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Creating a General Ledger Journal to Record Payments Made Outside FI$Cal 1.0

Supplemental Job Aid

Date: 07/15/2014 

Target Audience: GL Processor

Purpose: This Supplemental Job Aid provides the instructions for General Ledger (GL) Processors to record expenditures that are created outside of FI$Cal in the GL. Departments will still utilize the State Controller’s Office (SCO) Tape Claim process to pay high-volume payments and have the ability to create paper claims for SCO processing. Paper Claims include tape claims, international payee claims, expedite claims, and special handling claims. 

Creating a General Ledger journal entry to record payments made outside FI$Cal:
FI$Cal GL financial transactions are recorded using journal entries. The financial information on a journal is uniquely identified by GL Business Unit (BU), Journal ID, and Journal Date. A GL BU is defined for each entity that maintains and reports on its own transactional data. The nature of the financial transaction is defined by the debit/credit amounts, the GL BU, and the unique combination of ChartFields used on the journal entry. Once the Journal is edited to check for errors and budget constraints, it can be submitted for approval through FI$Cal workflow.

NOTE: Creating a GL journal entry to record expenditure details does not update the vendor record. These payments will not be tracked by vendor. Any payments made that are considered reportable for 1099 purposes will have to be tracked outside of FI$Cal and adjustments made in FI$Cal at the end of the calendar year to capture those reportable payments. Payments made via tape claims will continue to be tracked and reported to the IRS by the department who is issuing the payment.   
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Step 2: Click the Add a New Value tab, verify that your Business Unit is correctly displayed. The Journal ID field will be grayed out with “NEXT” and the Journal Date field will default with the current date. Then, click Add.
 [image: ] 




Step 3: Click the Header tab, enter a Long Description, the Ledger Group, and Source. Then, click Save.
· Long Description: Enter a valid value, e.g., ”Record Expenditures for Paper Claims"
· Ledger Group: Select the “MODACCRL” (Modified Accrual Ledger)
· Source: Enter or select “ONL” (Online Journal Entry)
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NOTE: After clicking Save, the following message appears: “Account or ALTACCT is required for line 1”. Click OK to be redirected to the Lines Tab.

[image: ]
















NOTE: The Lines tab is used to record transactions that comprise a journal.
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NOTE: The Unit field derives the default value from the business unit that is specified from the previous Header tab. The Ledger field displays the name of the ledger that is specified from the previous Header tab. The screen shot below shows a limited amount of columns. To see more columns, click the Scrollbar.
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NOTE: You are now ready to begin entering information into the desired ChartFields. 
Step 4: Enter the desired information into the following fields:
	· Approp Ref 
(Appropriation Reference)
· Fund
· ENY (Enactment Year)
· Account
· Alt Account (Alternate Account)
· Program
· PC Business Unit (if applicable)
	· Project (if applicable)
· Activity (if applicable)
· Rptg Structure (Reporting Structure, if applicable)
· Svc Loc (Service Location, if applicable)
· Agency Use (if applicable)
· Amount
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NOTE: You are now ready to enter in a new journal line (debits). 
Step 5: Click the Insert Lines button[image: ]. The Fund field and the Total Debits and Total Credits fields will automatically populate, with the Fund field showing the same Fund used on the previous line. Repeat this process to enter a second line entry. After entering all journal lines, click Save. 
NOTE: Journals must be balanced by Business Unit and Fund. Debit = Credit.
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Step 6: After clicking Save, the following message appears, “Journal xxxxxxxxxx is saved.” Click OK.
[image: ]
Step 7: Click the Process drop down menu and select Edit Journal and then click Process
[image: ]
[bookmark: _GoBack]NOTE: The system will simultaneously edit and budget-check the Journal. The Journal Status and the Budget Status will be “V” for valid. If errors are encountered, refer to the  Correcting Budget Checking Errors Supplemental Job Aid (FI$Cal.024 – Correcting Budget Checking Errors).
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Step 8: To submit the journal, Click the Process drop down menu and select Submit Journal and then click Process
[image: ]
Step 9: To check if the Journal Entry is ready for the Approval process, click the Approval tab
[image: ]
NOTE: View the “Journal Workflow” section to see the Unit ID, Journal ID, the Date, and the Status of “Pending”.
[image: ]
You have successfully created a GL journal entry to record payments made outside FI$Cal. 
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