PEOPLESOFT FINANCIALS: Create ProCard Default Journal

Access the Financial Production database: https:/my.uh.edu/fs

Or, See the SignOn Financial Production job aid.

Remember to use
ALL CAPS

NAVIGATION / PATH

From the Menu select:
P General Ledger
» Journals
» Journal Entry
P Create Journal Entries

Search:
)

[+ My Favorites
[ Business Processes
[ Custom Reports
[ Computer Operations
[ Wendors
[ Purchasing
[ Accounts Payahble
[+ Asset Management
[ Commitment Control
== General Ledger
= Journals
= Journal Entry
— Create Journal Entries
— Copy Journals
[ Process Journals
[» Suspense Correction

Be sure to add
to “Favorites”!

In order to have more viewing of Voucher

[ Rewi J liLed
Dl:‘;'laEW aurna (=] gr O
o UHS
Option: {'-"._2‘%’-'\ Finance

panel, minimize the Menu by clicking on the
red minus sign.

It will then appear as an Expand button if
needed again.

)

Search:
®)

[ My Favorites

[ Business Processes
[ Custom Reports

[» Computer Cperations

Journal Entry

Search:

[ My Favorites

{ Find an Existing Value | Add a New Value

STEP 1: Default tab is Add a New Value tab:

»Business Unit: Defaults to whatever your
Business Unit is. (ie., 00765 for UHV).

»Journal ID: NEXT
(Default; should always be NEXT)

»Journal Date: (Defaults to the current date.)

>Click __ Add I

INSTRUCTIONS
Under the Journal Entry panel: oo UHS ~ |
‘%” Finance

=2

Journal Entry

i/ Find an Existing Value

Business Unit: IDDTGS a,

Journal ID: MEXT

Journal Date: |02r1 62005 3

Add

Find an Existing walue | Add a Mew value

Add a New Value
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https://my.uh.edu/fs

PEOPLESOFT FINANCIALS: Create ProCard Default Journal

Under the Header tab:
STEP 2: Header tab:

»Long Description: fill in with required then
pertinent information;
Minimum needed:

“JPMorganChase CREDIT CARD PURCHASES
FOR (STATE THE MONTH); FOR CARDHOLDER(s):
LASTNAME,FIRSTINITIAL”

PLEASE USE CAPS

[ Header Y Lines )" Totals " Ewmors Y Approval ) Documents
Unit: 00765 Journal ID: MEXT Date: 1001312005
/—W JPNorganChase CREDIT CARD PURCHRGES THROUGH OS5, FOR CARD [
“Ledger Group: ACTUALS  |Q [ Auto Generate Lines
Ledger: Q [ adjusting Entry
*Source: GEN QL Fiscal Year: 2006
Reference Number: V12600 Period: ELEN
S.JE Type: hd RDE Date: 100132005 3t
Journal Class: Q [] save Journal Incomplete Status
Transaction Code: GEMERAL | @
Currency Defaults: USDJCRRMNT 1
Reversal: Do Mot Generate Reversal Commitrment Contral
B swe | B Notiy | 4 Refresh | E agd | |

Header | Lines | Totals | Errors | Approval | Documents

NOTE: - Remember the Expense Report Description and Benefit/Purpose will support the detail of the
payments. For example, the Expense Report for a business meal must be supported with attendees, time, place

and purpose of discussion.

»Ledger Group: ACTUALS (Default)

»Reference #: enter your department’s
reference number (appears on 1074 report):

/" Header " Lines

T Totals Y

Errors

[ Approval | Dacuments

Unit: 00765 Journal ID: MEXT

Long Description:

Ol OER: CAYLORIK
“Ledger Group: @ Q

C@SEQNO
XX=the 2 digits of your DeptID chartfield

SEQNO=a sequentially assigned number in
your department

»Transaction Code: GENERAL (Default)

>»Click on the Lines link at the bottom of the
panel or the tab at top of window.

