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Overview

Journal entries will be used to make fransfers between funds, interest income
enftries, closing construction in progress to capital assets, and other required
journal entries. A Set includes a journal which can include numerous lines.

Basic Journal Entry Process

A typical journal entry set process includes: a set is created, proofed, approved
and finally distributed (posted) to the General Ledger.

. User can create a journal entry set.
Initiator

Nothing is posted to the GL at this point.
Create/Update

A 4

User can then run a proof using mask
Run Proof GLJEBP. Nothing is posted to the General
Ledger (GL) at this point.

l User can also run CDD report: GL1200:
Unposted JE Batch Report and dirill to set
Department details in a proof report format.
Approval The proof creates reports showing entries as
they would post to GL if the set was
distributed.

Are entries

opproved?

APPROVAL PROCESS:

User approves set to initiate workflow.

User receives e-mail if set contains error.

Auditor
Approval

|

Are entries
opproved?

— No

Auditors approve set and Distribute set to
General Ledger.

If set contains an error then Auditor rejects
set and sends it back to the user for
correction.

Journal
Distributed
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Accessing the GLEUB Screen

There are several ways to access the Journal Entry update screen.

Using the Search Bar

You may access this screen by navigating to the search bar in the top right corner of
any screen and enter GLJEUB or screen name in the search field. As you type the
matching screen link will display. Select the link or press Enter to load the screen.

N ———————.
CENTRALSOUARE workspaces o @rap- [ TA

Menu X I Create/Update Journal Entry Set (GLIEUB)

~ Total 1items found

[ *Department General * Data Entry e A | —

P — E— !

Using a Link

You may also access this screen by navigating to the Data Entry table in the General
Ledger task center and selecting the GLJEUB screen link.

=
EENTRAL TECHNOLOGIES Workspaces
Menu X
[ *Department General * Data Entry 0 A

22 Accounts Payable

GLIJEUB GLJECP
1] - '
- Cashlerlng Create/Update Journa Copy JE Set
Entry Set
1]

sz General Ledger /
Using the Main Menu

You may also access this screen by clicking the Main Menu icon and scroll down to the
General Ledger Database (GL) section. Select the carrot next to Journal Entries Function
(GLJE) and select the screen link Create/Update Journal Entry (GLJEUB) from the drop
down.
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N
CENTRAL Workspaces
TecHNDLOGIES
1 1
Menu X > Depreciation (FADP)
O *Department General » > Update (FAUP) v General Ledger (GL)
> Utilities (FAUT)
22 Accounts Payable $ Account Balance Inquiry (GLIQ)
8 cachieri > Budgeting (GLBU)
ashierin
== 9 v Crants Management (GM) » Direct GLDB Update (GLUP)
2= General Ledger $ Create Grant Budgets (GMGL) ~ Journal Entries Function (GLJE)
. > Update Grant Information (GMUP) % Copy JE Set (GLJECP)
& P-Card > Utilities (GMUT) I-$ Create/Update Intra-Fund Journal Entry
a2 Purchasing LU
|- $ Create/Update Journal Entry Set (GLJEUB)
Tk Lisi v INTERFACE (IF) % |- § Create/Update Multi-Date Journal Entry
a4 Main Menu > Updat UP) ‘ (CGLEUM)
I-$ Distribute Balance Forward JE (GLJEBF)

Creating a Journal Entry Set (GLJEUB)

To create a new Journal Entry Set, you must first switch the screen from Search Mode to
Add Mode. This is done by clicking on the + plus icon at the top of the screen to the right
of the task pane.

~
CENTRAL i Create/Update Journal Entry Set (GLIEUB) Q © Help TA
Search ; -
Set T Ctions
Apply Search
+
All Tasks v —
Created Date &4 | Y Created By: 1
Filters:

The screen will change to display a new blank record that will be used to enter the
invoice information. A mode indicator of ‘Add’ will also be displayed in the top-right
corner of the main screen area as shown below.

