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Month End Common Accounting Entries 1.0

[bookmark: _GoBack]Supplemental Job Aid

Date: 08/11/2014 

Target Audience: Department GL Processor, Department Labor Distribution Processor, Labor Distribution Maintainer

Purpose: This Supplemental Job Aid provides the Department GL Processor with the instructions on how to locate the data that is needed to record the payroll disbursement entry from the State Controller’s Office (SCO).

Month End Common Accounting Entries:
In this example, we will retrieve the information needed to post a journal in FI$Cal.  
FI$Cal reverses out the labor dollars from the clearing account when performing labor distribution. FI$Cal does not automatically record the original download of labor dollars from the payroll file, making the journal entry necessary to offset the negative amount created by labor distribution.
Step 1: The Department GL processor needs the Department LD Processor or LD Maintainer to complete Steps 2 through 4 to retrieve the information found on the Reporting Unit Translation page, which will determine the ChartField values needed to record the payroll journal.



Step 2: Navigate to the Reporting Unit Translation page:

· Navigation: Main Menu   Set Up Financial/Supply Chain   Product Related   Labor Distribution   Reporting Unit Translation
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Step 3: On the “Find an Existing Value tab”, enter the Payroll Agency Code and Reporting Unit, and then click Search
[image: ]
NOTE: It is only necessary to search one “Reporting Unit” for each “Payroll Agency Code” as the ChartField values will be the same for each “Reporting Unit”.
Step 4: Print the Reporting Unit Translation page or note the key ChartField values (boxed in red) required from this page to record the SCO payroll journal.
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Step 5: Include the following ChartField values to record the department payroll: “Business Unit”, “Appropriation Reference”, “Fund, Enactment Year (ENY)”, “Account”, “Alternate Account”, “Program” and “Amount”. The dollar amount entered on the FI$Cal journal is the overall gross amount of the recorded CLO documents.
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Step 6: Acquire the payroll charges using SCO View Direct or the monthly SCO Agency Reconciliation Report (Tab Run). Add all CLO dollar amounts in the Clearing Account or Program (this should match program and fund information found on the Reporting Unit Translation page) for the fund to identify the dollar amount needed to post the journal in FI$Cal.
Step 7: Once you have identified the necessary information, refer to Job Aid FI$Cal.188 (Create and Process Journal Entries) to complete the recording of the SCO payroll journal.

You have successfully recorded a Month End Common Accounting Entry “SCO Payroll Disbursement”.
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