiry in the Grants
section of the OBI Finance Dashboard to find details for Grants Transactions).

e Payroll module transactions should be corrected by completing a Payroll Expense Accounting
Correction (PEDS) form and email to department identified on form.

e Misc Receipts transactions— use the category Corrections-Other for a one-time correction. For
recurring corrections, email cashier@ohio.edu with a description of the transactions, the
original GL string and the correct GL string. Note that in OBI, Misc Receipts have the Receivables
JE Source and Misc Receipts JE Category.

Accounted
Net

JE Source
Name

Effective I
Category | Description Vendor Name

Name

Account 4% Period JE Header Name JE Header Descriptiol

11-100000-550227-0000-00-470490 OCT2020-21 10/06/2020 06-OCT-2020 MiscReceipts  Journal Import Receivables Misc 5946801 Insite Wireless Group, check (1,570.00)
9265175: Receipts | date 09/24/20, check #066592, tower

lease Receipt Number - 2559582

Document Number -

e Receipts related to Foundation accounts should be corrected by contacting Treasury@ohio.edu

e SIS corrections — use the category Corrections-Other for a one-time correction. To correct
recurring transactions, email to bursar@ohio.edu with description of transaction, date, amount,
original GL string and the correct GL string. Note that in OBI, SIS transactions have Peoplesoft as
the JE Source Name.

Accounted
Het

JE Source

Account Period JE Header Name JE Header Description

ED::"% Category Description Vendor Name

10-100000-110514-0000-00-411411  NOV2020-21 11/02/2020 SIS_PEOPLESOFT SIS_PEOPLESOFT
2020-11-03 02:00:34 001 2020-11-03 02:00:34
INTERFACE USD 001

PEOPLESOFT [INTERFACE SIS_PEOPLESOFT 2020-11-03 (36.00)
02:00:34 001

e Accounting Corrections must be completed within 90 days of transaction date. Special
circumstances for late entries must be documented in the 90 Day Correction Reason field. The
journal entry may be reversed if it is late and the circumstances are not appropriate for a late
entry. The 90 day correction reason must include:

o What unusual circumstances exist that justify exception to the 90 day rule?
o What action will be taken to eliminate future corrections?

e Internal Billings must be completed within 30 days after the month of service. Special
circumstances for late entries must be documented in the line description. The journal entry
may be reversed if it is late and the circumstances are not appropriate for a late entry.

REVERSAL PROCESS FOR JOURNAL ENTRIES

The Reversal process for JET can be completed using 1 of 2 options as outlined below:
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15t option: You can create a new journal entry with the debits and credits reversed and upload as a
new journal entry.
Or
2nd option: Send an email to FinanceCustomerCare@ohio.edu requesting a JET reversal. You must
provide the following details:

A. Copy & Pasted full name of the Journal Entry (not a snippet);

B. Period the original entry posted;

C. Period you would like the reversal posted (Open periods only).

APPENDIX C: JOURNAL STANDARD DESCRIPTIONS

Rather than enter repetitive data every time you stage a journal entry, JET provides functionality to
allow you store frequently used Journal Header Long Descriptions. To create a Journal Standard
Description, click on the Misc menu and select the Journal Standard Description option:

&G OHIO UNIVERSITY

Home Journal Entry Tool

Journal Standard Description

Download a Tempiate
Qv Uploaded Journal Status

On the Misc>Journal Standard Description screen, click on the Create button:

X arnoidct  Application Home  Home  Logout

&G OHIO UNIVERSITY

Home Journal Entry Tool Misc

Misc - Journal Standard Description

On the Journal Standard Description screen, populate the Short Name and Description fields:

X arnoldct  Application Home  Home  Logout

&G OHIO UNIVERSITY

Journal Standard Description i Cancel |
[* Short Name | Monthly FedEx Mail Charges ]
26 of 240

*Descnptboll AAH19 Monthly FedEx Mail Fees - For questions, please contact
Hailey Limpne at 3-9999 limoneh99@ghio.eduy

104 of 240
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NOTE: The Short Name is the name that will appear directly underneath the Journal Long
Description field on the JET Headers screen when staging a file and is limited to 20 characters. The
Description will be the value that will populate in that field if you click on the hyperlink.