Ledger: Q
*Source:
Reference Number: 21260001

SJE Type: w
Journal Class: Q

Transaction Code: @i

Currency Defaults: USDJCRRMNT /1
Beversal: Do Mot Generate Reversal

& save | =] Motify ‘ 'bF{erresh|

Header | Lines | Totals | Errors | Aporoval | Documents

JPMorganChase CREDIT CARD PURCHASES THROUGH10/0S/05, FOR CARD |~

Date: 10M 372005

o
[ auto Generate Lines
[ Adjusting Entry

Fiscal Year: 2006

2Q
10413/2005 |5

Period:
ADB Date:

[[]save Journal Incomplete Status

Commitment Control

B Agd | |
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PEOPLESOFT FINANCIALS: Create ProCard Default Journal

Entering charge information:
Two-sided entry system:
1—debit (“+” amt) your cost centers and,

included with the backup documentation.)

2—credit (“-” amt) the Cardholders default cost center
(Can combine items as long as the account number and cost center information does not change AND a tape is

Under the Lines tab:

STEP 3: Enter your ProCard charges ( From
Expense Report):

»Enter the SpeedType, then press your tab —
key and the cost center will populate.

»Enter the Account Number.

(May have to scroll right to get to these fields:)
»Enter the Amount ; \
»Enter the Journal Line Description.

(appears on reports under Descripti(N
heading; will default to the Account #
description.) Enter same as you would have
entered on the Invoice Line.

(May have to scroll back to the left:)
To add one or multiple line(s):
»Enter the number of lines desired (default 1)

»Click on the | + | button to add; (it will copy the )
journal line down with all values populated).

(May want to & Save only to get a journal ID if
you will have several lines to enter.)

|/ Header " Limes Y\ Totals } Emors | Approval ) Documents |

Unit: 00765 Journal I NEXT Date:  [04/14/2005 ‘Process:|EditJournal
Template List Chande WValues

~ Lines

Select Line *Unit *Ledger SpeedType  Account  Fund

T 00765 |Q, AGTUALS 11661 |Q [s3e02|Q [s014|Q [voozt @ (o001 Q@

Lines to add: 1 =

Total Lines Total Debits

Unit

00765 1 0.00

[ Save =] Motify 4 Refresh

Header | Lines | Totals | Errors | Approval | Docurnents

DeptiD Program

non N

Chartfield1
Value

Project BrreRaf Chartfield 1 Amount Reference

G000161 Q) Q 3958 61

Pt

Custamize | Find | [
Journal Line Description

5585-TEACHING SUPFLIE

Header Lines %W Totals Y Erraors " Approval
Unit: oo¥Es Journal ID: NEXT Date:
Template List Change walues

~ Lines

Select Line *Unit *Ledger SpeedType Acy
\ 1 00765 |CL ACTLIALS 11661 Q|53
Lines to add =]
Unit Total Lines Total Debits
aovEs 1 0.00
B Save =] Hotify i Refresh

Header | Lines | Totals | Errors | Approval | Documents

STEP 4: Repeat Step 3 as necessary if entering
more costs.
Otherwise, go to Step 5.

HINT: When all lines entered from Expense Report, you may want to click on the [#] (“calculate amounts™ icon) to
check the total of your entries. This should be the total of the transaction log as well as the statement in the debit
column; if you have any credits on this statement, subtract “credits” from “debits” to get your total on log.
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PEOPLESOFT FINANCIALS: Create ProCard Default Journal

