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Journals Overview

m Enter and Process Journals is the business process by which
adjustments and corrections are recorded in the GL, and includes
the entry, validation, department approval, and posting of those

journals to a ledger

m Departments may require online approvals of departmental journal
entries within FI$Cal before they are posted to the General Ledger

November, 2014 FI$Cal: Transparency. Accuracy. Integrity.
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Journals Department Roles

FI$Cal End-User Role Descriptions

Department GL Journal |The department end user who will create journals in
Processor the Modified Accrual ledger, run online Edit Check,
run online Budget Check, and submit to the journal
approval process

Department GL Journal |The department end user who is responsible for the
Approver 1 first level approval of department journals from a
pooled worklist

Department GL Journal |The department end user who is responsible for the
Approver 2 second level approval of department journals from a
pooled worklist

November, 2014 FI$Cal: Transparency. Accuracy. Integrity. 3
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Create and Process Journal
Fe o e ~1 e e 1 B |
| Central/Dept. GL | Dept. GL Journal I
Journal Processor | L Approver I |_ flscal ...
I I S, IS S S . - . - - . .- - s il
| L L
[ | ook I\ 1 !
Create Journal >  Edit Journal > Bu J%Eijtrgalec > Approve Journal > Post Journal

» Create journal » Correct edit errors = Correct budget

» Deny journal or
approve journal

» The journal post
process updates the
ledger

= Only approved
journals that pass
journal edit and
budget check will be
posted

manually, from errors
other FI$Cal
modules or from a
spreadsheet
Key Impacts

based reports

posted to closed accounting periods

Journal entries will post to the applicable ledgers and will be reflected on all ledger-

The General Ledger module will close on a monthly basis, and journal entries cannot be

November, 2014
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Create and Process Journals Workflow —
None (Pre-Approved)

Department GL Department GL Department
Journal Processor [Journal Approver 1|{Journal Approver 2

November, 2014 FI$Cal: Transparency. Accuracy. Integrity. 5
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Create and Process Journals Workflow — None
(Pre-Approved) Description

1. Mary and Bob are Department GL Journal Processors.
a. Mary or Bob enters a journal entry.

2. Mary and Bob’s department have no approval levels, so the journal
entry is pre-approved.

November, 2014 FI$Cal: Transparency. Accuracy. Integrity. 6



Create and Process Journals Workflow —
One Level

Department GL Department GL Department
Journal Processor [Journal Approver 1|{Journal Approver 2
Mary X
Bob X
Jane X X

November, 2014 FI$Cal: Transparency. Accuracy. Integrity. 7
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Create and Process Journals Workflow — One
Level Description

1. Mary and Jane are Department GL Journal Processors.
a. Mary or Jane enters a journal entry.

b. Mary or Jane submits the journal entry for approval.

2. Jane and Bob are both a Department GL Journal Approver 1 and
always receive the journal in their worklists.

a. Bob can approve Mary’s and Jane’s journal entry.
b. Jane can approve Mary’s journal entry, but cannot self-approve.

November, 2014 FI$Cal: Transparency. Accuracy. Integrity.
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Create and Process Journals Workflow —
Two Levels, One Pool

Department GL Department GL Department Journal
Journal Processor | Journal Approver 1 Approver 2
Mary X
Bob X
Jane X
Alex X X
Linda X X

November, 2014 FI$Cal: Transparency. Accuracy. Integrity.
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Create and Process Journals Workflow — Multi-
Level Approval

1. Mary, Alex and Linda are Department GL Journal Processors
a. Mary, Alex or Linda enters a journal entry.

b. Mary, Alex or Linda submits the journal entry for approval

2. Bob and Alex are both a Department GL Journal Approver 1 and
always receive the journal in their worklists.

a. Bob or Alex can approve Mary’s journal.
b. Bob or Alex can approve Linda’s journal.
c. Bob can approve Alex’s journal, but cannot self approve.

3. Jane and Linda are both a Department GL Journal Approver 2 and
receive the journal in their worklists.

a. Jane can approve Mary’s, Linda’'s and Alex’s journal.

b. Linda can approve Mary’s and Alex’s journal, but cannot self
approve.

November, 2014 FI$Cal: Transparency. Accuracy. Integrity.
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Journal Workflow Example

Below example illustrate the Journal workflow process —
m Step 1 — Journal Processor creates an online journal.