Click on the Create button:

A arnoldei  Application Home Home  Logout

G5 OHIO UNIVERSITY

Journal Standard Description i_Cance_I_-

* Short Name Monthly FedEx Mail Charges

26 of 240

*Descnpﬁoll XXX19 Monthly FedEx Mail Fees - For questions, please contact
Hailey Limgne at 3-9929 limoneh99@ghio.eduy

104 of 240

The standard description will now appear on the Misc>Journal Standard Description screen:

A arnolde1  Application Home  Home  Logout

&g OHIO UNIVERSITY

Home Journal Entry Tool Mise =

Misc - Journal Standard Description
Qv Go  Adionsv

Short Name Description Created By Creation Date
Monthly FedEx Mail H19 Monthly FedEx Mail Fees - For questions, please contact Hailey Limone at 3-9999 ARMOLDCY1  01-APR-2018
Charges limoneh29@ohic.edu 04:19FPM

To edit it, click on the pencil icon.

On the Journal Standard Description screen, you can click Cancel to abandon edit, click Delete to
delete the saved standard description, or make a change and click Apply Changes:

Journal Standard Description | Cancel || Delete I Apply Changes ]

* Short Name Monthly FedEx Mail Charges

26 of 240

*Descﬁptioll ¥H¥¥19 Monthly FedEx Mail Fees - For guestions, please contact
Hailey Limone at 3-9999 limoneh99@chio.edu

104 0f 240

Created By ARNOLDCAH

Creation Date 01-APR-2019 04:19PM
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Once standard descriptions are created, they will appear directly underneath the Journal Header
Long Description field on the JET Headers screen as a blue item you can select. You must be in the
Journal Header Long Description to display the text selections:

s OHIO UNIVERSITY

JET Headers

® Preparer | ARNOLDC1 () Arnold, Christina M

* Journal Short
Description

* Journal Header |
Long Description

[Monthly Cost Share], [Monthly FedEx Mail Charges], [Monthly UPS Charges]

* lavirnal Snureo 1cT A

If you select a description, the standard description value will automatically populate the field and
you are able to edit it for the journal you are staging.

JET Headers

* Preparer | ARNOLDC1 (Al Amnold, Christina M

* Journal Short
Description

* Journal Header | | xxx19 Monthly FedEx Mail Fees - For questions,
Long Description | please contact Hailey Limone at 3-9999
limoneh9g@ohio.edu

104 of 240

[Monthly Cost Share][[Momhly FedEx Mail Charges], [Monthly UPS Charges

* Journal Source | IET A
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APPENDIX D: GRANTS EXPENDITURE ITEM DATES

Grants Expenditure Item Date is utilized in the Grants Accounting Module to identify the date the
expenditure transaction was incurred. Expenditures should only be incurred within valid start and
end dates for the Project, Task, and Award (see Grants Accounting Fundamentals training materials).
The grants expenditure item date is validated against the Project, Task, and Award (PTA) start and
end dates to determine whether or not the transaction can be charged to the account. This date
may also determine in which period the transaction will post.

EBIZ will post the transaction to the earliest open period in the Grants Module relative to the
transaction’s Grants Expenditure Item Date. Therefore, a single journal should never cross fiscal
years or GL periods.

This is especially important when two periods are open at the same time. The following are
examples when this could occur and need to be reviewed closely to ensure expenditures post in
the correct GL period.

Example of scenario when the September and October periods are both open:

e AJET journal is uploaded on 10/1/19 with 10 lines for PTA accounts and OCT 2019-20 is
selected for the GL period.

o Five of the lines have a Grants Expenditure Item Date of 9/10/19. These lines will
post to the SEP 2019-20 period in the Grants Module.

o Five of the lines have a Grants Expenditure Item Date of 10/1/19. These lines will
post to the OCT 2019-20 period in the Grants Module.

o This journal posted in separate periods and is not a valid journal entry. This type of
entry should never be staged because it would cross GL periods. This must be
processed in two separate entries, one for September for the 9/10/19 grants
expenditure item date and one for October for the 10/1/19 grants expenditure item
date.

WARNING: This scenario noted above could occur throughout the year when two months are open.
This occurs during the Grants Accounting Module month end close. Therefore, you must be
cognizant of the expenditure item date and the GL period throughout the year.

APPENDIX E: LOGGING IN & TIMEOUTS

The system will timeout after 8 idle hours. After this time has elapsed, and if you attempt to use it,
you will receive an error message:

To activate your session, on the Oracle home page, click on the Journal Entry Tool menu.
You will be prompted to log back in to eBiz.

Once your eBiz session is again active, you will be able to use JET again.
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