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[bookmark: _Toc347930418][bookmark: _Toc416168337][bookmark: _Toc342477083][bookmark: _Toc346216914]Business Process Overview
The GL1 (Enter and Process Journals) process is part of the Daily Accounting Journals end-to-end business process.
Enter and Process Journals is the primary General Ledger business process.  It is used to post both financial and statistical transactions to the General Ledger.  This process includes the entry, validation, budget checking of journals, and posting journals to a ledger.  
Journal entries can be created directly in the General Ledger using the online pages or using the Journal Generation process from subsystems.  Entries can also be uploaded using the delivered Spreadsheet Journal Import tool, enter and process daily, month-end, year-end adjustments and to make corrections in the General Ledger.
The General Ledger summarizes all financial transactions recorded across all modules. 	End-of-period and end-of-year adjustments are recorded as part of closing validations. Month-end and year-end reports are produced from the General Ledger.
FI$Cal General Ledger journal entries can be created through a variety of methods, such as:
•	Online Journal Entries – These journal entries are created using the delivered    journal entry pages.  These entries are typically used to make adjustments and corrections.
•	Subsystem Journal Entries – Accounting entries created in subsystems (i.e., AP and AR) are transformed into General Ledger journals by the Journal Generation process.  These entries are then validated and posted to the Modified Accrual ledger.
•	External Systems Journal Entries – Accounting entries originating in external systems (i.e., Payroll) are sent to the FI$Cal General Ledger and posted to the Modified Accrual ledger.
•	Spreadsheet Journals – Similar to an online journal entry, these entries are used to record adjustments and corrections.  These entries are created using a Microsoft Excel template and imported into FI$Cal.
[bookmark: _Toc416168338][bookmark: _Toc347930420]FI$Cal System and Organizational Roles
	SYSTEM ROLE
	ORGANIZATIONAL ROLE

	
	

	Department GL Journal Processor
	Accounting Office



[bookmark: _Toc416168339]Enter and Process Journals Process Steps Description
Create Online Journals Subprocess Steps Description
Online journals are created using the journal header and journal line pages. A journal created online will default as incomplete.
[bookmark: _Toc416168340][bookmark: _Toc330911175]1. Enter Journal Header and Line Details online: The header contains information that applies to the entire journal, including fields that uniquely identify the journal (e.g., business unit, journal ID, and journal date) and options relating to automated reversal.  The header also includes a Long Description, Ledger Group (e.g., Modified Accrual, Cash Basis, and Full Accrual Basis), and source module.  The journal header also specifies to which accounting period (journal date based or adjustment period) a journal should be posted. A journal's lines record the business units, ChartField values, and monetary or statistical amounts associated with the journal. Speedtypes can be used to populate ChartFields, reducing the time required for data entry. ChartField values are validated when entered, and ChartField combinations are validated during the Journal Edit process. Debits and Credits are displayed to assist in balancing the journal.
2. Journal entry complete?  
If Yes: Continue to section 3.3 Process Journals below.
If No: Proceed to step 3 
3. Mark journal as incomplete:  The Journal Processor controls when a journal is processed by the background Journal Edit and Journal Post processes flagging a journal as incomplete by selecting the “Save Journal as Incomplete Status” box.Online and Spreadsheet journals can be marked as incomplete.  Incomplete journals are not processed through batch processing.  The user will save the journal and return to it when ready to complete the entry.
4. Complete Journal Data Entry:  The Journal Processor can continue to enter journal line information and uncheck the “Save Journal as Incomplete Status” check box.  The Journal Processor can now proceed with journal processing (e.g., edit, budget check, and approval).
5. Uncheck “Save Journal as Incomplete”: This will complete the journal and ready it for posting.
6. Journal entry complete: Journal entry is now ready to move to the 3.3 Journal Processing subprocess, where it will go through edit and budget checks before being routed to FI$Cal for posting.
0. [bookmark: _Toc416168341]Create Batch Journals Subprocess Steps Description
[bookmark: _Toc396066040][bookmark: _Toc396067784]Batch journals are created by batch (background) processes, and can originate from spreadsheets, external systems, and PeopleSoft subsystems.
Sub-Modules are the sources of batch journals include Cash Management, Deal Management, Asset Management, Project Costing, Billing, Accounts Receivable, Contracts, and Accounts Payable.  Subsystem journals are created by the Journal Generator (FS_JGEN) process. Execute Journal Generator:  The Journal Generator process (FS_JGEN) creates journals from the FI$Cal sub modules (e.g., Accounts Payable and Accounts Receivable).  The Generator Request page is utilized to select which transactions will be picked up by the process.  Items such as business unit(s), ledger group(s), template(s), and date ranges may be designated as selection criteria.

Spreadsheet Journals are created using the Spreadsheet Journal Import (SJI) utility.  The SJI tool consists of a specially formatted Excel workbook in which journal details are recorded along with an associated Visual Basic for Applications (VBA) code library that provides the functionality required to create and import the journals recorded in the Excel workbook.  The VBA code library will be saved to the user’s local desktop in the same directory as the Excel spreadsheet macro file.  After creation in the Excel workbook, a spreadsheet journal can be directly "pushed" to the PeopleSoft General Ledger in a single-step process, or it can be saved in a file and subsequently imported into the General Ledger in a two-step process.  In either case, the resulting journal entry is subject to processing by the Journal Edit, Budget Check, and Journal Post processes.
1. Create Journal Header and Line Data:  The header contains the information that uniquely identifies the journal (e.g., business unit, journal ID, and journal date) and options that enable quick set up of adjusting and reversing journals.  Journal entry lines record the monetary and statistical amounts and the ChartField values associated with each transaction.
2. Run process to create journal:  After entering the journal header and journal lines in the Excel Spreadsheet, an Excel macro is run to create a file which is eligible to be loaded into FI$Cal.  The Excel Spreadsheet macro is a PeopleSoft-delivered application and will not be documented in a design.  Spreadsheet Journal information can be found within General Ledger PeopleBooks v9.1.  The spreadsheet journal is uploaded and a journal is created within the system using the build process (GL_EXCL_JRNL).
3. Was a journal created?
If Yes:  The Journal can now be sent for validation and posting. Continue to the 3.3 Process Journals subprocess.
If No:  Go to step 4. Correct the errors within the spreadsheet journal template and reimport the journal.
4. Correct Creation Errors:  The journal file is validated before creation of a journal.  If the journal is not created, the file along with an explanation will be sent back to the originating source.  Invalid ChartFields can cause a rejection of a journal file.  After correction, the file or spreadsheet file is eligible to be reloaded into the System. Return to step 1.