Set Details

A mode indicator of ‘Add’ will also be displayed in the top-right corner of the main
screen area as shown below. The set details identify a balanced set of account entries
for the journal entry. This becomes the primary reference of the resulting transaction that
is posted to the General Ledger (GL).
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Transactions

= ¢

Add

SetID:*

-

Description:

Created Date 08/18/2019

Created By TALBERTSON

Updated Date: 08/18/2019

Updated By TALBERTSON

Status: BE -

otals

Set Total Debit: 000 Set Total Credit 0.00 Set Net: 000 JE Count:

Set ID (Required; Character 16) Generate Set ID by clicking the lightening bolt icon and

selecting the seed BTCHIDJE.

Created Date 0s8/18/2019 BTCHIDJE

SetID* & I Description:

Description (Required; Character 50) Description that describes the journal set.

The following reference fields display values that are automatically updated by the
system based on data inputted in the journal tfransaction tab.

Created Date — The date the set was created.
Created By- The user who created the set.
Updated Date — The date the set was last updated.
Updated By - The user who last updated the set.
Status — The current status of the set.

AP - Approved

CX - Cancelled

DS - Distributed (The entry set has been distributed)

BE — Batch Entry (The entry set has not been distributed)
EX - Extracted

RJ - Rejected

WA - Waiting approval

Set Total Debit - The accumulated debit amounts associated with a set ID.
Set Total Credit - The accumulated credit amounts associated with a set ID.
Set Net - The net amount associated with a set ID.

JE Count - The number of journal entry IDs associated with a set ID.
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Once the Set ID and Description have been inputted press Enter or click floppy disk icon
on the left menu list to save the record. A green message will pop up if fields are
inputted correctly. Now you can start inputting your journal entry data.

\
CENTRAL - . Create/Update Journal Entry Set (GLIEUB) Journal entry Q @ Help TA

Set Transactions

= < > + G A Edit 1of1 @&~
SetID* JE0Q0267 Description: Training Test
Created Date: 08/18/2012 = Created By: TALBERTSON
Updated Date: 08/18/2019 =] Updated By TALBERTSON

Status BE -

Transactions Header

Complete the following fields in the Journal Entry Transactions tab. The Transactions tab
represents the journal entries within the set. The upper part of the screen contains the
Journal Entry IDs (JEID), record total information about the particular JEID, and the set
where it resides. Keep in mind that one set can have multiple tfransactions (more than
one JEID).

CENTRAL OUARE createfupdate Journal Entry Set (GLIEUB)

Add

Coaw
[+]

m
b2
a
a

a a 0O e ]

JE ID (Required; Character 16) Generate JE ID by clicking the lightening bolt icon and
selecting the seed JEID.

* L

JEID! JEID IS IN BAY

Total Debit: 0.00 Total Credit: Ny JEID
BUID

Main Text

The following reference fields display values that are automatically updated by the
system based on data inputted in the Main transaction tab.
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Total Debit - The accumulated total debit amounts.
Total Credit - The accumulated total credit amounts.
Net - The net amount.

Records - The number of records associated with a JE ID.

The Balance field indicates to the user when the journal is in balance and when it is not
in balanced at a given time. The system will not let you approve the record if the journal
entry is out of balance.

JE ID IS 1IN BALAMCE

Main Tab

The transactions relating to the JEID are entered on the ‘Main’ tab. In edit mode you
can scroll through the records, add new transactions for a JEID or to move in and out of
Grid Mode (for editing only).

Account (Required) Enter the organization GL key and object associated with
transaction. If you department utilizes the JL then enter the appropriate key and object
associated with the transaction.

Debit - Enter the amount to be debited, if applicable.
Credit - Enter the amount to be credited, if applicable.
Description (Optional; Charter 30) - Enter description of the journal entry transaction.

Date (Required)- Select the effective date for the journal entry from the drop-down
calendar. This will default to the date the record is created. If you are entering a prior
date journal entry then this date will need to be set accordingly.

Hit Other (Static)- This is default to “N” None. DO NOT CHANGE!
Prepared By - System will auto populate to the user who creates the journal entry.

Intrafund Offset - When a set is created using the Intra-Fund Journal Entry Set Editor, all
funds within the set must be balanced and the offset code must always be N - No Offset.
No manual inter-fund offsetting or automatic offsetting of any kind is permitted. DO NOT
CHANGE!

