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Target Audience: GL Processor and GL Approver

Purpose: This Supplemental Job Aid provides GL Processors and GL Approvers the instructions for replenishing the Office Revolving Fund (ORF) in FI$Cal.

Setting Up Advance to the Office of Revolving Fund in FI$Cal:
In this annual two-part process, a Business Unit ("BU") will:
1. Initiate an entry with the State Controller’s Office (SCO) to reserve spending authority in its Advancing Fund to provide funding for its ORF.
2. Record a General Ledger journal to transfer cash from its Advancing Fund to its ORF.




Part 1 – Reserving Spending Authority

Step 1: The Department must determine the budgeted appropriation dollars being advanced to its ORF from each Program of the Advancing Fund. The Department will prepare and submit to the FI$Cal Service Center (FSC) a Spreadsheet Budget Journal containing these amounts. This budget journal will reserve, or set aside, spending authority in the Advancing Fund for each Program providing ORF funding.
Include the following ChartField Values to record the budget journal entry: Business Unit, Appropriation Reference, Fund, Enactment Year (ENY), Account, Program, and Amount (see below). Please see the FI$Cal.103 job aid for more detailed instructions on submitting a Spreadsheet Budget Journal.
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Part 2 – Establishing ORF Cash
After submission of the Spreadsheet Budget Journal, the balance sheet accounts for ORF need to be established.
Step 1: Navigate to the Create/Update Journal Entries page:
Main Menu  General Ledger  Journals  Journal Entry  Create/Update Journal Entries
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Step 2: On the Add a New Value tab, populate the Business Unit field. The Journal ID and Journal Date populates with NEXT and the current date, respectively. Click the Add button.
[image: ]
Step 3: The Create/Update Journal Entries page appears. On the Header tab, complete the “Long Description” and populate the “Source” field with”ONL”. The “Ledger Group, Adjusting Entry”, and “Transaction Code” fields automatically populate.
Click the Lines tab.[image: ]
Step 4: Enter the following ChartField Values to record the journal entry in the Advancing Fund (Lines 1 & 2) and Establishing the ORF (Lines 3 & 4): Unit, Fund, Account, Alternate Account, and Amount. Please note that the Fund Affiliate is needed for Line 4 (see Affiliate/Fund Affiliate screenshot below).
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· Line 1 – Debit Account 1222100 (Advances to Agency & Office Revolving Funds)
· Line 2 – Credit Account 1109100 (Pending Cash Transfers – GL)
· Line 3 – Debit Account 1101200 (Revolving Fund Cash)
· Line 4 – Credit Account 2010000 (Due to Other Funds)
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Step 5: Verify that “Edit Journal” appears in the “Process” field and then click the Process button to save, assign a Journal ID, and validate the journal entry. If the journal passes all validations, the “Journal Status” and “Budget Status” fields in the lower section of the page will show a “V” and the journal will be eligible for posting.
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NOTE: If your Department is using Pre-approved for GL journals, proceed to Step 8.



Step 6: After passing the Edit Journal process, the GL Processor will select “Submit Journal” from the drop-down Process field, and then click the Process button. The GL Approver will receive a message to approve the journal.
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Step 7: After the journal has been approved by the GL Approver, either the GL Processor or the GL Approver will navigate back to Create/Update Journal Entries page and select the Find an Existing Value tab. Enter the “Business Unit”, “Journal ID” and “Journal Date”, then click the Search button.
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Step 8: The Create/Update Journal Entries page appears. Click the Lines tab and select “Post Journal” from the drop-down “Process” field. Click the Process button. A successful posting will have a “Journal Status” of “P”.
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You have successfully set up the advance to the Office of Revolving Fund (ORF) in FI$Cal.
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