Under the Lines tab (cont’d): e Shanievanes
~ Lines
STEP 5: Enter the credit to the department Select Line  Unt Ledoer Speediype Account fund  DeptD  Progra
default cost center. | 1 00765 | ACTUALS 1168 C 153907 (@ (5014 (Q [woo21 QL [ADDD1
add a line: o 2 00765 |C ACTUALS 2064 | O [VOD13 @ |FO556
» —>Department Default cost center Linestoade | 1 =
->Account numbel’ = 20109 e NI~ Totals Custornize | Find | View Al | 88 Fir
(May have to scroll right to get to these fields:)
>Enter Amount = as negatlve (—) BudRef  Chartfield 1 ‘mfﬁ Amount Reference Journal Line Description
aQ, a, 395861 8585-TEACHING SUPPLIE
»Enter Journal Line Description = BP2005/Q, Q 0526 P CALORK
] . /
cardholder’s name: T
LastName,Firstinitial
¥ Lines
)Repeat this step as necessary. Select Line  ‘Unit “Leduer Speedlvpe Account Fund  Deptld  Program  Proiect
(] 1 00765 |2, ACTUALS 11661 | |63902 [, A014 |C (wooz1 |(Q |A000q |Q | GOO016T |G
. L] 2 00765 QL ACTUALS 11746 QL |15100|Q 2064 |Q w0013 |2 |FOS56 QL (MNA Q
When all entries have been made: N .
. Lines to add: 1 (A &
»Click on [ to show totals. e _ _ _
Customize | Find | View Al | L] First (4] 4 of 1 [ Lag
Unit TatalLines Tatal Debits Total Credits  Journal Status ﬁ't‘;‘t el
»Must Match 00765 2 3,950 61 3,958 61 N N
& save | = Motify s Refresh f
_m\Lmeslmlmli\ggmva\IDUcumenIS :
g [ Totals MUST equal ]
STEP 6: BUdg et Check Jo_urnal: After making all | Heater [ Lnes Y Tols | Emors | oproval ) Documenls |
entries and checking that totals match: >
Unt 0075 Jumalepm———TEE 04142005 ‘Process: EOLOUME ] Proiese
»Process: Edit Journal (Default) — Chiange Vlugs
(Should be done only after all entries have Tunes
been made and not before.) Select Lie  Unt  Leduer SpeedTye Accowt Fund  Deptd  Prowam Proect  BulRef
01 00765 10 ACTUMI & {ARt 0 15380910 101410 lnnot @ apnt QL Gonnlat Q) Q
»Click on| Process
T TOTeE K] AL TUALD T EE0S [ 2065 (] [VO0 T % [A0aTs k] e 2008 (]
Th|§ process ed|t§, byc_iget—checks, and nesto adt:[ T [£] [
assigns a journal id (if it has not been saved T
et ] st o 1of 1 LB et
y ) LUnit Total Lines Total Debits Total Credits /Journal Status %ﬂd‘g‘f \

»Write down Journal ID, if necessary. (EE {0 i Y ),

Blazve!  Elugin | 2Retiecn |

»Notice change in status (at bottom of panel):
Both must be valid before entering the
journal into workflow.

e e
 NOTE: Once you process the Edit Journal process, PeopleSoft will generate “Claim on Cash” )
! entries only when you are using two or more different funds. These are system- |
| generated and cannot be deleted and should not be changed. They will increase your
totals, but at this point all you need to do is make sure that the Debits & Credits |
I‘ balance. /
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PEOPLESOFT FINANCIALS: Create ProCard Default Journal

Header Lines Totals Errors Appraval? Documents
Under the Documents tab: L ! ! ! ) f

. Unit: 00764 Journal ID: 0001231840 Date: 04/06/2006
STEP 7: Display the Journal —_—

Print Journal Entry Detail

>Click on Documents tab.

>»Click on Print Journal Entry Detail [IDisplay Active Documents Only | il ot |
link.

1 1 H 1 A https:Himy. uh.edu: $9 B0 pec/sprd/EMPLOY EEERP/SANEBLIB UHS GLUHS GL_EMTRY DIL.FleldFormuta,i$e - icrosoft Internet Explorer
A new window will open and the journal will | fEEEEEEAEEEEE

appear in PDF format. ' ) DR G| O ferem @3B 8- B B

wss ) ety b a0 e Faped/EMP COEE JEARSIWEBL TR LUHS GLLUMS (1_ENTRY DL Bk

vDet sl BLEINESS LINTT: v e e ™ @
7 - 2 =] searchwet [ |53+ 4 | amat - @ oy vahoot [ Games « 5%Fersonsis « P thusc - i e+ S ]
. .
‘ Header H1: s Unaversity of Houston Jystem 2 A
f J Fiscal Year: 008 JOURNAL FNTRY DETATL RunDaies - DL 802
o= Apety Prriad: 7 RunTime: 0413790
Beurmal I 0001104216 Reversal: Wome  Ledger Group: ACTUALS
Dae: 00 Heversal Datr: Creaied Hy:  CAYLOREM
R . Sowee: RN Dulget Adjust Type: Actusls  PostDate:
»Check the journal contents: ot e