Interfund Offset - When a set is created using the Inter-Fund Journal Entry Set Editor, all
funds within the set must be balanced and the offset code must always be Y - Inter. No
manual inter-fund offsetting or automatic intra-fund offsetting is permitted. DO NOT
CHANGE!

Accrual - Checkbox enables the accumulation of totals associated with the journal
entry. DO NOT UNCHECK!
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Cash — Checkbox allows cash payments associated with the journal entry. DO NOT
CHANGE!

Text Tab
Select the Text tab to enter additional notes that you want to record with the

adjustment. These notes are not posted to the GL but are used for historical
informational purposes.

Main Text

Enter notes here!|

Once all the required fields are complete press Enter to save the record and a green
message Wwill pop up in the top right corner and new transaction tab will populate. You
will also notice that the Transaction Header information has updated to show the new
record that indicates the amount added to the debit/credit side, net amount, record
amount, and the message indicating the journal is Out of Balance.

Set Transactions ‘

£ < > + @ & Edit 1of1 B-

JE DX V00230 I JE 1D IV00230 IS CURRENTLY OUT OF BALANCE BY $200.00 [CR]

Total Debit: 000 Total Credit: 20000 Net: -200.00 Records: 1

Enter all the transactions until the journal is in balance.

Set Transactions |

iE < > + mw @ Edit 1of1 m=-
JEID* V00230 I JE ID JV00230 IS IN BALANCE. I
Total Debit: 20000 Total Credit: 20000 Net. 000 Records
Main ‘ ‘ Text ‘
= o+ W Edit B3~

&~ Account Debit Credit Description

GL121000-87001 20000 0.0

] :

Copy a Journal Entry Set (Copy
Tool)
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If there are journal entries that are created on regular bases then the user can choose to
create the journal entry using the copy feature in the Tools Function.

Navigate to the GLJEUB screen and select the journal set you wish to copy. Click the
wrench icon on the left Menu and select Copy JE Set.

CENTRAL o Create/Update Journal Entry Set (GLIEUE
Menu X I

Q, Search Set || Transactions

B Records = 4+ |

& Field Help Z -
' Screen Links
JEO00267

# Attachments N
JEOOO268

SetID

Pending Tasks
JEOCO265

< Reload Record
PAYACCRUAL

Y Revert Changes
JEO00264

n JEOOO259

Save Changes

B Export to Excel

JEOQO260
& Tools
Ledgly Settings JEOCO261

JEOQD262

Data Dictidghry

JEOOO263
Copy JE Set
Rename JE ID

Enter SYSTEM in the New JE ID field and click Copy.

Copy JE Set

* *
From Set ID: JEDOOZ70D To Set ID: SYSTEM

MNew Pri Date: = New Sec Date: =

New JE ID SYSTEM ¥ Move to Copied Set

B3]

The screen will open up to your newly created journal entry set. The user can make
changes, add/delete transactions, and upload proper attachments.

Copy a Journal Entry Set
(GLJECP)

A user can also copy a journal entry set using the copy feature on the GLIECP screen.

Close |
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CENTRALSOUARE  copy € set (GLIECP) _a  @Hr TA
Set ID to copy from* JE000268
Set ID to copy to* SYSTEM
Primary Date for new Set ID 08/18/2019 =
Secondary date for new Set ID 08/18/2019
JE-ID (SYSTEM will generate new ID)* SYSTEM

Optional Questions

Set ID to copy from: Enter the ID that you want to copy.
Set ID to copy to: Either SYSTEM to let the system auto-generate the ID.
JEID: Enter ‘SYSTEM' to let the system auto-generate the ID.

Click Submit and a green message will pop up in the right corner indicating the job was
submitted.

To verify the Set ID created, navigate to your Jobs section and select the Tail Sheet Doc
for the job you just ran. On the first page of the report you will find the Set ID created
from the upload.