Navigation — Main Menu - General Ledger - Journal - Journal Entry

- Create/Update Journal Entry.
Login as —Z DEPT_GL JOURNAL_PROC
Create an online journal —

e remtel L poocd ate Jdeearmm=all Ermvtrie=s
Firmadd =m Exi=timnag w=aliye= Al &= Pl W o ==
B simnesos il & =00 -
~Heenn rwea=l PR I: W
s rreaml et OoOFhoarsoo1a | =)
K e |
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m Enter all values, save and Edit journal.
m Journal header status will update to V' (Valid)

Hixa L5 Tatal EImoi: AR 1
Umit: 7300 Jowrmal I0; 0030505 Daane:; 07042014 I~ Errors Cnly
Tarmplate List Search Crilen Change Values
Interintraind “Procass: Edit Journal =l Process Lina- i0
— TEIFR-
Linas Personalize | Find | & i
Seleci Lime IFnet "Ly Speedlyps Approp Bel Fund ENY Acpount Alt Aoct PO ram
r | 7300 0, MODACCRL Q, loot a, [boo1 a (2013 o [1100000 |Q [00000QY
. 2 Ll G MODACCRL (1 O &g O 2013 | (41710300 3 | 000000Cy
| L]
Lines to add: = = @
= Totals Personalize | Find |5 {7 | EH Eirzt M 4 ap 4 8 g 551
Ui Tosl Limigs Tobsl Dabils Totsl Cradus] Jowmal Status Budget Status
3 " 3300 U
= Save | [=] Holify | 7 Redresh 2% Acd | | UpdateDisplay
12
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Step 2 — Go to ‘Approval’ tab of the online journal
m  Submit the journal for approval workflow

New Window | Hel | Persona

Header | Lines | Totals | Erors | Approval
Un T Joumal 0 0000000505 Dot T R ot
Approval tatus find i M o0t B

Unit 1300

Approval Check Active: Y

13
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Journal Workflow Example Cont...

Step 3 — Approve Journal
Login as Level 1 Approver —‘Z DEPT_GL_JOURNAL_APPR_1’

Check the worklist and look for the journal ID created.

Worklist

Worklist for Z DEPT_GL_JOURNAL APPR_1

Detall View Worklist hlt«r.v.[ vl Feed

Worked By Activity Prority Lank

Department GL

journal Processo

March 20, 2013 FI$Cal: Transparency. Accuracy. Integrity. 14
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Journal Workflow Example Cont...

m Review the journal and take action — Approve/Hold/Deny.

GL Journal Approval

Business Unit 7300 Return 1o Worki=l
Journal D 0000000505 Atachments (0)

Journal Date 07/04/2014 Go to Journal Entry Page

Line Unat 7300 Status Pending

Ledger Group MCDACCRI Debits $3200

Adjusting Entry N Credns $33.00

Fiscal Year 2014 Description Test Workflow

Penod 1 Reguester Z_DEPT_GL_JOURNAL PROC

Journal Workflow

Start
= Unit 7300, ID 0000000505, Date 2014-07-04, Line Unit 7300:Pending @g?r:

Journal Workflow

Pending
® Muitiple Approvers E
Approver 1
To add comments 1o the joumal's approval process, enter them below and click any one of the four approval action buttons underneath the comments. Then the comi

viewed from the Approval Flow Graphic Dispiay above

Approve Deny Hola PUshHtacs Add Comments

November, 2014 FI$Cal: Transparency. Accuracy. Integrity. 15
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Journal Workflow Example Cont...

m Navigate to Journal entry page and check approval status of the
journal you created.
m Journal Status should be ‘Approved to Post’

H Tatal o Apparoeeal
Limik: Ta00 Jourmal 10 D00 DS hS
val Stadu
11T T 300
.ﬂ.l:\.ﬂ_rn_ﬁ-l'd'ha-rlr Vel | s e Tt

Approved o Post

L
I—.._ll_-—_' I

Approwsal Siaius:

Aupproceal Schioan;

Dy ComEmen1s:

Journal Workflow
- Umnit 7300, 1D 00000005056, Date 2014-07-04, Line Unit T300: Approved
Jovia rmall Workiloay

Hpproved
J Dapgartmanl GL Jourmial A ool
Approver 1
11Marid - 157 P
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Environment and Test User ID detalls

Test Environment : QA1
Link - https://psfual.vv.fiscal.ca.gov/psp/psfgal/?cmd=loqgin

User IDs —

m Journal Processor: Z DEPT_GL_JOURNAL_PROC

m Journal Approver Level 1 :Z DEPT_GL JOURNAL_APPR_1
m Journal Approver Level 2 : Z DEPT_GL_JOURNAL_APPR_2

Business Units for Testing -

m Pre Approved BU — 0820

m Level 1 Approval BU — 7300
m Level 2 Approval BU - 0840
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