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Review and Correct Suspended GL Entries 2.0

Supplemental Job Aid

Date: 09/18/2015
Update Description:  Steps 3 to 9 were added to allow FSC to coordinate with SCO to override the Suspense Journal from budget checking before Departments post the journal in order to avoid duplicate KK amounts on 5XXXXXX and 48XXXX accounts (Page 3 to page 11).  
Target Audience: Department GL Journal Processor
Purpose: This Supplemental Job Aid provides Department GL Journal Processors instructions for identifying and correcting entries posted to a suspense Account.
Review and Correct Suspended GL Entries:
Suspense Accounts – Multiple Accounts have been configured as ‘Suspense’ Accounts, and the system has been configured to record entries in these Accounts when journal validation errors occur in journals originating in FI$Cal subsystems (modules). 
The existing suspense Accounts include:
	1906100
	Suspended Entries - AP

	1906200
	Suspended Entries - AR

	1906300
	Suspended Entries - BI

	1906400
	Suspended Entries - CA

	1906500
	Suspended Entries - DC

	1906600
	Suspended Entries - GL

	1906700
	Suspended Entries - LD

	1906800
	Suspended Entries - PC


[bookmark: _GoBack]Step 1: Navigate to the Journal Suspense Correction page:
· Navigation: Main Menu  General Ledger  Journals 
 Suspense Correction  Correct Suspense Entries
Step 2: Search for Journals Containing Suspended Entries.
· If you are interested in journals only from a specific subsystem, specify a Source value corresponding to that subsystem, i.e., ‘APA’ and ‘APP’ for AP originated journals, etc. Otherwise, leave the Source field blank to see journals originating in all subsystems
· If you are interested in journals having a specific date or between a range of dates, specify that criteria on the Journal Date line.
· The User ID field will show your User ID. If you intend to search for journals created by all users, clear this field.
· Click on the Search button to see a list of all journals that match the search criteria and contain uncleared suspense entries.
[image: ]
Step 3: Step 3 to 5 are performed by SCO and FSC if a department identifies any Suspense journals with a 5 series (Unappropriated Expenses) or a 48 series (Reimbursement). For all other accounts, skip to step 10.

A Correction Journal will be created once the suspense entries are corrected. This correction journal should not be budget checked as the transaction (e.g. a voucher) from which the Suspense journal was generated has already been budget checked in the parent subsystem (e.g. Payables). The Correction Journal is applicable only to transactions which have a 5 series (Unappropriated Expenses) or 48 series (Reimbursement) account as only these are subjected to budget check.

Once the suspense entries (for account 5 or 48 series only) to be corrected are identified, the departments should open an incident with the Fiscal Service. The FSC will coordinate with SCO and SCO will check the ‘bypass the budget checking’ checkbox on the ‘Correct Suspense Entries’ page for these suspense entries. The bypass budget checking access is granted to SCO only, hence the departments cannot perform this action on their own.

Step 4:  FOR SCO STAFF:   Navigate to Main Menu  General Ledger  Journals 
 Suspense Correction  Correct Suspense Entries and search for the journal(s) as provided by the departments.
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Step5:  Open the journal, and check the ‘Bypass Budget Checking’ checkbox on the ‘Journal Suspense Correction’ tab. Click on Save.
[image: ]



Once the Save button is hit, a correction journal is created and the Journal  ID field in the Correction Journal grid is updated.
[image: ]
Upon receiving the Journal ID fron SCO,  FSC will go back to the respective departments providing them  a confirmation and the journal IDs of the correction journal(s) created.