Jobs

Q

Desc Job # Status Start

Job: GLIECP

Job: GLUTRIID

Begin GL202 <1.70> SUM, AUG 18, 201§, 2:32 PM IFRS 11 /1B.2

Com pleted Bﬂgfzo]g 23242 PM System Generated Set ID is JEOO0271 I

7917 | Completed | 818/20191:50:20 PM

End GL202 <1.70> SUM, AUG 18, 201§, 2:32 M CPU = 0.0" Lg = GL

Job: GLUTRID P17916 | Failed 8/18/2019 1:48719 PM

Job: GLIJEBP 217915 Completed | 818/201912:32:40 PM

Job: APOHUTINY| 217209 | Completed | 8(16/2013 4.09:49 PM

Job Details

Job:
Desc: Job: 5
Type: Job

Status: Completed
Start: 8/18/2019 2:32:42 PM
End: 8/18/2019 2:32:43 PM

Desc
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The new journal set has been created. You will need to navigate to the journal set from
the Journal Entry Set (GLJEUB ) screen, where the user can make changes, or
add/delete transactions, and upload the proper attachment.

Once the user is satisfied with the set, a proof can be run, and finally, a distribution can
occur with proper approvals.

Upload a JE Set from Excel
(GLUTRIII)

Finance Enterprise offers a utility where a comma delimited file can be uploaded. The
upload will create a JE set, which can then be accessed through GLJEUB screen.

Creating the Excel File

The Auditor’s office will provide the journal entry template needed for the upload. The
file contains many hidden columns but which the County will not be utilizing.

A B K L

ERBEGMMEIR o< (50 1 Date () G Key (10) GLObi 3 1 K2y (10) 1.0y (s:_nm (18) crame 19 —
SYSTEM SYSTEM Testing Upload 4/1/2019 121000 87003 GL 10.00
SYSTEM SYSTEM Testing Upload 4/1/2019 121000 87001 NY GL 5T 10.00 N

The red columns contain data that is static which SHOULD NOT be changed but copied
to every transaction line in the file. The green columns will be where data needs to be
completed by the user. The Description and JL columns are not required for all users but
will be applicable for some departments.

Once all columns and fransaction lines have been created the file will need to be saved
as a comma delimited (CSV) file.

Page 11



{6, CENTRALSQUARE

TECHNOLODGIES

J EXCEL

| Leases

T
Excel Template

Excel Macro-Enabled Template
Excel 87-2003 Template

Text (Tab delimited)

. LWOP & Retir Unicode Text

XML Spreadsheet 2003

kA o = 1.0

J Travel Advanc

. Libraries
3 Documents
J‘.‘ Music Text (Macintosh)
Text (M5-DOS)
l&=| Pictures C5V (Macintosh)
B Videos CSV (M5-DOS)

DIF (Data Interchange Format)
SYLK (Symbeolic Link)

Excel Add-In

Excel 97-2003 Add-In

PDF

KPS Document
OpenDocument Spreadsheet

M Computer
£, Local Disk (C)

File name:

Save as type: [El(cel Waorkbook

Authors: Albertson, Terry

[ 5ave Thumbnail

= Hide Folders

Tags: Add atag

Title: Add

Uploading the Excel File

The GLUTRIIJ screen can be accessed by inputting the screen mask in the search bar.

A
PO e o/ R

Journal Entries Set type to be created

R Q 2

Import Excel .csv to JE (GLUTRII)

UE - Standard JE Set v Total 1items found

> CENTRAL

TECHNOLOBIES

Import Excel .csv to JE (GLUTRIIJ)

Journal Entries Set type to be created

Please enter the name of the Interface File

Please enter the name of the JE Set

Would you like the JE Set Sorted?

Do you want like entries summarized?
Line Printer

Optional Questions

U8 - Standard JE Set v
’ Local.. I
(Yes)
(ves)
ARCHIVE - DO ARCHIVE M

To select the file click Local and find the upload file and click Open.
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e =—
@\../"' « eFinance upgrade 2017... » JEwork » - | 3 | Search JE work 2|
Organize - New folder =~ 0 '@'

J Leases - Mame : Date modified Type
J Travel Advance f ) s . )
J Files that don't work 3/21/201910:29 AM  File folder]

. LWOP & Retiree X
B Copy of GLUTRIL 512B FILE LAYOUT EXA.. 1/17/20197:30 AM  Microsoft]