Filit / Hdr Sturus: Edit Req'd BCM Starus:  HotChi'd
Description: BANK ONHE CREDIT CARD FURCHASTES THROUGH 040705, FOR CARDHOLDER CAYLOR K BCM Bypass: N

P T T R T T T T spmel
(o] Header Descrlptlon 3 1510 s M VO PSS BB WA caoRE 33
(0] Journal Line Detail Torads for Jowrmal: 0001104216 Total Lizes: 2 Total Base Dehits: 3955 61 Total Base Crediss: 12861
0 Budget Check Status
" Date
PS Agpraval:
Created By: CAYLORKM Date Prinieds 040147205 Jrl, Db D140

] Done

5 P ineeme
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PEOPLESOFT FINANCIALS: Create ProCard Default Journal

STEP 8: Under the Approval2 tab:
» Select appropriate approval path
» Select appropriate approval source

>Process: click on|*|to select
Approve \
>Click on  Apply | (Now Approval

Status is Pending.) \

You will receive this message.

workflow and return to the
journal panels.

1MR8%r | Lnes Y Totals | Emors | Approval2z Y Documents |
Unit:  007ES Journal ID: 0001231843 Date: 04062006 'Process: |EditJoumal
*Please selectthe appropriate approval path:
. _ _ Department
(@ DeptiCollDiv - Accounting Office
Source -]
[
Approval Instance 1}
-
Journal ID 0001231843 Approval ST3
Joumal Date 0410612006 Approval Action  Apiave v

OperiD TRAINVIC16

System Source  GL Pangl

Anply

A Process

Approval Instance 243544

anoi1 231840 Approval Status Fending

Approval Action

Caey

Microsoft Internet Explorer

This journal requires further approwval. (S000,119)

A

A

Workflow processing.

This journal entry requires further approval before it can be posted to the ledger, Approval request is senk by

-INOTE. Once the journal has been approved, you cannot make any changes unless the journal is

| denied/recycled to you.
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| PEOPLESOFT FINANCIALS: Create ProCard Default Journal

STEP 9: Under the Approval2 tab,

o 0 Journal Date 04/06/2008 Approval Action
Approval History section:
OperlD TRAINYICT6
The Approval History section shows System Source - GL Panel
who initiated the journal and what Comment Log
Stage the journal iS in the a proval 04-06-06 04:44 PM : Approve : Victoria - Training 16:
process.

If the journal is denied or recycled,
Approval History will only show
the last round of approvals after
the journal was denied or recycled. N

e Add Comment

Approval History

AISO the Comment Log CaptureS a” Step Status DateTime Stamp User ID
’ . . Initiated 04/06/06 4:44:15PM TRAIMNVICTE
Workflow approvals, mcludlng Step 1 Appraved 040606 4:44:15PM TRAINVIC1E
prev|0us Journal der"als or Step 2 Pending 04/06/06 4:44:15PM

recycles, as well as comments
pertaining to the approval of the
journal.
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PEOPLESOFT FINANCIALS: Create ProCard Default Journal

STEP 10: Add Documentation

>You are now ready to attach the appropriate
backup to PeopleSoft:

-+ the Expense Report Signed by the
cardholder and cost center signature
authority

=* any back-up documentation

Detailed stamp log, if any postage purchased.
Justification e-mail.

= |f combining supplies, or any account, include

a tape on a separate sheet of paper.

»Retain for standard record retention (3 yrs. +
current) copies of:

-+ signed Expense Report
-¥ receipts
-+ any other supporting documents
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