[bookmark: _Toc414435421]Process Journals Subprocess Steps Description
Journals must pass the Journal Edit processes and GL-originated journals must pass the Budget Check processes before they can be posted to a ledger.  These processes can be initiated by a journal's originator or approver online from within the journal entry pages, or processing can occur in the background by scheduled execution of these processes.
1. Edit Check journal(s):  The Journal Edit process (GL_JEDIT) validates ChartField values, ChartField combinations, journal balancing, and verifies that the accounting period entered for the journal is open.  Accounting entries from external systems or from PeopleSoft subsystems will typically be edited and budget checked during nightly batch processing.  Spreadsheet journals are typically edited online.  A journal must pass all of the validations required for the Journal Edit process before it is eligible for further processing, including the Budget Check and Journal Post processes.  Transactions can be edited on demand using the online journal entry page.
2. Edit Errors exist?
If Yes:  Continue to step 3.
If No:    Go to step 4.
3. Correct Edit Errors:  Correct a journal that fails combination editing or has invalid values before the journal can proceed to the budget check process.  Journal errors can be found on the Error tab on the Create Journal Entry page.  Once corrected, the journal must be edit checked again.  With the exception of journals originating in a PeopleSoft subsystem whose validations include budget checking, most journals must pass the Budget Check process after they have passed the Journal Edit process in order to be eligible for posting.
4. Budget Check journal(s):  A journal must pass all applicable Commitment Control budgets in order to pass the Budget Check process.  The validations performed by this process include verification that all required budget “Key” ChartFields are populated with values, and that adequate Remaining Spending Authority (RSA) exists in all applicable control budgets.  Transactions can be budget checked on demand using the online journal entry page. Return to step 1.
5. Budget Errors exist?
If Yes:  Continue to step 6.
If No:    Continue to step 7.
6. Correct Budget Errors:  Errors and warnings identified by the Budget Check process can be viewed on the Budget Check Exception page, which can be navigated from within the journal entry pages.  Changes to the ChartField values or amounts in a journal that have passed the Budget Check process require that the Budget Check process be executed and passed again. Return to step 1.
7. Route journal for approval:  Most GL-originated FI$Cal journals will require approval in order to be posted.  These approvals can involve one or more approvers who will be notified of the need to review and approve a journal by PeopleSoft's workflow functionality, i.e., journals to be approved will appear on an approver's worklist, depending upon the amount and ChartFields used in the journal.  Once approved, a journal can be posted.  A denied journal cannot be posted, and will be routed back to the originator for correction or deletion.
0. [bookmark: _Toc416168343]Month-End Close Process Steps Description
Close the accounting period as part of the monthly close process.  An accounting period represents a fiscal month.  The State Controller’s Office (SCO) will be closing the fiscal month for all departments within FI$Cal.  

1. Complete prior period transactions.
2. Reconcile transactions.
3. Enter adjusting entries.
4. Accounts in balance?
a. If Yes: Request the month to be closed. See step 5.
b. If No:   Go to Step 3.
5. Request the month be closed.


4. [bookmark: _Toc416168344]Interfaces and Reports
No known system-dependent interfaces and reports available.
5. [bookmark: _Toc416168345]Interdependent Business Processes and/or Work Activities
Business processes are often completed in several steps. These steps are also referred to as work activities, which are typically completed in predetermined order. Work activities can run sequentially or in parallel. Individual activities be organizationally distributed. Usually, the work activities of a business process are interdependent. This interdependency is created by the interaction of all the activities belonging to a business process that pursue one common goal.

Interdependency exists among the following business processes:
Pre-requisite Business Processes  
· GL 2 – Enter and Process Budget Journals
· GL3 – Enter and Process Labor Distribution 
· GL4 – Process Allocations
· GL5 – Process Financial Statements
· GL6 – Maintain Chart of Accounts
[bookmark: _Toc340072078][bookmark: _Toc342477111][bookmark: _Toc346216943][bookmark: _Toc388964153][bookmark: _Toc390088020][bookmark: _Toc395643985][bookmark: _Toc416168346]
Appendix – Associated Process Flows Diagram
[bookmark: _Toc390088021]<Add hyperlink here>
[bookmark: _Toc395643986][bookmark: _Toc416168347]Appendix – Associated UPK’s 
GL101- Introduction to FI$Cal General Ledger

GL2 –Processing Journal Entries
[bookmark: _Toc390244773][bookmark: _Toc390769558][bookmark: _Toc395643987][bookmark: _Toc416168348][bookmark: _Toc389315202][bookmark: _Toc390088023] Appendix – FI$Cal Terms and Definitions
Fiscal Terms and Definitions
[bookmark: _Toc395643988][bookmark: _Toc416168349]Appendix – Associated Job Aids
Supplemental Job Aids and Training Tips
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