@ Copy of tr_transact_fund_2201_10-01-201... 3/1/2019 4:18 PM Microsoft

- Libraries
“’aj o . & Journal Entry Upload 4710/2019 5:37 PM Microsoft
oeuments Zh] Multi date set to test recurring interest ca...  3/6/2019 6:55 PM Microsoft|
o Musi g
i p.usl( i ulti date set to test recurring interest ca...  3/6/ b NV Microsoft
B Multi d i 3/6/2019 6:41 PM i f
t
) Pictures 2] testing KNGC Copy of GLUTRII EXCEL L. 3/21/201910:21 AM  Microsoft
B Videos o by
2] testing2 KNGC Copy of GLUTRIU EXCEL L.  3/21/201810:23 AM  Microsoft]
g Py
N C E EL] Toulumne's sample 2 test 3/28/2019 3:17 PM  Microsoft
[} t
T T_mpLI'De' . ) Toulumne's sample 3/21/2019940 AM  Microsoft
{&w Local Disk (C:
L All Applications
G All Work (H:)
S talbertson (\fsvl =« | m | r

File name: Joumal Entry Upload ~ | AllFiles -
I Open I Cancel

+ CENTRAL Import Excel .csv to JE (GLUTRII)

Journal Entries Set type to be created UB - Standard JE Set. v

Please enter the name of the Interface File JOURNAL ENTRY UPLOAD.XLSX Remote

Please enter the name of the JE Set

Would you like the JE Set Sorted? M (Yes)
Do you want like entries summarized? M (Yes)
Line Printer ARCHIVE - DO ARC v

Optional Questions

Click Submit and a green message will appear in the right corner.

In general, run the utility with the default settings. You do not have to open or change
the optional questions. The following options are available when running the utfility:
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" CENTRAL

.. Import Excel .csv to JE (GLUTRIL)

Journal Entries Set type to be created

Please enter the name of the Interface File

Please enter the name of the JE Set
Would you like the JE Set Sorted?
Do you want like entries summarized?

Line Printer

Optional Questions

(ves)
(Ves)

ARCHIVE - DO ARCHIVE

Would you like to suppress default mapping? 0O (N
- How should fund offsets should be handled? 00 - Use values 'as is' from Set
- Would you like to use an Account Conversion Table? (Y/N) O (No)
[~ Is the decimal place for numeric values implied? O (No)
Tt . .
Number of header lines to skip
One-character field delimiter to use for delimited files
Map to new PEIDs using OLDID Association Assignments? O (No,
- Vendor Prefix
I Job Run Schedule Date [i=]
|- Job Run Schedule Time @

Save As Favorite

The Number of header lines to skip defaults to *0".

To verify the Set ID created navigate to your Jobs section and select the Tail Sheet Doc
for the job you just ran. One the second page of the report you will find the Set ID
created from the upload.
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Jobs 20 A

Desc Job # Status Start Type

Job: GLUTRIII 217917 | Completed | 818/20191:5020 PM | Job
Job: GLUTRIID | 217916 | Failed 818/20191:48719 PM | Job il
* Converting comma-delimited file *
. BE A AEREAFA AR AN AT RN A AR R A AR A AN AR AR

Job: GLIEBRP 217915 | Comp)f 818/201912:32:40 PM | Job
L System Generated S5et ID is JEODO2&8

Job: APOHUTIN | 217209 pleted | 8/16/2019 409:49 PM | Job

Job: APOHUTIN | 217908 fompleted | 816/2019 £04:07 PM Job

|« 1° * Ll

Job Details
Job: 217917 Status: Completed
Desc: Job: GLUY Start:  8/18/2019 1:50:20 PM
Type: Job End: 8/18/2019 1:50:21 PM
Attachments

ype Desc
Tail Sheet

The new journal set has been created. You will need to navigate to the journal set from
the Journal Entry Set (GLJEUB ) screen, where the user can make changes, or
add/delete transactions, and upload the proper attachment.

Once the user is satisfied with the set, a proof can be run, and finally, a distribution can
occur with proper approvals.

Attachments

Every journal will need to have back up documentation attached for the Auditor’s
review.

Click the paper clip icon

CENTRAL el Create/Update Journal Entry Set (GLIJEUB)
= Attachments .
Set Transactions ‘
:
E < > + @

Search (ex: pdf) Q

ﬂ JEID¥ V00230

=
Total Debit: 20000 Total Credit:

fad
(=]
o
(=]
[}
=

&

Main | | Text |
on the left in the Menu bar and select Add New Attachment.
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Enter the attachment’s description and select Browse to choose the document.

