Transfers GL to GL-

Log onto Cornerstone- https:/my.rutgers.edu

Financial Management
(Oracle Cloud)

v o
Click on “Financial Management (Oracle Cloud)”:
General Accounting
Click on “General Accounting”:
Journals
Click on “Journals”:
Click on the “task icon”: to select which method you want to create your journal entry with (either through the

form, or spreadsheet)

Journals
« lManage Journal

+ Create Journal

» Create Journal in Spreadsheet

Journal Import
+ Import Journals

+ Correct Import Errors

Subledger Accounting

funtin * Review Subledger Journals

5 I
ﬁ Click “Create Journal” to use the form

Click “Create Journal in spreadsheet”

« Create Encumbrance Journal in Spreadsheet to use the spreadsheet




Using the form (and field with 1 “*” is mandatory, you need to fill out those sections-

Enter Journals via Forms

T I
¢ Jouwrnel Datch "
. v o)  Enter Journal Batch
) toeres e o4 details here.
) .| Enter Journal header
o —— -~ - details here
¢ Jowmnal Lines
e e Bmie om0 R "’"'L_‘h — Enter Journal Lines
L [T - -~ Nt of e pEre 1'::"':;': U s ripooa here

Journal Batch-

e Accounting period- should be the MMM-YY of the fiscal year you are using for adjustment
e Balance Type- keep as “Actual”

Journal-

e Description- should be the detailed entry for what you are transferring:

o Example- moving $100 to Global to cover visa fees for Professor Smith
e ledger- keep as Rutgers Ledger
e Legal Entity Name- Rutgers, The State University of New Jersey

e Accounting Date- is the date of your transfer
e (Category- RU Actuals




Journal Lines-

e Journal Lines are where you would enter your journal entry-
o debiting the losing GL string for the dollar amount you need to move and crediting the gaining GL string
for the same dollar amount

4 Journal Lines

Actions w View w  Formal w + B X § v |u| Detach
Entersd (USD) ——
Line * Account Unit of Measure 5“:“;: Description
Debit Credit ¥

LR A00.1000.1010,0001, 100 9995 100 FS) 1,000 00

L] I A0 1000, 1090 0001 100 9868 20020 00 100000 A
Total v\ Wm 1,000.00 / !

SN e —— S L
Enter the description for the lines

Enter the account Enter the amounts . L ! e
L . . in the Description field if it is
combination in the in the Debit and different than the batch name or
Account fields. Credit fields.

journal header description.

To enter in the GL strings-

"Er]

Click on the search icon- —* and type your string- you do not have to search, just click on the number as it comes up:

JAccount X

4 Hide Segments

Unit 450, | w

Division 450
Organization v
Location v
Fund Type v
Business Line v
Account v

Activity 0000 ¥ MNone

Intraunit 000 w  Unit Default

Future 00000 ¥ None

Search Reset | OK Cancel

This will show you your string-

MB SAS School of Ars &

Unit 4350 i
Sciences

Division 6295 w  Office of the Dean

Organization 6477 w Office of the Executive Dean

When you are done entering your string, click ok



Then you can enter in dollar amount to transfer and your journal entry explanation-

4 Journal Lines

Enter the account
combination in the
Account fields.

Enter the amounts
in the Debit and
Credit fields.

Achons w  View w  Formal w 4+ B X ; Detach
Entered (U50]) Statistical
Line * Account Unit of Measure é'u:“;: Description
Dabit Credit ¥
L 1 00, TOCHE, 1030, G001, 100 o0, 100 <= 1 00 D0
( s B 1000 1010 0001 100 9850 20020 00 1 Q0o oo A
Total 0.00 1,000.00 // [
L Ny e V4 [

Enter the description for the lines
in the Description field if it is
different than the batch name or

journal header description.

To add an attachment:

Under the “Journal Batch” section, click on the “+”

Attachments None sj= ‘

This will allow you to browse and attach your file-

Attachments
Actions v View w = K
Type * File Name or URL Title
File | Browse... | No file selected.

£

Rows Selected 1 Columns Hidden 1

Description

Attached By Attached Da

Heather De Meo 7/29/19 940 #

>

OK  Cancel

Once you have found your file, click on “OK” to add to the journal entry.




When you are ready to submit-

ave ¥ Complete ¥ Post ¥  Cancel

Balch Aclions w Click the Cancel
button to cancel

Click the Save | \_ thed:t':if’fd
button to save the Click the Complete '
entered details. This button to validate the ,
allows you to entered details. You will Click the Post
complete the journal not be able to post the | | Putton to submit
at a later time. journal without clicking the journal for
the Complete button. approval.

To create the journal in a spreadsheet-

You have chesen to open:

lecloud.com/fscmUl/faces/FuseWelcome?_afrLoop=6259690
@ JournalEntry.xdsx
which is: Microsoft Excel Worksheet (40.4 KB)
from: https://ecbg.fa.us2.oraclecloud.com

What should Firefox de with this file? After Cllcklng on ”Create Journal |n

Spreadsheet” click on OK to open up excel

| Microsoft Excel (default)
() Save File
[ Do this automatically for files like this from now on.

eral Accounting Journals Period Close
Dashboard

Cancel

Data Access Set: Rutgers Ledger [Change] Journals

LJournals * Manage Journals

« Create Jounal

+ Create Journal in Spreadsheet

4 Journals ‘ E

« Create Encumbrance Journal in Spreadsheet

Click on “Yes” and add sign on with your net id and password

Connect

o You are about to connecdt to the following application URL:

https://ecbg.fa.us2.oraclecloud.com/fscmUl/adfdiRemoteServl
et

Do you want to connect?




This will open up the spreadsheet-

Data Access Set Rutqers Ledger Group ID
Journal 1 *Source Spreadshest Total Entered Debit 0.00
Description “Category Total Entered Credit 0.00
*Ledger Reversal Period Total Accounted Debit 0.00
*Accounting Date Reversal Date Total Accounted Credit 0.00
Adjusting Period Reference Date
Status Journal Validation Status

Pournal Lines

Changed Row Status *unit [..] *Division [..] ization [..]

*Location [..]

“Fund Type [..] *Business Line [..]

*Account [..] |*Activity [..

*Intraunit [..] *Future [..]

=*Entered

=*Entered

*Currency

Debit

Credit

Fill out the spreadsheet- remember anything with 1

If you are struggling with what to fill in, “double click” the cell with your mouse to open up the search screen-

“uxn

is mandatory.

Accounts !-
g
Group ID
*Source Sprea 0.00
tegory OK Cancel 0.00
I Period 0.00
rsal Date 0.00
nce Date
n Status
“Orga [-.]

When you are ready to submit-

Click on “Submit” from “Create Journal”

Formulas

and then submit your journal

ayout

Data

2

Submit Status
Viewer
Waorksheet

Review View

Create Journal

Select this option
to submit the
journal for import,
approval, and
posting.

Submission Options

Submission

! @) Save to Interface
Option ~

Submit Journal Import

Submit Journal Import and Posting

Submit Cancel

Click the Submit button to
upload the spreadsheet
Jjournal.
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