Step 6: FOR DEPARTMENTAL STAFF:  Navigate to Main Menu  General Ledger  Journals 
 Journal Entry  Create/Update Journal Entries.
Search and open the correction journal(s) as provided by SCO.
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From the Long description, note down the journal ID of the original suspense journal which went to error (APA00021536 as in the screenshot above). The correction journal 
does not have information as to why the suspense journal failed edit. To determine the reason for the error, refer to the original suspense journal to review the error.
Open a new window and search for this journal.
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Step 7:  Open the Errors tab and review the error information.
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Refer to Job Aid FI$Cal.095, for further details in diagnosing and resolving the error. Work with the originating staff to determine the appropriate solution.
Once the solution is determined, make changes to the correction journal (and not suspense entry) and click Save. Since Budget Checking has been bypassed for the correction journal, the budget status is already Valid ‘V’.
[image: ]
Step 8: Verify that the ‘Process’ drop-down displays “Edit Journal”.  Click the Process button to launch the Journal Edit process. 
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The journal will pass edit and Journal Status will change to ‘V’ (valid).
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Step 9:  Post the correction journal.
· Once the correction journal is valid, it can be posted immediately from the Journal Lines page (using the Process dropdown).
[image: ]
For all other accounts, follow steps 10 to 20.
Step 10: Select a journal by clicking on a Journal ID number in the Search Results.
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Step 11: The details of the selected journal are displayed.
· The journal lines with errors are shown in the Correction Journal Lines section of the page.
· The Errors page provides details about each journal line having an error. It can be accessed by clicking on the Errors tab or by clicking on the ‘Errors’ hyperlink in the Error column of the Correction Journal Lines section.
· Alternatively, the entire journal, including lines without errors, can be viewed in a new window by clicking on the Go to Jrnl Entry (Suspense) hyperlink.
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The Message Text is the description of the error. 
Note: Refer to Job Aid FI$Cal.095, Resolving Journal Edit and Budget Check Errors, for further details in diagnosing and resolving these. Work with the originating staff to determine the appropriate solution.
Step 12: To create correcting entries for the suspense entries, return to the Journal Suspense Correction page.
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Step 13: Leave the proposed Journal ID, Journal Date, and Description values unchanged.
Note: Skip steps 14 and 15 and continue with step 16 if you are facing Combination Edit errors.
Step 14: Correct ChartField errors.
· One cause of a journal line being suspended is the existence of an invalid, or inactive, ChartField value on it. When that occurs, it is not unusual for the same invalid/inactive ChartField value to appear on multiple lines in the same journal. The quickest method to correct all of them is to click on the Correct ChartField Errors hyperlink.
· A page will be displayed listing all ChartField values for which at least one error exists in the current journal.
· For each invalid/inactive ChartField value, enter the desired new value in the ‘Change To’ field and select the checkbox in the Selected column on the same row.
· Click the OK button.
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Step 15: The main Suspense Correction page will be displayed.
· Confirm that all lines that previously contained the invalid ChartField value(s) have been updated with the new value(s). 
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Step 16: Correct any remaining, uncleared suspense entries.
· The prior step will only resolve errors arising from invalid ChartField values.
· Other errors, such as ChartField Combination Edit errors, will require direct line-by-line updating of ChartField values. Perform this activity after you have diagnosed the reason for all errors and determined the appropriate resolution for each. All errors must be corrected in a single session. Unlike when recording a typical journal, correction journals are created in one editing session.
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Step 17: Create the correction journal by clicking Save.
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· A new journal will be created.
· If “NEXT” was used as the Journal ID, a sequential Journal ID will be assigned.
· A new Go to Jrnl Entry (Correction) hyperlink appears.
· Click on the Go to Jrnl Entry (Correction) hyperlink to open the correction journal.
[image: ]
Step 18: The correction journal will be displayed in a new foreground window.
· The correction journal will be displayed in the Lines page of the Journal Entry component.
· Review and modify the correction journal as needed.
· Verify that the Process drop-down displays “Edit Journal”, and then click the Process button to launch the Journal Edit process. 
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Step 19: Resolve errors in the correction journal (refer to Job Aid FI$Cal.095).
· A journal is valid when it has a Journal Status of ‘V’ (valid) and a Budget Status of ‘V.’
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Step 20: Post the correction journal.
· Once the correction journal is valid, it can be posted immediately from the Journal Lines page (using the Process dropdown).
[image: ]

You have successfully corrected the suspense entries.
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