Note: The document must first be saved on your computer drive (H Drive, W Drive, or G
Drive) and can be a number of formats which include but not limited to jpeg, PDF, Text,
Word Doc, Excel, CSV.

€ 'Open |£|

N

\_j\__/ |- Desktop » - |$, ‘ | Search Desktop L |
Organize v MNew folder =~ O @

= EFINAaNCEFLUS- TRALN V4. o
4757 Favorites @ ) Shortcut
Bl Desktop LT1KB

fi_invent_custom - Shortcut
Shortcut

& Downloads
5l Recent Places
. AU_Scan_Folder

Invenstment Packet

. Accountant ] } Adobe Acrobat Document

)
1 QUTLAWED WAI " | 482 MB
1) AUDITOR scLe  PeopleSoft Production Logen
. eFinance upgrad Internet Shortcut
|\ ONESolution ol
J. Spec Dist Financ PegleSoft User Manual L
91 REALIGNMED L) | InternWShortcut T
= (@] 80 bytes
. Capital Assets-In
SAWS_CIV Fol
|| Courts 2018-201¢ | L Tor
1 FXrFI T Ak 1ake %
File name: Invenstrment Packet All Files -

op 1] [ e

Once the desired document is selected click Open.

Add New Attached ltem

‘ Revenue Receipt

Browse... Invenstment Packet.pdf

JEATTACH v

‘ Close ‘

Verify that all required fields are completed and click Attach. A green message will
appear in the right corner when the document has been attached successfully.

Journal Entry Set Proof

To complete a final review prior to approving a set that still has a BE status, the user can
run a proof by accessing Set Proof Listing. Click the Screen Link icon in the left Menu bar.
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- Screen Links R —
Set Transactiol
Q
Set Proof Listing|
_ IEES D
Distribute Set —
Budgest Updats
& = - SetiD* TEST
=
Created Date osfi
& Updated Date: 05/17
Status: BE
~
=
o) Totals
= Set Total Debit:
2
£

The set ID will be populated with the set you are working in, automatically. Click Submit
and a green message will pop up in the right corner indicating the proof report was ran.

e Journal Entry Set Proof Listing (GLIJEBP)

Name of your Journal Entries Set*

Posting Date®

Line Printer

Optional Questions

JEOQQ267

08/1e/2012

ARCHIVE - DO ARCHIVE

View Report

To view the report return to your Workspace page and navigate to you Jobs section.
Select the job that you have just run and click the Doc attachment.

Job: APOHUTIN | 217202 | Completeddl 8/16/2019 4:09:42 PM

Job: APCHUTIN 8/16/2019 4.04:07 PM

| Al o > >

217208 | Compfeted

Job Details
Job: 217815 Status: Completed
Desc: Job: GLJEGF Start: 8/18/2019 12:32:40 PM
Type: Job End: 8/18/2013 12:32:43 PM

Attachmentgy

Type Desc
i Tail Sheet

E 3519 Doc Journal Entry Set Proof

Jobs c e
Desc Job # Status Start Type
Job: GLIEBP 217915 | Completed | 8/18/201312:32:40 PM ﬂ

Job

Job

Refreshed at Sun Aug 18 2019 12:34:42 GMT-0700 (Pacific Daylight Time)
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View all the document pages to verify the accounts are being debited/credited as
desired and there are no budget warnings/blocks or errors that could prohibit the set
from posting.

County of Kings FROOQF [Fournal Entry Set Proof] JEQO0267.DATA.JOB Page 1
SUN, AUG 18, 2019, 12:32 PM --reg: TALBERTS--leg: GL JL--loc: ONSITE----job:217915 J002-====- prog: GL450 <2.9%4»>=-report id: GLJEEFRF

SORT ORDER: JEID

Date Description Second Reference ZndDt/FEID Batch/ContNo Prep/ACE Hit/Tp CkNo/vViews

