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	TEST CASE#
	GL059

	DESCRIPTION
	Enter a Budget Journal 

	PATH
	Commitment Control; Maintain Budgets; Budget Journals; Enter Budget Journals
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	INSTRUCTIONS

STEP 1
	Navigate to the desired page (see above path) and select Enter Budget Journals.

The Business Unit defaults based on the Operid user preferences, the Journal ID defaults to NEXT, which assigns the next available journal value, and the Journal Date defaults to the current date.

Click on the Add button.
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	STEP 2


	Enter the following Budget Header information:

Ledger Group: 

REVEST: Used for budgeting revenue.

ORG: Used for non-project & grant expense budgeting.

PROJ_GRT: Used for project & grant expense budgeting.

Budget Entry Type: 

Original: Indicates an original budget journal entry. Used to record adopted or approved budgets. This is the default.

Adjustment:  Indicates an adjustment to an original budget journal entry.
Description:

Explain the nature of the entry.

Click on the Budget Lines tab.
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	STEP 3


	Enter the following Budget Lines information:

SpeedType:  A five digit numeric code that populates the associated Cost Center values. 

Account:  B4XXX values for Revenue budget and B5XXX values for Expenditure budgets.

Cost Center Chartfields:  Fund, DeptID, Program, Project

Budget Reference:  BPXXXX (Fiscal Year 2004 = BP2004).  Not required on Project/Grant journals.
Amount:  No need to enter decimals if dollars.
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Hints for adding lines:

Click on the [image: image5.bmp] button to the right of the amount field to add a blank line.

Click on the [image: image6.bmp] button in the Lines to add section to copy the journal line down with all values populated. 
 Use the Journal Line Copy Down link to specify which fields to copy down.



	STEP 4
	Click on the Base Currency Details tab.  The Journal Line Description defaults to the account description.  You can replace it with your own description.

Use the Ref field to record position number information.

Click on the Save button.

[image: image7.png]Budget Lines

Unit: ooran  Joumal et Date: 0271662004 Budget Header Status: N

0: ]
process: [Fostosumal =] _Frecess |

~ Lines

Base Currency Detals

Statistics

Delete Line Ledger > g

[ oroE = [ Q[

[L3-MAINTENANCE AND OF,

Generate BudetParad Lines
Unestooda | T 1 =] % sounaiiine Copyoun | From Line: [ rox[ | Generte BusetPeri Line|

Total Lines: Total Debits: Total Credits
00 5,000.00

(_)m Es) Eipssarin)

‘Budaet Header | Budget Lines | Buduet Ertors | Approval | Approval History | Documents







	STEP 5
	The Journal has been assigned a number (i.e. 0000676789) and Totals have been calculated.

Click on the Documents tab to review the journal using the Budget Journal Entry Detail report.
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	STEP 6
	Click on the Print Journal Entry Details link.
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	STEP 7
	The Budget Journal Entry Detail report displays.  Review your journal for accuracy.  Select File and print the document.  Close the report window.
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	STEP 7 cont.
	Formatting Tips for the Budget Journal Entry Detail report:  

In order to shade every other line in the report, select Tools from the menu bar, then Internet Options.  Select the Advanced tab and check the Print background colors and images box.  Click OK.
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	STEP 7 cont.
	To remove the internet path information from the footer of the report, select File, Page Set Up and remove the &U in the footer.
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	STEP 8
	Click on the Approval tab.  In the Route to box, select the Office to which you wish to route the journal by using the drop-down box.  In the Approval box, use the drop-down box to select Approve as the Approval Action.   Click on the Apply button to submit the journal for Approval.  Deny and Recycle are for Budget Office use.
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	STEP 9
	Click on the Approval History tab.  Click the Get History button to view the approval history for the journal. 
[image: image14.png]‘Approval History

unit: 00730 Journal ID: 0000E77456  Dat

0211772004

Budget Header Status: N

Instance  Sten Path Status DatefTime user D

1331847 A | 0217104 321:58PM  SECUPDI
2331847 Step1 A A 0217104 32158PM  SECUPDI
3331847 Step2 AP 0217104 321:58PM

Awaiting Approval From: UHS_KK_SUPER

Buduet Header | Budaet Lines | Budaet Errors | Approval | Approval History | Documents




The first two instances represent the initial submission of the journal into workflow and the initiator’s approval.  The third instance, or Step 2, reflects the current status of the journal at the next step in the approval process.  A two step approval process exists for budget journals; the initiator and the Budget Office must approve a budget journal before it can be posted.

	STEP 10
	Two separate but related statuses can be checked for the budget journal; the workflow approval status and the processing status.  The workflow status must be Approved prior to the posting of the journal.
WORKFLOW STATUS

In the previous step, you checked the workflow status using the budget journal Approval History tab.  Possible values for the  workflow status are as follows:

I (Initiated)  The item has been submitted into the approval workflow process.
P (Pending)  The item is awaiting approval from the current approver. 

D (Denied)  The approval request has been denied.  Make the necessary changes and resubmit for approval.
A (Approved)  The item has gone through the final step and received approval.
Note:  When an item is recyled, the system treats it as Pending.

PROCESSING STATUS
Next, check the processing status of the budget journal by clicking on the budget header page.  The status will display one of the following values:

Budget Header Status Values:
N or None: the initial value when you create the journal.

V or Valid: all journal edits are complete and passed, but the journal did not post due to an amount-based error.

E or Errors: editing has been run and the journal has errors.

P or Posted: editing has been run and the journal has been posted to the budget ledger.

U or Unposted: the journal had been posted and then unposted.


	STEP 11
	If the submitted budget journal is not approved and posted but recycled or denied by the Budget Office, the budget journal will appear on your Worklist.  The Worklist is an organized list of work items awaiting your attention. Access your Worklist by clicking on the Worklist link in the upper right-hand corner of your PeopleSoft screen.
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	STEP 12
	A List of work items appears.  Select an item using the link and the item automatically returns the pages that you need.  This method of retrieving your work documents that use the workflow approval process enables you to bypass any other navigational structure and work directly from the Worklist.  Only items that require action on your part will appear on your Worklist.
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	STEP 13
	If your journal was recycled or denied, make the necessary adjustments to the journal, save it and resubmit the journal to the Budget Office using the Approval tab as in Step 8.


	EXPECTED RESULTS
	An organization budget was created and submitted for approval using workflow. 
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