TV00Z30 0871872019 Training Test JEODOZET TALBERTE N
YYHN
Org Key Title Object Description / TRCE
Org Key Title Object Description Debit Credit Misc Last Rec. 0ff. HWote
1Z1000=B7001 Finance Aggegsment Fees 200.00 0.00 NO 1 1 mwy
1Z21000=82001 Finance Buginegs Licensea 0.00 200.00 NO 2 1 mwy
TEXT RECORD: JV00230 oo Enter notes here!!
JE TOTAL: Primary 200.00 200.00
County of Kings EROOF [Journal Entry Set Proof] JEOO0267 .DATA. JOB Page 2
SUN, AUG 18, 2019, 12:32 PM --reg: TALEERTS--leg: GL JL--loc: ONSITE----job:217915 JO02=-====- prog: GL450 <2.9%4>=--report id: GLJEEPRF

SO0RT ORDER: JEID

JE ID. Date Description Second Reference ZndDt/FEID Batch/ContNo Prep/ACGE Hit/Tp CkNo/Views
GRAND TOTAL
Account Org Key Title object Description Debit Credit Misc Last Rec. off. Hote
G R AN D: Primary 200.00 200.00
Final Budget Check
No BEudget Errors
County of Kings FRCOF [Journal Entry Set Proof] JEQO02E7.DATA. JOB Page 3
SUN, AUG 18, 2019, 12:32 PM --regq: TALEERTS--leg: GL JL--loc: ONSITE----job:Z17915 J002-====- prog: GL450 <2.%4»=--report id: GLJEEPOF
SORT ORDER: JEID
Rec OF Account Description Trns. Desc. Debit Credit
1 1 Wy 121000-B7001 Finance Bosessment Fees Training Test 200.00 0.00
2 1 wy 121000=82001 Finance Business License Training Test a.00 200.00
Frimary Entries 200.00 200.00
JE Jv00230 TOTAL 200.00 200.00
200.00 200.00

GRAND TOTAL

Note: a Batch Proof is required before a set can be approved and distributed.

Options for Proof Reports

In general, run the proof with the default settings. You do not have to open or change
the optional questions. The following options are available when running a proof:
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{6, CENTRALSQUARE

TECHNOLODGIES

" CENTRAL

Journal Entry Set Proof Listing (GLJEBP)

TECHNOLOBIES

Name of your Journal Entries Set” TEST
Posting Date® osf17/2012 =]
Line Printer ARCHIVE - DO ARCHIVE v
\
- How do you want dollars formatted? 000 - Use All Defaults
L Which Negative Amount Format to use® 00 - Use minus sign v
I~ Would you like a page break after each JE-ID change? (Yes)
Would you like to show Offsets and Secondary Transactions? (Yes)
- Would you like to suppress default mapping? O iNo
|- Do you wish to Suppress Budget Checking? O (Ne
Sort journal entries within each JEID? O (Ne
L Data Entry Order? O Ne)
|- Do you want the compressed version of the set proof? |:| (No
Show exceptions only? O iNe
— Job Run Schedule Date [i=)
|- Job Run Schedule Time [0}
Save As Favorite ‘ Save |

When proofing it is possible to change sorts, add page breaks, and suppress reports or
show exceptions only.

The set can now be moved through the Work Flow process for approval.

Journal Entry Approval

Once the initiator of the set is finished editing and proofing, that user must approve the
set to kick off the Workflow process.

Select Pending Tasks on the left from the Menu and click Approve. Add any comments
but keep in mind that comments are not required and cannot be deleted or edited
once they are submitted. Click Submit to initiate the workflow.
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{6, CENTRALSQUARE

TECHNOLODGIES

Approvals

All Tasks -

Q JE_APPROVAL

Approve

¥ Pending

Terry Albertson

Group:

Since: 8/18/2019 12:08:17 PM

@ Future
Group: DEPT_JE_120

@ Future
Group: AUDITOR3

‘ Cancel ‘

7 Link to Task List

¥  Approve

EUC)E%QHED”

x Reject

@

™  Forward

o
HH
-

The Approvals will update to show the next approval group in the workflow. The number
of approval groups in dependent on the department’s need/request. The approval
workflow is determined by the key used in the journal entry. If you use another
department’s key their approval group will be included in the journal’s workflow and
they must now approve the journal before it can continue through the workflow. The
Auditor will always be the last approval group in the workflow before it is distributed. If
any approval group rejects the journal it will stop the workflow and it will be sent back to
the originator.
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